
 

 

Health and Safety 

 

5.3 Fire safety and emergency evacuation and invacuation procedures 

 

Policy Statement 

 

We ensure our premises present no risk of fire by ensuring the highest possible standard of fire 

precautions. The person in charge and staff are familiar with the current legal requirements. Where 

necessary we seek the advice of a competent person, such as our Fire Officer, or Fire Safety 

Consultant. We ensure our policy is in line with the procedures specific to our building, making 

reasonable adjustments as required. 

 

 

Procedures 

 

 The basis of fire safety is risk assessment. These are carried out by a ‘competent person’.  The 

named competent person at Crackerjacks is the Manager: Karen Latoy 

 Crackerjacks is in rented premises and ensures that we have a copy of the fire safety risk 

assessment that applies to the building and that we contribute to regular reviews. 

  Fire doors are clearly marked, never obstructed and easily opened from the inside. 

 Smoke detectors/alarms and fire fighting appliances conform to BSEN standards, are fitted in 

appropriate high risk areas of the building and are checked as specified by the manufacturer. 

 Our emergency evacuation procedures are approved by the Fire Safety Officer and are: 

 clearly displayed in the premises; 

 explained to new members of staff and volunteers and 

 practised regularly at least once every term by the pre-school and once per term together 

with Cringleford Primary School. 

 Records are kept of fire drills and the servicing of fire safety equipment. 

 

 

Emergency evacuation procedure 

 The Fire Alarm is a continuous ringing bell.   

 On hearing the alarm, children should leave in single file when instructed by the Manager 

or Deputy Manager or room leader in the event of their absence.   Children should then 

leave by the nearest available marked escape route.  Children should follow a member of 

pre-school staff and remain with that member of staff at one of the designated assembly 

points. 



 

 

 The Manager or Deputy will ask a member of pre-school staff to check the kitchen, office 

and toilet areas, if safe to do so, when the fire alarm sounds. 

 The Manager or Deputy will collect the red fire rucksack on their way out. 

 If children are in the outside area when the fire alarm sounds, the supervising member of 

staff will instruct the children to line up and lead them to the assembly point.  The children 

of Crackerjacks should assemble as a group. 

 The assembly point for Crackerjacks is: 

- The school playground to the rear of the school. 

 Immediately after children arrive at the assembly area, they must stand in silence whilst a 

member of staff checks the registers. 

 The Manager or Deputy will immediately report any missing persons and/or relevant 

information to the Headteacher of Cringleford Primary School or a senior member of staff of 

the Primary school. 

 The Headteacher or senior member of staff of the primary school will liaise with the Fire 

Brigade on their arrival. 

 When the Headteacher or senior member of staff is satisfied that it is a false alarm, he/she 

will direct staff, pupils and visitors to return to the building. 

 If the building cannot be reoccupied following an evacuation, children will be evacuated to 

the community centre and arrangements made to contact parents. 

 Parents would be contacted by phone and email as soon as it was practical to do so. 

 

Fire drills 

We hold fire drills termly and record the following information about each fire drill in the Fire Safety 

Log Book: 

 The date and time of the drill. 

 Number of adults and children involved. 

 How long it took to evacuate. 

 Whether there were any problems that delayed evacuation. 

 Any further action taken to improve the drill procedure. 

 

 

Emergency invacuation procedure 

If there is an outside emergency eg a chemical spill, aggressive person/people or an act of 

terrorism, then invacuation procedures commence. 

 

 The alarm would be sounded.  This will be a long whistle blow.   

 The member(s) of staff on duty outside would summon the children to gather with them.   



 

 

 The member of staff would count the children and if there is another member of staff on-

duty, they would be asked to check inside play equipment and around the garden area. 

 When satisfied that all the outside children are accounted for, the member of staff on duty 

would return to the pre-school room and lock all outside doors. 

 All children would meet on the carpet and the register would be taken. 

 The Manager, or deputy Manager in her absence, would contact the police. 

 The Manager, or deputy Manager would liaise with the police and follow their advice as to 

what the next steps should be. 

 The children would remain inside the pre-school room until a decision had been made by 

the Manager, or deputy Manager, in consultation with the police, that it was safe for the 

children to leave the pre-school room. 

 

 

 

Legal framework 

 

Regulatory Reform (Fire Safety) Order 2005 

  

Further guidance  

 

 Fire Safety Risk Assessment - Educational Premises ( HMG 2006) 
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