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EMERGENCY EVACUATION PROCEDURE POLICY
Introduction
At The Nest, the safety and well-being of the children, staff, and visitors are our highest priority. This policy outlines the procedures to be followed in the event of an emergency that requires the evacuation of the Nest premises. The aim is to ensure a swift, orderly, and safe evacuation, minimizing risk to everyone present.
Aims and Objectives
· To provide clear guidance on how to safely evacuate the premises in the event of an emergency.
· To ensure all staff are familiar with their roles and responsibilities during an evacuation.
· To comply with health and safety regulations, including the Health and Safety at Work Act 1974 and the Regulatory Reform (Fire Safety) Order 2005.
· To ensure children feel reassured and safe during an emergency.
Scope of the Policy
This policy applies to all staff, children, parents, carers, volunteers, visitors, and anyone on the premises during an emergency. Emergencies that may require evacuation include, but are not limited to:
· Fire
· Gas leak
· Flooding
· Bomb threat
· Structural damage
· Other major incidents
Emergency Evacuation Procedures
Evacuation Plan
· Alarm Sounding: In the event of an emergency, the alarm will be raised by activating the fire alarm system or through a verbal alert if the system is unavailable. All staff are trained to recognise the alarm and respond immediately.  
· Evacuation Routes: Clear evacuation routes are known throughout the building. These routes are regularly inspected to ensure they are unobstructed. Staff must familiarise themselves with the nearest exits from each room.
· Assembly Point: All children, staff, and visitors will evacuate to a designated assembly point, which is located on the Potton Primary school field. A backup assembly point will be identified in case the primary point is unsafe.  Evacuation Process
· Staff Responsibilities: Each staff member will have clearly defined roles during an evacuation. A fire marshal or designated lead will ensure the building is evacuated safely and all areas are checked.
· Children: All staff will calmly and swiftly lead children out of the building using the nearest safe exit. Staff must ensure that no child is left behind and that children are kept calm and reassured during the process.
· Visitors and Volunteers: Visitors and volunteers will be directed by staff to follow the same evacuation procedures and assemble at the designated assembly point.
Registration and Attendance
· Attendance Registers: The Nest manager must take the attendance register with them during the evacuation. Once at the assembly point, staff will immediately conduct a roll call of all children and staff to ensure that everyone is accounted for.
· Visitors Book: The person responsible for the visitors’ log must bring it to the assembly point to ensure all visitors are also accounted for.
· Missing Persons: If anyone is unaccounted for, they will immediately notify emergency services upon their arrival.
Supporting Children with Additional Needs
· Personal Emergency Evacuation Plans (PEEPs): For any child or staff member with additional needs, a Personal Emergency Evacuation Plan (PEEP) will be developed to ensure they receive the appropriate support during an evacuation. This may involve assigning a specific staff member to assist them or providing specialized equipment if necessary.
Fire Drills
· Frequency: Fire drills will be conducted at least once per term to ensure that all staff, children, and visitors are familiar with the evacuation procedure. Drills will be conducted at different times of day to ensure preparedness.
· Review: After each drill, a review will be conducted to identify any areas for improvement. Feedback will be given to staff, and any necessary adjustments will be made to the evacuation plan.
Staff Training
· Fire Safety Training: All staff will receive fire safety and evacuation training as part of their induction, with regular refresher courses to maintain their knowledge and preparedness.
· Roles and Responsibilities: Staff will be informed of their specific roles during an evacuation, including leading children to the assembly point, conducting roll calls, and supporting children with additional needs.


Parents and Carers
· Communication: Parents and carers will be informed of the evacuation procedures when their child starts at the Nest. In the event of a real emergency, parents will be notified as soon as it is safe to do so, using the Nest’s designated communication channels, such as phone calls or email.
· Collection After an Emergency: Once the emergency is resolved, parents will be informed when and where they can collect their child. If the Nest premises are not safe to return to, alternative arrangements will be made, and parents will be kept fully informed.
Emergency Equipment
· Fire Extinguishers: Fire extinguishers are located throughout the building and are regularly serviced and inspected. Staff will only use fire extinguishers if they have been trained to do so and if it is safe to attempt to extinguish a small fire.
· First Aid Kits: First aid kits are available and will be taken to the assembly point during an evacuation. At least one first aid-trained staff member will be present at the assembly point.
Re-Entry to the Building
· Under no circumstances will anyone re-enter the building until it has been declared safe by the emergency services or the designated evacuation coordinator.
· Once the building is declared safe, staff will conduct another headcount before re-entering with the children.
Responsibilities
· Manager: The manager is responsible for ensuring that all staff are trained in evacuation procedures, that fire drills are carried out regularly, and that evacuation routes and equipment are maintained.
· Staff: Staff are responsible for familiarising themselves with evacuation routes, keeping calm during an evacuation, leading children to safety, and ensuring children are adequately supervised and supported.
· Parents: Parents are responsible for ensuring that their contact details are up to date and that they follow the Nest’s communication procedures during an emergency.
Monitoring and Review
This policy will be reviewed annually or sooner if necessary to ensure it remains up to date with legislation and best practices. Any changes to the policy will be communicated to staff, parents, and carers.
By ensuring that clear procedures are in place, The Nest aims to maintain a safe and secure environment for children, staff, and visitors in the event of an emergency.


This policy was adopted on 1st November 2014 & reviewed in September 2024.

Signed on behalf of The Nest ___________________________________________________________

Date Signed: ________________________________________________________________________

Date to be reviewed: __________________________________________________________________
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