LIOyd Park
Children’s Charity

11.2

Charity number 1102134

Fire Emergency Evacuation Procedure

Please refer to our Health and Safety Policy for Fire Safety Policy

There is an emergency evacuation procedure written specifically for each of our
settings and this is displayed in all areas, including Personal Emergency Evacuation
Plans (PEEP) for those children and staff with additional needs that may need further
support when evacuating.

Anyone who discovers a fire should raise the alarm immediately using the Fire Alarm

Call Point.

11.2.a The Lloyd Park Centre

When the fire alarm is activated staff have the following responsibilities:

Senior Manager (Also designated Fire Warden)

Evacuate the building at the closest exit.

As you exit, close doors behind you.

Check with Fire Marshalls at each assembly point that all occupants have
evacuated.

Await the Fire Brigade, inform them where the alarm panel is situated and
which zone is activated.

Call 999 if they do not arrive within 10 minutes.

Senior Staff in the Nursery

Check toilets and ensure the area is evacuated.

Collect Personal Evacuation Plans and registers.

Evacuate the building at the closest exit, ensure doors are closed behind you.
Call the register and ensure children have evacuated.

Admin team to account for all staff and visitors.

Inform the Fire Warden (Senior Manager) of any missing persons.

Do Not Run

Do Not Collect Personal Belongings.



Reception Evacuation Procedure
Anyone who dscovers a fire shouid raise the alam immediatety using e Fire Alom

cai P

on the alarm being raised:

. ect:
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Do not cotect personal belongings

Baby Room Fire Frocedure

Anyone who discovers a fre shouid raise the alom immediately usng The Fire Alarm
cat paint.

on the alarm being raised:

1. Senicr Procifioner colects Registers and Personal Bvacuation Piars
2. Piace up 1o & babies o the fire evacuarion cot

3. Evacuate Mme ouiding hrougn the closest exi

you
&. Senior Practitioner cal the register
7. Admin team to account for all staff ana vitors.
5. inform the Fre warden (senior Manager) of any missing persons.
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2-§'s Area Fire Evacuation Procedure

Anyone who s afre snoua raise. immediately using the Fire Ao
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On the alarm being raised:
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‘senior Procrifioner colect zegisters ana Personal Evacuation Plans
Evacuat e buiding Through the closest exit
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Grow Wild Fire Procedure.

Anyane who discovers a fire shoukd raise the alorm immediately usng the ciosest Fre

Alarm Cat point.

on the alorm being raised:

1. Evacuote the building at the closest exit.

2

3. Aaminteam to account for al staff and visitors.

4 Inform e Fire Worden {senior Manager] of any missing persors.
Do notrun

Do ot coliect personal belongings

Community Space Fire Evacuation Procedure

ore af ise the i immedi g the Fire Alam
Cat point

Onthe alarm being raised:
1

Senicr Practifioner or Commurity Senvices Facilitator collect Registers and

i

personal £v
. Evacuate the ouilding througn the closest exit
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4. senicr Practiiioner or Community Senvices Faciirator ensure the areas
a ensure Goors re Ciosea benind you
5. Senior Practifioner or Community Senvices Facitator cail e register
6. Admin team to account for alltaff ana viitors.
7. inform the Fre Warden (Serior Mancger) of any missing pessons
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Do not colect personal belongings

#ain Kitchen Fire Frocedure.

Anyone who discovers a fr shousd raise he alrm immediately using he Fire Alarm

Cat Poin

On the alarm being raised:

1. Tumoff any cooking equipment
evacuate using e nearest fre

3. Asyou exit, close ooors benind you [last person)
4 West ot Assembly Foint by the deivery gate

5. Aamin team 1o GocoUNt for Gl Staff and vistors
6. Inform e Fire Worden {Serior Manager] of any missing persors

Do notrun

Do not colect personal belongings

Staff Room/ Family Room Fire Evacuation Procedure

Anyare who discovers a fire shouid rase he alom immediately usng the Fire Alarm

Cai point.

On the alarm being raised:
1. evacuare the building at the nearest fre ext.

Admin team 1o gecount for gl staff and visitors.

Donotrun

Do not calect personal oelongings



11.2.b Higham Hill Centre

When the fire alarm is activated staff will have responsibility as follows:
Senior Management on site: -

e Check fire alarm panel, locate the area where the alarm has been
activated.

e Ensure all fire doors are closed

e Evacuate the building at the first fire exit

e Check with fire marshals all occupants are out at the assembly point

e Meet fire wardens at the assembly point situated in the delivery goods
area/back of the nursery

e Await the Fire Brigade, inform them where the alarm is

e Call 999 if they do not arrive

Senior Staff in the Nursery: -

Check all children/staff have evacuated the nursery
Check toilet area/ garden

Collect the registers from the area

Collect care plans for children/staff were appropriate
Escort children and adults to the fire assembly point

Take registers and inform fire warden if any missing persons

Do Not Run
Do not Collect personal belongings

In the event of a planned drill or test we MUST contact the Town Hall and inform
them 0208 496 4440

. Baby Room
Main Kitchen First floor Fire Evacuation Procedure
o . i i If you discover a fire or one is reported to you, or
Fire Evacuation Procedure Fire Evacuation Procedure O N0 oLone S repos

N . N If you discover a fire, or one is reported to you or if the fire
If you discover a fire or one is reported to you, alarm sounds:

or the fire alarm sounds:

e necrest fre alarm call point.

Raise the alarm by activating the nearest fire alarm call point.

« Iireported fo you activate the nearest fire alarm. On the alarm being raised:

« Leave the building via the kitchen fire exit door « Trainer or senior member of staff to collect registers.

* Walk ihrough the wooden gate and meet at the Fire « Escort the adulis/children from the building. DO NOT USE THE
assembly point, situated in the Delivery Goods/ back LIFT. Use the fire exit at the bottom of staircase and meet at
entrance the assembly point: situated in the Deiivery goods/ back

entrance

* Wait for the register fo be called af the assembly
point and report missing persons fo the senior siaff or

i e « Higham Hill Staff fo call the registers at the assembly point

and report missing persons to the senior staff or Fire Brigade
Officer.

point and report missng penon: fo

the fire ' Brigade Officer.

Do Not R
DO NOT STOP TO PICK UP ANY PERSONAL DO NOT RUN OR STOP TO PICK UP ANY DO NOT STOP TO PICK UP ANY PERSONAL BELONGINGS.
BELONGINGS. DO NOT RUN PERSONAL BELONGINGS.



Reception area
Fire Evacuation Procedure
If you discover a fire or one is reported to you,
or the fire alarm sounds:

* Raise the alarm by activating the nearest fire alarm call
oint.
* On the alarm being raised:

« Take a mobile phone and all registers
« Leave the building via the front enfrance and meet at the

assembly point: situated in the Delivery Goods/ back
Entrance.

« Callthe registers at the assembly point and report missing
persons to the senior staff or Fire Warden who will inform a
Fire Brigade Officer.

DO NOT STOP TO PICK UP ANY PERSONAL
BELONGINGS.
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