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[image: ][image: ]Fire safety staff procedures

[image: ]Our emergency evacuations procedures are as follows:

Staff & volunteers procedure in event of fire being detected
[image: ]
· Sound the alarm (if not already done).

· [image: ][image: ]Registration / signing in staff is required to check how many children have signed in to enable a headcount, taking the laptop with them. 

· [image: ][image: ][image: ]All children, visitors, parents, carers are escorted out of the building to the assembly point (boat). Indoor staff A (register staff) will clear the play room and mezzanine. They will check the pirate ship on their route out. They will then exit to the boat to conduct a head count and Indoor staff B (float or kitchen staff) will check all side rooms, closing fire doors behind them then go to the front of the building to stop public entering the building and wait for the fire department. Outdoor staff will guide all children and parents to the fire evacuation point and conduct a sweep of the field. 

· [image: http://www.worldofstock.com/slides/BEN1532.jpg]If safe to do so, kitchen staff should turn off the cooking appliance and ventilation switches at the rear of the kitchen. Ensure that you have informed staff what you are doing.

· The designated fire marshal should assume their duties:
· [image: ]Ensure the fire service has been contacted.
· Collect register and conduct head count.


· [image: ]If trained and if safe to do so, use the fire extinguisher to put the fire out. Ensure that you have informed staff what you are doing so that you are accounted for. 
[image: ]
· When safely assembled, check all people are accounted for.

· [image: http://vipdictionary.com/img/wait_l.gif]Do not return to the building until the fire service say that it is safe to do so. 



NOMINATED FIRE MARSHALS:

· Ella Blewitt, Sycamore Adventure manager
· Will Ganniclifft, senior play ranger
· Ash Sadlier, Free 2 Play lead
· Glen Flurry, Free 2 play lead

Additional information:

[image: ]
Sycamore Adventure staff and volunteers will follow the above procedure in the event of a fire. They will also adhere to the points below:
[image: ]
1. Fire instructions are clearly displayed on the premises, (poster displayed at each fire point and exit). See page 3

1. [image: ]Fire procedures are explained to all new members of staff and volunteers upon initial induction. 
[image: ]
1. Fire drills are practiced regularly (at least twice per year).

1. [image: ]Records are kept of fire drills and the servicing of fire safety equipment.
[image: ]
1. Weekly internal checks are held on the fire alarm system, evacuation routes, fire doors and firefighting equipment.
[image: Keep Clear Signs - from Key Signs UK]
1. Fire doors / escape routes are kept clear of clutter / litter, ensuring safe route from building.
[image: Tips for Creating a Clutter-free Shop Front]
1. Sources of ignition are kept away from the public and the site is secured when not in use to avoid people having access to the grounds and reduce the risk of Arson. 
[image: Clitheroe Fire Risk Assessment | Fire Risk Assessment Clitheroe]
1. Sycamore Adventure will adhere to its fire risk assessment (last conducted May 2021). 
[image: Care Support Services | William & Mary]
1. Any clutter / damaged fire doors / unsealed fire extinguishers / faulty electrical equipment / sources of ignition should be reported to the manager immediately. 
[image: Help available if you want to quit smoking | nidirect]
1. Smoking is a significant fire risk and as such Sycamore Adventure is a no smoking environment. Any signs of smoking taking place should be reported to the manager. 
[image: Fire Evacuation | Fire Safety Training | Fire Warden Training]
1. Staff and volunteers who need support evacuating in the event of a fire will need a Personal Emergency Evacuation Plan (PEEP) completed.





[image: ][image: Image result for break glass]Fire safety staff procedures

· Sound the alarm 

· [image: Image result for exit]Leave the building via your nearest exit. Leave all of your belongings behind

· [image: Image result for help]Our staff will help everyone to exit the building safely and conduct a sweep of the building

· [image: Image result for missing]Locate your friends and family. Please let a member of staff know if you are aware of anybody who is missing. Staff will inform emergency services. 

· [image: ]Meet by the boat in the play area. If the fire’s position requires you to exit to the front of the building, meet by the yellow double gates in the corner of the field. 

· [image: Image result for register]Stay at the fire evacuation point until the staff have read the register to ensure that everyone is accounted for. 

· [image: Image result for fire man][image: Image result for wait]Do not re-enter the building until emergency services have said that it is safe to do so. 
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