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Fire Safety and Emergency Evacuation Procedure
The fire alarm is a loud continuous ring
On hearing the alarm everyone must leave the building, taking a child or children with them. If you cannot manage the children you are with, you must shout for help, never leave any child unattended.

Do not panic or run and make your way to the nearest safe exit.
Assembly Point: Outside Wellsprings School Hall - paved area in front of windows

There are 4 FIRE EXITS in the building:
· Main Entrance
· Staff Entrance
· Art Area Door into playground
Use this exit from art/messy play area and end rooms. Exit playground through the red gates, turn right to the Wellspring Foundation Unit multi coloured, tall gate and unlock the lock (the combination is 2115). Walk straight ahead to the assembly point outside Wellsprings School hall, ensuring you lock the gate back up.
· Conservatory into playground

Use this exit from the conservatory. See Art Area instructions above.
A final check of the building will be made by the Manager or Deputy, who will gather the register, visitors’ book, medication, oxygen and telephone from the office.

Once everyone is outside the building, telephone 999 for the Fire Service.

Do not re-enter the building until you are told it is safe either by the Manager, Deputy or Fire Officer.
Fire Safety Procedure (continued)
Fire extinguishers are located throughout the building:
1. Foyer

2. Office

3. Main corridor – outside the MSU

4. Art room – next to door to playground

5. Staff room

6. 6 MSU

There are fire blankets in the staff room and the family room.

Fire extinguishers are different colours for use on different types of fire:

RED water – used for paper, furnishings etc. UNSAFE FOR ELECTRICAL FIRES

BEIGE CO2 – for electrical fires

BLUE powder – for any fire including flammable liquids

A fire drill will be executed Termly at different times and on different days. A log of fire drills must be kept; noting dates, times, how long the evacuation took and how many were present. Any problem/s should be recorded and how these are to be resolved.
Checks of fire points and fire exits (including red gates) are to be recorded.
All children’s essential medical equipment, feeds or medicines need to be taken out with the children. (See Policy)
It is the responsibility of the Manager or Deputy  to ensure this policy is carried out and that all staff, volunteers, parents and visitors are aware of procedures in the event of fire.
This policy will be reviewed annually. 
Date of this review: - August 2026
 Last Review: - November 2025

