LISLE MARSDEN CHLDCARE
1. Reassure and direct the children to line up the nearest fire exit.
2. Direct any visitors to the nearest fire exit.
3. Lead children and visitors out and on to the assembly point on KS1 playground.
4. The administrator (or the person in charge in her absence) will check the meeting room, health room and toilets and direct visitors in those areas out of the building via the nearest fire exit.
5. The administrator (or the person in charge in her absence) will bring the staff register and visitor book with them as they leave the building.
6. Any non-teaching staff such as the administrator (following the above) and the manager will help evacuate children from the 2-3 room.
7. The person in charge will direct a member of staff to unlock the pedestrian gate adjacent to the garden area. There is a gate key hung up next to every fire exit door.
8. The person in charge will direct a member of staff to collect the Administration of Medicines folder and any medication required by the children attending.
9. The person in charge will collect the daily record of children and staff, the visitors book, children’s emergency contact details and the settings mobile phone.
10. All external doors will be closed on the way out.
11. The person in charge will check that all children, staff and visitors are present at the assembly point and inform the fire officer in charge.
On hearing the fire alarm staff will:
FIRE EVACUATION PROCEDURE
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