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Fire Evacuation Procedure 

Cavendish Lodge  

 

 Systems in place at Cavendish Lodge Nursery School in the event of a fire: 

 

• Fire alarms are fitted into every room. 

• There are square fire boxes on every level with break glass which can be activated should a 

real fire occur. 

• There is a main fire control panel situated just outside the Manager’s office in the hallway, 

which will activate and flash for which zone and room a fire may be present in. 

• There are fire extinguishers placed on every level of the nursery. 

• The kitchen has a fire extinguisher and fire blankets. 

• The laundry / boiler room has a fire extinguisher. 

 

The meeting point for Cavendish Lodge Nursery School in the event of a fire being located is 100 

yards down the road on the right of the nursery (towards Estreham Road).  

 

Should the nursery be unsafe to return back into with the children then emergency short term 

accommodation will be made available at Dove House until all the children’s parents/carers have been 

contacted.  

 

In the event that there should be a fire / fire drill practice at Cavendish Lodge Nursery School 

then the following procedure applies: 

 

The main fire control panel will flash and be activated just outside the Manager’s Office. This will be 

activated as soon as there is any sign of smoke. The manager / deputy / administrator present in the 

office will immediately go and investigate and will close the fire door and activate the fire alarm panel. 

(In the event of a fire drill practice the manager / deputy can activate the control panel and fire alarm 

system)  

 

The person on reception will collect:  

 

• The child sign-in sheets. 

• (Buttercups room leader to collect from by their entrance door and the Manager to collect 

from top entrance door). 

• Fire Evacuation Bag (located in the main office containing: first aid kit; note pad and pen; and 

fluorescent jackets; children’s details and parent contact details). 

• Room Leaders and room staff collect all the children and take them to the appropriate 

meeting point (See individual room procedures). 
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Manager/ Fire warden complete checks on all rooms and toilets in their designated areas to ensure no 

children remain. Firmly shut doors once each room has been checked. 

 

Staff and children congregate at meeting points. Manager / Deputy then complete child and staff 

registers, ensuring that every person in the nursery has been accounted for. 

 

In case of a real fire, all members of staff stay with the children at the meeting point until further 

guidance from the manager. It is the manager-on-duty’s responsibility to inform the fire brigade and 

ensure that they have the correct nursery details to pass on. 

 

No member of staff must enter back into the building until the Manager has cleared with the fire 

brigade that it is safe to do so.  

 

In case of a fire practice once all the children and staff have been accounted for, they can then be 

escorted back into their rooms, with each room leader ensuring every child has re-entered the 

building.  

 

It is then the manager’s responsibility to check the children in each base room against the daily 

registers, ensuring that every child and member of staff is accounted for. 

 

Buttercups (Babies) Fire procedure 

 

There are 3 main exits from Buttercups basement level. These are: 

 

• The main parents entrance door 

• The two main doors in the children’s conservatory 

• The main door from the children’s kitchen 

 

In the event of a fire; Buttercups should take the following steps: 

 

1. A member of the Buttercups team must alert the staff in the Clock House (if in use) and 

garden that the alarm has sounded. 

2. Additional staff from the kitchen and management will assist in evacuating the Buttercups 

rooms. 

3. There are four evacuation cots on wheels located in Buttercups baby sleep room. These cots 

can carry up to 6 babies each. Staff members should place the babies into these cots.  Staff 

members in Buttercups not wheeling the cots should then carry or walk with the toddlers. 

4.  Buttercups room leader should collect Buttercups signing in sheets. 

5. Staff should wheel the cots and take the toddlers to the Buttercups entrance door and head 

out onto the pavement to congregate at the allocated meeting place. Should this area not be 

accessible due to a fire then the staff must take the cots and toddlers straight out through the 

Buttercups conservatory doors into the garden. If it is safe to do so then staff should wheel 

the cots up the garden path to the allocated meeting point. If it is unsafe then staff should 

head to the Clock House decking and wait there.  

6. All staff and children of Buttercups should wait until the Manager has cleared that it is safe to 

return.  

 

 

Bug’s Club (Toddlers) Fire Procedure 

 

There are 3 main exits from Bugs’ Club. These are: 

 

• The balcony doors from the children’s base room 

• The exit door by the hallway toilet 
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• The main nursery entrance door 

 

In the event of a fire, Bugs’ Club should take the following steps: 

 

1. Staff and children in Bugs’ Club base room should line all children up in front of their entrance 

door ensuring that all children are accounted for. (e.g. no children are in the toilet; balcony or 

mezzanine.)  

