Emergency Evacuation Procedure

Upon the event of the above all staff to follow procedure below:

· Raise the alarm immediately by ringing the fire bell (located on the left side by the front door) 

· If outdoors, three sharp blows on the whistle (located on fun club keys)
· Children file into twos as directed by a member of staff
· All staff immediately evacuate children, taking nearest exit
· All staff and children to meet in the designated area:

ON PLAYING FIELD (INSIDE GATE)
Designated roles

Person in charge to: contact emergency services, collect children’s contact cards, visitors book , mobile phone and check premises on way out.

Staff members: must check toilets, close doors and check all persons are alerted, ensure children are moved to designated area safely.
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