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Fire procedure policy
Responsibility for the fire safety in Teddies preschool is shared between the managers (Cheryl Winton and Susan Tanner) the Head Teacher for Ospringe Primary School and the Local Education Authority. Between them these parties must ensure that the fire precautions at the Mary Dean Centre (Teddies preschool) and the school comply with all relevant fire safety legislation.
The safety of all children, visitors and staff at Teddies preschool is paramount. The managers and nominated staff will ensure procedures are in place for the safe evacuation of children, visitors and staff including those who may be disabled or have additional needs from the preschool.
Protective equipment-Fire extinguishers
Fire fighting equipment is provided throughout the building. Only persons who have received training in the use of the extinguishers should attempt to use them. It has been recommended by the LA Fire Officer not to tackle the breakout of any fire, minor or otherwise.
 The recommended policy is to telephone the fire brigade and exit the building as quickly as possible.
Inspection, procedures/Good housekeeping
Regular inspections of fire safety equipment, exit routes etc will be carried out by the contractors (KCC Property services) in accordance with the details in the Health and Safety precautions log book held by Ospringe School. The school business manager will take charge of any replenishment or replacement of any defective equipment.
A fire risk assessment is organised by the school annually and any control measures identified are implemented. 
Daily visual checks are carried out and any defects/concerns are reported to the manager. This is done within the daily risk assessment procedure.
Things to check are
· The physical state of the fire extinguishers and that they are in the correct places identified.
· Check that fire exits are free from obstruction and the keys are directly to hand (this is normally hung on the upper part of the doors).
· The manager will liaise with Ospringe school business manager any defects that have been found. 
· Check all electrical equipment is safe and no sockets are overloaded. Each piece of electrical equipment is PAT tested annually.
· Visual displays to be kept away from heaters.
· Items in the boiler cupboard to be kept away from the water heater. 


Fire drills/Alarms 
· An evacuation exercise will take place at least once a term as soon as possible after any new intake of pupils are admitted to Teddies preschool.
· All fire drills or alarms should be written up in the fire log (situated in the office).
· Ospringe school will also be noted of how many children, staff were present, how many people were away and if there were any concerns. 

Any adult observing a fire within Teddies preschool should immediately inform all members of staff and alert Ospringe school via the fire alarm system located in each room. All adults to leave the building immediately and not stop to collect any belongings. It is the responsibility of the staff to evacuate the preschool safely as per Teddies preschool training and NOT to fight any fire.
The headteacher/Assistant Headteacher will ensure the Fire Brigade are called.

Action to be taken on hearing the alarm
1. 2/3 members of staff will line children up by the main exit door (unless the fire is in the front of the building and then the children will exit the doors via the garden).
2. Adults to do a quick headcount and check the numbers written on the notice board (daily numbers) they will then leave the building taking the children to line up on Teddies designated spot on the school playground. This is the area by the fence next to the school’s adventure playground. 
3. 1 member of staff to check the toilets, kitchen, office and classrooms (as long as its safe to do so) to check there is no one there.
4. Staff member to collect the register, visitors book, blue box (containing children’s numbers) phone and high vis jackets (register, visitor book and high vis jackets are to be found on the back of the main door where children will line up. 
5. Should the alarm sound when the children are in the garden the children will line up by the gate next to the school’s adventure playground. Once they have been quickly counted, they will then walk through the area to the playground and line up as above. 
6. If the children are on the school field when the alarm is sounded, they will stay on the field moving to the furthest area away from the school. The staff member will join them from the building with the above items in no 4. They will wait for the headteacher to inform them of the all clear.
7. Should fire procedures be instigated at the end of a session parents will be asked not to take their children but wait until all children have been registered and then staff will ensure that all children are sent home with their respective parent/carer to ensure that all pupils are accounted for. 
8. Roll call. A staff member will take the register at the assembly point. All children will be asked to hold up their hand when their name is called and another member of staff checks if it is the right child. (Children hold up their hand as this step can dauting for the child especially if they have additional needs). Staff member names are also called. 
9. No one should re-enter the building if a person is missing or unaccountable for. Any persons missing from the register should be reported to the Head Teacher of Ospringe (or the most senior person present) who can inform the emergency services.
10. All adults and children are not permitted to return to the Mary Dean Centre/Teddies preschool until we have been advised to do so by the Headteacher or Fire officer. 
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