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FIRE SAFETY AND EMERGENCY EVACUATION POLICY AND 
PROCEDURES 

 

Policy statement 
 

Designated Fire Marshalls are: Ginia Brown and Andrea Dugay  

The Manager at Phoenix Early Learners has access to, or a copy of, the fire safety procedures specific to 

the building and ensure they align with these procedures. The Manager makes reasonable adjustments as 

required to ensure the two documents do not contradict each other. 

Phoenix Early Learners is a suitable, clean, and safe place for children to be cared for, where they can 

grow and learn. We meet all statutory requirements about fire safety and fulfil the criteria for meeting the 

relevant Early Years Foundation Stage Safeguarding and Welfare Requirements. 

Objectives 

• We recognise that we have a corporate responsibility and a duty of care for those who work in and 

receive a service from our provision, but individual employees and service users also have a 

responsibility to ensure their own safety as well as that of others. Risk assessment is the key means 

through which this is achieved. 

• A fire safety risk assessment is carried out by a competent person in accordance with the Regulatory 

Reform (Fire Safety) Order 2005.  

• A Fire Log is completed and regularly updated. 

• Necessary equipment is in place to promote fire safety.  

 
Procedures 

Fire safety risk assessment 

Fire safety risk assessment form is carried out in each area of the setting by a competent person, or a 

named fire marshal, using the five steps to fire safety risk assessment as follows: 

1. Identify fire hazards 

- Sources of ignition. 

- Sources of fuel. 

- Sources of oxygen (including oxygen tanks for disabled children). 

2. Identify people at risk 

- People in and around the premises. 

- People especially at risk including very young babies, less ambulant disabled children or those 

using specialised equipment, such as splints, standing frames. 

3. Evaluate, remove, reduce and protect from the risk 

- Evaluate the risk of the fire occurring. 

- Evaluate the risk to people from a fire starting on the premises. 
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- Remove and reduce the hazards that may cause a fire. 

- Remove and reduce the risks to people from a fire. 

4. Record, plan, inform, instruct, train 

- Record significant findings and action taken. 

- Prepare an emergency plan. 

- Inform and instruct relevant people; inform and co-operate with others. 

- Provide training. 

5. Review 

- Keep assessment under review and revise when necessary. 

 

The fire safety risk assessment focuses on the following for each area: 

• Electrical plugs, wires, sockets. 

• Electrical items. 

• Matches. 

• Flammable materials, including furniture, furnishings, paper etc. 

• Flammable chemicals (which are also covered in COSHH). 

• Means of escape. 

• Any other, as identified. 

 

Fire safety precautions include: 

• All electrical equipment is checked by a qualified electrician annually. 

• Any faulty electrical equipment is taken out of use and recorded as such or condemned (whichever is 

necessary). 

• Water and electrical items do not come into contact; staff do not touch electrical items with wet hands. 

• All fire safety equipment is checked annually. 

• If matches are used in the kitchen, they are kept in a drawer. 

 

Fire Drills 

• Fire Drills (to include emergency evacuation procedures and lock down) are held at least twice termly. 

• Drills are recorded, including: 

- date of drill 

- staff involved and numbers of children 

- how long it took to evacuate 
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- any reason for a delay in achieving the target time and how this will be remedied 

Fire precautions 

• Fire exit signs are the green ‘running man’ signs and are in place and clearly visible. 

• Fire exits by doors are those that show a green light at night. 

• Fire doors are not locked during normal working hours. 

• Fire evacuation notices are displayed in print large enough to read from a short distance. They say 

where the assembly point is. 

• Smoke alarms are in place and tested monthly. This is recorded. - Organising 

• Fire extinguishers are in place and are appropriate. 

▪ All electrical equipment is checked as part of Petts Wood Methodist Church’s check, by a qualified 

electrician. Any faulty electrical equipment is taken out of use and either repaired or replaced. 

▪ We ensure sockets are covered.  

▪ The servicing of fire safety equipment is maintained by Petts Wood Methodist Church. 

 

▪ We hold a Preschool Emergency Plan and have a safe haven. 

 

▪ We keep an emergency evacuation box near the emergency exit which includes parent contact details, 

a first aid kit, heat blankets and children’s emergency medications. 

