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Fire Safety and Evacuation Policy
Aims:
· To ensure a safe evacuation of the premises by adults and children in the event of a fire, damage to property, serious illness, injury or death of a child or adult, heating failure/leaks or criminal activity.
· To ensure that all staff, volunteers, students, parents and visitors to TOG are aware of fire safety measures and the evacuation process.
· To reduce the risk from fire.
Principles

· TOG will ensure that there is good management of fire safety procedures to ensure that fires are unlikely to occur and if they do happen, they are controlled and contained quickly, effectively and safely. Furthermore, good management of fire safety will ensure that everyone can escape safely, easily, and quickly
· The safety of the children, TOG’s employees and that of any visitor to TOG is paramount and therefore an effective and rehearsed Evacuation Procedure is in place

· TOG will ensure that its Fire Safety Policy meets the requirements set out by the Welfare Requirements of the Early Years Foundation Stage legislation, and the Local Authority’s Fire Officer

· A fire safety risk assessment has been undertaken and will be regularly reviewed. There will be a need to identify who is at risk and who is more at risk
· It is important to keep the source of fuel and heat/sparks apart.
· In planning the evacuation process consideration has been given to:

	a) The detection of fires
	b) The Layout of the Premises

	c) Adequate Escape Routes
	d) A Safe and Efficient Evacuation

	e) Half termly Fire Drills
	f) Documentation

	g) General Fire Safety
	


· TOG will ensure that its Fire Safety Appliances are checked on an annual basis.
· Staff are aware of how to control a small fire.
· A risk assessment will be completed daily.
· TOG would close if we cannot maintain our adult-child ratios and keep our children safe and secure.  We would inform parents as soon as we are aware of any situations when they occur, by phone or email.
Named Person
There is a named person who holds responsibility for ensuring that the Fire Safety Policy and Procedures are carried out effectively, but overall responsibility lies with the management Committee of TOG
Fire Detection

· Mains powered smoke alarms are in place throughout the building as a means of alerting staff to a fire.
· Staff are vigilant in their duties, noticing a fire or hearing a smoke alarm would sound the alarm.
Layout

· TOG’s layout is conducive to an effective evacuation and staff check that there is a clear pathway to the Fire Exits as part of the setting up routine of each session.
· Appliances that constitute a higher risk of fire e.g. the microwave, are not used in the proximity of a Fire Exit.
· The risk assessment identifies how to minimise the risk from using appliances and equipment that generate heat by keeping them away from fuel sources.
Adequate Escape Routes

· There are clear escape routes from all the different parts of the building and the Fire Exits are clearly signed.
· The Fire Doors are self closing and meet the required standards.
· The gate out of Wellspring Foundation unit needs to be unbolted by using a code which is written on the procedure by the exit door.
· The foyer doors can be opened by pressing a switch and pulling the door at the same time. The key to override this is kept in the switch.
Safe and Efficient Evacuation

· All staff, volunteers and students undergo training on how to evacuate the building safely and efficiently with the children.
· The alarm is raised by breaking the cover on the nearest Fire Alarm. These are situated throughout the building.
· There is an evacuation plan in place and staff are confident in fulfilling their roles as described in the plan (a copy of which accompanies this Policy).
· As the children who attend TOG have a range of additional needs it is essential to know which children need 1-1 support when helping them to evacuate the premises and this needs to be considered when planning staff ratios.
· The Manager or a staff member will alert the Fire Brigade or relevant agency once they have evacuated the building. It is the Manager or Deputy role to bring the evacuation pack which contains the register and visitor’s signing in book with them in order to check that everybody has evacuated the building. The register also contains the parents contact numbers. Staff are responsible for any feeds that are required.
· The External Assembly Point is located outside of Wellsprings School Hall. Once everybody is assembled it may be necessary to decide to move further away from the premises, e.g. to the field in front of the school or as advised by the Fire Brigade
· The Deputy or Manager will be responsible for making sure everyone gets out of the building
· The Manager or Deputy will alert Wellsprings School of the potential need to evacuate the school.
Essential Medical Equipment/Emergency Medication

· The Manager will bring with them all emergency medication and other medical equipment, e.g. oxygen cylinders, kept in the office in the trolley provided.
· Individual staff responsible for a child’s medical needs, for which equipment is kept near to the children, e.g. suctioning machines, oxygen will be responsible for bringing the child and his/her equipment with them.
· An Essential Medical Equipment and Emergency Medication Policy is in place. 
· TOG will notify the local fire department and insurance company of any oxygen cylinders on site due to a child’s medical needs and will record and act upon the advice given. This would be considered with the fire safety risk assessment  
· A Personal Emergency Evacuation plan will be put in place for each child with complex and physical disabilities.
Fire Safety Procedures and Notices/Informing Parents

· There are Fire Safety notices displayed in each room in TOG, explaining the procedure to be carried out if there is a fire or a fire drill
· Parents are informed that there is a Fire Safety Policy and Procedure via the policies on TOGs website and in TOG provided when requested.
· Parents that stay on site are encouraged to make themselves familiar with the fire safety notices
· Fire Drills are occasionally planned for when there are parents on site to help them become aware of the plans that are in place
· In the unfortunate event of an emergency then every effort would be taken to contact the parents to come and collect their children. Staff would continue to look after those children whose parents could not be reached.
Regular Fire Drills

· Fire drills are carried out on a half termly basis at TOG to enable an effective rehearsal of the evacuation process

· The fire drills are planned to consider who attends on different days and at different times of the morning

· The fire drills are logged, and action taken as needed.

Documentation

· Log of the fire drills/evacuations carried out are kept and maintained on a regular basis. Any follow up action is also recorded in this book
· The Fire Safety Officer’s recommendation are kept in the office
· The Fire Safety Risk Assessment Documentation is kept with the fire drill log
General Fire Safety

· Staff are encouraged to exhibit good practice with regards to the use of electrical equipment such as visually inspecting leads before use, not overloading sockets and turning electrical items off at the end of the session

· A Risk Assessment has been carried out on the building and is reviewed annually or as needed.
· A specific Fire Safety Maintenance checklist will be carried out each half term

Training and Induction

· All staff receive a full copy of this policy as part of their induction at TOG

· Training is maintained via the fire/evacuation drills and the follow up discussions

· Training needs can be identified as part of the annual appraisal and opportunities for additional training would be highlighted at staff meetings.
· Students, volunteers and visitors are informed of the Fire Exits and Evacuation Process during their initial visits and reminded on their first day.
Monitoring of Policy

· This policy is monitored via the follow up discussions to the fire drills and the fire safety risk assessment
· A fire safety maintenance checklist is carried out each half term
· Daily visual checks are carried out regarding safety exits, visibility of fire extinguishers etc.
.   This policy will be reviewed annually.
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