
FIRE/OTHER EMERGENCY EVACUATION 
PROCEDURE

This is the procedure to be followed in the event of a fire/evacuation, unsafe building, gas leak, 
electrical fault, heating breakdown, floods and suspicious devices.  

The following form sets out our evacuation plan, this will be displayed in every 
room of the setting, including the toilets. 

Familiarise yourself with this plan and its exit routes. Fire exits must be kept clear at all times and 
all staff are responsible for ensuring that equipment is not blocking exits at any time. 
In this building the emergency alarm is in the form of a fire alarm. 

In the event of the alarm sounding remember that some children might be confused, crying 
(screaming) disorientated, frightened or uncooperative. 

Safeguarding the welfare of the children in the Club is a priority. 
It is also important that staff do not subject themselves to unnecessary risk, or delay any 
evacuation, by trying to fight the fire or investigate the dangerous situation.  Ensure visitors are 
responsible for getting themselves out of the building. Ensure all visitors to the building are aware 
of the fire evacuation procedure. 

The Club Manager will ensure that upon hearing the fire alarm all staff and children are 
evacuated to the assembly point. 

The Club Manager will ensure that all areas within the building have been checked by a member 
of staff, to ensure all children/visitors/staff have been evacuated. The Club Manager will be 
responsible for collecting the daily register and where possible the contact details for the children 
should re-entry to the building not be possible. A register will then be taken. 

Upon advice from the Fire Services the Club Manager will decide whether or not and when to re-
enter the building. 

In the event of a power cut and lighting is limited, the Club Manager will make the decision of 
escorting the children to a different area in the Club or staying where they are. 

In the event of the Club temperature being inadequate, the Manager will try to make 
arrangements to move to a different area within the registered space. The recommended 
temperature for child settings is between 15/18 degrees.
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