  

Legal references 

Regulatory Reform (Fire Safety) Order 2005) 

Electricity at Work Regulations (1989) 

 

Further guidance 

Fire Safety Record (Alliance Publication) 

Fire Safety Risk Assessment: Educational 

Premises (Gov.uk)  

https://www.google.com/search?q=Fire+Safety+Record+(Alliance+Publication)+Fire+Safety+Risk+Assessment%3A+Educational+Premises&rlz=1C1GCEB_enGB1041GB1041&oq=Fire+Safety+Record+(Alliance+Publication)+Fire+Safety+Risk+Assessment%3A+Educational+Premises&gs_lcrp=EgZjaHJvbWUyBggAEEUYOdIBBzU0MWowajeoAgiwAgHxBblzO8CE_taf8QW5czvAhP7Wnw&sourceid=chrome&ie=UTF-8
https://www.google.com/search?q=Fire+Safety+Record+(Alliance+Publication)+Fire+Safety+Risk+Assessment%3A+Educational+Premises&rlz=1C1GCEB_enGB1041GB1041&oq=Fire+Safety+Record+(Alliance+Publication)+Fire+Safety+Risk+Assessment%3A+Educational+Premises&gs_lcrp=EgZjaHJvbWUyBggAEEUYOdIBBzU0MWowajeoAgiwAgHxBblzO8CE_taf8QW5czvAhP7Wnw&sourceid=chrome&ie=UTF-8
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EMERGENCY EVACUATION PROCEDURE 
Evacuation 

  
The register is kept in the emergency evacuation box on the hatch. 
  
A whistle is kept in the telephone box on the hatch. 
  
Staff numbers for each day are noted in the register.   Staff should check this each day and refer to 
the Emergency Procedure list on the wall. 
  
In the event of evacuation being necessary, KEEP CALM!   It is important that the children see we 
are in command: 
 

• The Manager/Deputy will blow the whistle (one long clear blast) and pick up the emergency 
evacuation box. 

 

• Staff number 2 will pick up the telephone and call the Fire Brigade if necessary. 
 

• Staff numbers 2 and 3 will organise the children and lead them outside through the fire exit 
furthest from the fire (or danger).  They will assemble on the grass in front of the the main 
Church building. 

  

• Staff numbers 4 and 5 must quickly check toilets, store room, kitchen and behind large 
equipment and must inform any other persons on the premises.  Also ensure all windows and 
doors are left closed where possible.    

 
 The Manager/Deputy will call the register to ensure all children are present and safe.  Other staff 
members will assist with confirmation of children present.  Staff number 2 will carry out a head count. 
  
If necessary the children will be led to further safety to the green outside Petts Wood Methodist 
Church. 
  
Practice evacuation drills will be carried out at least once every half term and a record kept in the 
diary of when this takes place. 
  

In the unlikely event of a terrorist attack, where possible we will follow the advice of the emergency 
services with regard to evacuation, medical aid and contacting children’s families.  Where possible 
the following measures will be taken.  
 
The Manager/Deputy will: 
  - manage and co-ordinate the pre-school’s response to the incident.   

- make contact with the Emergency Services 
- contact Bromley Council for support and assistance  

 
Should it be necessary to close the school for any reason, ie if the site is dangerous, children will 
be taken to Crofton Infant School where they can be kept safe, warm and supervised. 
  
If an incident takes place out of school hours the standard Emergency Closure Policy will be 
followed.    
The incident will be recorded when the threat is averted.   
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EMERGENCY PROCEDURE 
 
 

1 – Evacuation box. 

 

2 – Telephone.   

 
Call Fire Brigade if necessary. 
 

2 & 3 – organise the children and lead them 

outside through the fire exit furthest from the fire 
(or danger). 
 

4 & 5 – check both toilets, side rooms, kitchen 

and behind large equipment.   
 
Inform other persons on the premises. 
 
Ensure all windows and doors are left closed  
where possible. 
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IN CASE OF 
 

FIRE 
RAISE THE ALARM - VACATE THE PREMISES 

CALL THE FIRE BRIGADE - PHONE 999 
 
 

 
 
 

____________________________________________________________________________________________ 

If you discover a fire 
raise the alarm verbally to all other users of the premises. 

 

Call the Fire Brigade - dial 999 
 

Immediately vacate the building 
making sure that all persons leave 

from all rooms including the kitchens and toilets. 
Do not wait to collect personal possessions. 

 
Take special care of any children and/or disabled persons. 

Assemble on the grass in front of the main 
Church building 

___________________________________________________________________________________________ 
 

Adults should tackle the blaze with the fire extinguishers provided 

only if this involves NO danger to themselves. 

 
Persons should not re-enter the premises until permission is given 

by a Fire Officer or a responsible leader. 

 
NB All leaders and helpers should familiarise themselves with the location of fire extinguishers on the premises and 

how they are used 

Give address as 
 

“LAKESWOOD HALL” 

LAKESWOOD ROAD 
BR5 1DH 

PEL mobile 07706 708211 
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