2. Staff should then calmly walk children out through the door and exit the building via the main 

entrance door next to the manager’s office.  

3. If this exit route is not safe due to fire then staff in Bugs’ Club base room should open the 

balcony doors and exit via the steps down to the garden path. Alternatively the exit door by 

the hallway toilet can also be used to exit out via the balcony, down the stairs and out 

through the side alley. 

4. All staff should take the children to congregate at the allocated meeting place.  

5. All staff and children of Bugs’ Club should wait until the Manager has cleared that it is safe to 

return.  

 

 

Leaping Lemur’s (PreSchool) Fire procedure 

 

There are 3 main exits from Leaping Lemurs. These are: 

 

• The balcony doors from the children’s base room 

• The exit door by the hallway toilet 

• The main nursery entrance door 

 

In the event of a fire, Leaping Lemurs should take the following steps: 

 

1. Staff and children in leaping Lemurs base room should line all children up in front of their 

entrance door ensuring that all children are accounted for. 

2. Staff should then calmly walk children out through the door and exit the building via the main 

entrance door next to the manager’s office.  

3. If this exit route is not safe due to fire then staff in Leaping Lemurs base room should open 

the balcony doors and exit via the steps down to the garden path. Alternatively the exit door 

by the hallway toilet can also be used to exit out via the balcony.  

4. All staff should take the children to congregate at the allocated meeting place.  

5. All staff and children of Leaping Lemurs should wait until the Manager has cleared that it is 

safe to return.  

 

 

Cheeky Monkey’s (Preschool) Fire procedure  

 

The main exit from Cheeky Monkey’s base room is down the main staircase from their rooms.  

 

In the event of a fire, Cheeky Monkeys should take the following steps: 

 

1. In the event of a fire staff should congregate the children at the top of the stairs ensuring that 

their main base room is empty and that all children are present. 

2. Staff should then carefully guide the children down the stairs and exit out through the main 

entrance door located next to the manager’s office.  

3. Should the entrance door be blocked or obscured then staff should turn left at the bottom of 

the stairs and exit through the door located next to the hallway toilets and onto the balcony. 

They will then exit down the balcony steps to the garden path and then out down the side of 

the building to the pavement. 
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4. All staff should take the children to congregate at the allocated meeting place.  

5. All staff and children of Cheeky Monkeys should wait until the Manager has cleared that it is 

safe to return.  

6. In the event of a fire in the stairwell leading down from Cheeky Monkeys, staff and children 

should remain in the Cheeky Monkeys baseroom and close their baseroom door. They should 

congregate at the windows farthest away from the fire, open the windows and alert those 

outside. They must wait for further instruction and rescue. 

 

 

The Clock House (Preschool) Fire procedure 

 

The main exit from The Clock House base room is through the garden and out via the pathway to the 

side of the building.  

 

In the event of a fire, Clock House should take the following steps: 

 

1. Line the children up in front of their entrance door and ensure their room is empty and all 

children are present. 

2. Staff should calmly walk the children across the garden and exit via the pathway to the side 

of the building and out onto the pavement to the meeting point. 

3. All staff and children of the Clock House should wait until the Manager has cleared that it is 

safe to return.  

 

 

 

Outdoor Play Fire Procedure 

 

In the event that the children are playing outside when the alarm sounds, a member of the Buttercups 

team must alert the staff in the garden that the alarm has sounded. 

 

1. In this event all staff should immediately line all of the children up and make sure that all of 

the children and staff are accounted for. 

2. Staff should take their children down the side of the building and exit onto the pavement and 

to the meeting area. 

3. Buttercups should exit following the same route and NOT return to the building to get 

evacuation cots. Additional staff from the kitchen and management will assist. If any 

Buttercups staff members are in the room at the time (eg setting up the room), they can bring 

cots out to the garden to assist with the evacuation. 

 

 

Kitchen Fire Procedure 

 

In the event of a kitchen fire the chefs should take immediate actions that are safe such as applying a 

fire blanket and turning off the electricity. 

 

Management must be informed should this event occur as there will be smoke and fumes present 

which may be harmful for the children. Kitchen staff must then assist with the evacuation of the 

Buttercups room. 

 

Should the fire be too dangerous then the chef must break the fire glass and activate the alarm. The 

chefs should firmly shut the fire door and join the Buttercups staff to assist with the evacuation of the 

Buttercups room.  
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Once all staff and children are outside then staff should line all the children up in their base room 

groups against the wall with the staff standing in front facing them. The manager / deputy will then 

head count all the staff and children ensuring that all are accounted for.   
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