[bookmark: _GoBack]1. The person in charge will check the meeting room, health room and toilets and direct any visitor in those areas out of the building via the nearest exit.
2. The person in charge will bring the staff register and visitors book with them as they leave the building, they will also collect any lifesaving medication from the staff room fridge.
3. The person in charge will direct a member of staff to collect the daily record of the children, children’s emergency contact details, the emergency evacuation file, the settings mobile phone, any medication required by the children attending, including lifesaving medication kept in the medicine cabinet, which is situated in the small room.
4. Staff working in the Early Years room will evacuate those children.
5. The person in charge will direct a member of staff to unlock the pedestrian gate adjacent to the garden area. There is a key hung p next to every fire exit door.
6. The person in charge must take a mobile phone and go to the fire alarm panel and check the location showing on the panel for the activation.
7. They should make their way to the location to check if it is a false alarm or a confirmed fire.
8. If it is a false alarm, they should then telephone NELC control room on
01472 325716 to advise that the fire brigade is not required. If an actual fire is confirmed, then the person should telephone 999 and ask for the fire brigade.
9. At no stage should anyone put themselves in danger or attempt to fight the fire.
10. If the fire brigade has been called, either by NELC control room or by staff ringing 999, then the person in charge must meet the fire brigade in the staff car park and follow their instructions
.

On hearing the fire alarm staff will:


FIRE EVACUATION PROCEDURE-
Between 11:30am and 6pm in the school holidays
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