Emergency Evacuation Plan
	The Manager will alert each area – by voice, the fire alarm is not sounded

	The Manager will gather the following:
Registers
Visitors book
Mobile phone
Essential medication
NOTE: NO OTHER PERSONAL ITEMS ARE TO BE RETRIEVED/ COLLECTED.

	The Manager will identify the safest evacuation route to be used, depending on where there are visible signs of danger.

	As the building empties the Manager checks each area and closes doors on the way out. 

	All staff supervise the children whilst at the assembly point

	Staff complete headcounts and Manager checks with the register that everyone is present

	Any children with additional needs must have a Personal emergency Evacuation Plan. Children on 1:1 supervision will be evacuated by their support carer that session. Staff are to be aware of plans in place – these will be on the quick flick chart in the office for easy reference and familiarity.



