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EMERGENCY EVACUATION PROCEDURE 
 
In the event of a fire KLT’s will be evacuated quickly, calmly, and quietly, all doors and 
window locks are within easy access to ensure a quick departure. 
 
Exits are available via: 
Front door 
Cot room door 
Door in Octopus’ 
Door in parent meeting room  
 
Assembly points: 
Across road to left of Shenstone Court or the front driveway of Shenstone Close out the 
way of moving vehicles.  
Once assembled a register will be taken and the emergency services will be called. 
 
General Information: 
Within the setting the fire alarms are tested and recorded once a week, we have an 
evacuation once a month to practice our escape routes. This ensures that the children are 
familiar with the means of escape in case of fire.   
 
All staff, students and regular visitors will be informed on their first visit/induction of the 
correct fire escape procedures, they will be shown all of the fire exits and any necessary 
equipment to use in the case of a fire. 
  
Fire drills are evaluated to note the effectiveness of them and to highlight to us if any 
improvements or changes need to be made.  
 
Electrical appliances are checked daily by staff members to make sure that they are safe 
and in good working order, if not they will be removed.  
 
Children’s emergency contact numbers are kept within a folder within the office that will 
(in all situations) be taken off the premises; in case the need arises to contact parents 
and carers e.g. If we are unable to go back on premises for a long period of time. A copy 
of the children’s contact details will also be kept on the registers which are always taken 
with us.  
 
All supernumerary/spare staff within the nursery will be sent to help evacuate the under 
2’s, they have an evacuation cot to help aid an effective evacuation.  
 
Brookside Fire maintain our fire-fighting equipment, emergency lighting and fire alarms.  
 
Birthday Candles- we sometimes use candles within nursery to celebrate a birthday, 
when using these staff are encouraged to be careful and do not leave them unattended. 
Staff members will only use up to 4 candles and will be encouraged to talk through fire 
safety with the children. Staff will keep out of reach utensils used to light the candles e.g. 
matches, lighters.  
 
Invacuation Procedure- We have felt the need as a setting to look at this situation; 
although such an event is unlikely, the consequences could be very serious. We have 
taken advice from one of our parents who is a local police officer and he has helped us 
to put this procedure together. 
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We have accessed online support through gov.uk which involved us reading and 
researching, watching a short video, and accessing a poster to help us should this 
event occur.  
 
In the rare event of a firearms or weapons of attack we would follow the ‘run, hide and 
tell’ advice: 
 
Run- to a place of safety. This is a far better option than to surrender or negotiate. If 
there is no-where to go, then…… 
 
(places of safety would be dependent upon where the situation was taking place- these 
could be parrots’ classroom, outside classroom or office) 
 
Hide- it is better to hide than to confront. We would turn our phone to silent and turn off 
vibrate. We would barricade ourselves in and finally only when it is safe to do so… 
 
Tell- the police by calling 999.  
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