
 

 

Fire safety and emergency evacuation procedures 

Fire safety 

 The setting manager has access to, or a copy of, the fire safety procedures specific to the building and 

ensure they align with these procedures. The setting manager makes reasonable adjustments as required 

to ensure the two documents do not contradict each other. 

Fire safety risk assessment 

Fire safety risk assessment form is carried out in each area of the setting by a competent person using the five 

steps to fire safety risk assessment as follows: 

1. Identify fire hazards 

- Sources of ignition. 

- Sources of fuel. 

- Sources of oxygen (including oxygen tanks for disabled children). 

2. Identify people at risk 

- People in and around the premises. 

- People especially at risk including very young babies, less ambulant disabled children or those using 

specialised equipment, such as splints, standing frames. 

3. Evaluate, remove, reduce and protect from the risk 

- Evaluate the risk of the fire occurring. 

- Evaluate the risk to people from a fire starting on the premises. 

- Remove and reduce the hazards that may cause a fire. 

- Remove and reduce the risks to people from a fire. 

4. Record, plan, inform, instruct, train 

- Record significant findings and action taken. 

- Prepare an emergency plan. 

- Inform and instruct relevant people; inform and co-operate with others. 



- Provide training. 

5. Review 

- Keep assessment under review and revise when necessary. 

Our fire safety risk assessment focuses on the following for each area of the setting: 

- Electrical plugs, wires and sockets. 

- Electrical items. 

- Gas boilers. 

- Cookers. 

- Matches. 

- Flammable materials – including furniture, furnishings, paper etc. 

- Flammable chemicals. Which are covered by COSHH. 

- Means of escape. 

- Anything else identified. 

 Where we rent premises, we will ensure that we have a copy of the fire safety risk assessment that applies 

to the building and that [we contribute to regular reviews. 

 

Fire safety precautions taken 

 We ensure that fire doors are clearly marked, never obstructed and easily opened from the inside. 

 Flammable are stored as per COSHH regulations. 

 We ensure that the Village Centre Management Committee have ensured that the smoke detectors/alarms 

and fire fighting appliances conform to BS EN standards, are fitted in appropriate high-risk areas of the 

building and are checked as specified by the manufacturer. 

 The Village Centre Management have all electrical equipment checked annually by a qualified electrician. 

Any faulty electrical equipment is taken out of use and either repaired or replaced. 

 Our emergency evacuation procedures are approved by the Fire Safety Officer and are: 

- clearly displayed in the premises; 

- explained to new members of staff, volunteers and parents; and 

- practised regularly, at least once every six weeks. 

 Records are kept of fire drills and of the servicing of fire safety equipment. 

 

Emergency evacuation procedure 

Every setting is different, and the evacuation procedure will be suitable for each setting. It must cover 

procedures for practice drills including: 

 How children are familiar with the sound of the fire alarm. 

 How the children, staff and parents know where the fire exits are. 

 How children are led from the building to the assembly point. 

 How children will be accounted for and who by. 

 How long it takes to get the children out safely. 

 Who calls the emergency services, and when, in the event of a real fire. 

 How parents are contacted. 



 

Fire drills 

We hold fire drills termly and record the following information about each fire drill in the Fire Safety Log Book: 

 The date and time of the drill. 

 Number of adults and children involved. 

 How long it took to evacuate. 

 Whether there were any problems that delayed evacuation. 

 Any further action taken to improve the drill procedure. 
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