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Fire Assembly Point – Car Park

All staff must wear identification badges at all times whilst on the premises.  When leaving the premises, including lunch breaks, badges must be placed in the badge pot situated by the staff signing in register.

All checks, collection of registers and other documents and re-entry into any areas are only to be done if absolutely safe to do so.

BABYROOM:
· Evacuation trolley (located in Quiet Room) to be taken off wall, through emergency exit at top of stairs and assembled on the pavement.
· Staff to place non-walking babies into the cot (max 6) and carry/walk the rest to the assembly point.
· Manager to help evacuate babies
· Room Leader (or senior practitioner if RL away) to allocate staff to fetch babies from sleep room
· Room Leader (or senior practitioner if RL away) to take the register and emergency medications out on evacuation
· Room Leader (or senior practitioner if RL away) to check the sleep/playrooms are empty before evacuating. 


TWOS & RISING PRE-SCHOOL
· Staff and children evacuate through French doors to front of Nursery and assemble in the car park.
· Room Leader (or senior practitioner if RL away) to take the register and emergency medications out on evacuation
· Spare staff to help baby room where possible
· Room Leader (or senior practitioner if RL away) to check playrooms and child toilet are empty before evacuating.

PRE-SCHOOL
· Staff and children to leave via the emergency exit (up steps, around the side of the garden and through to the car park)
· Room Leader (or senior practitioner if RL away) to take register and emergency medications out on evacuation
· Room Leader (or senior practitioner if RL away) to check playrooms are empty


MANAGER/DEPUTY/ADM
· Responsible for staff register, badge pot, visitors book and mobile telephone.
· Check toilet in reception is empty.
· To help transport babies safely out of the building.
· To check staff toilet and staff room downstairs.


COOK
· To make sure all kitchen equipment is switched off
· To check the staff toilet next to the kitchen and laundry room are empty and exit via rear side fire exit.
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