
 

 

13 Fire Evacuation Procedure 
Including bomb threat and a terrorist/perpetrator alert on site  

 

 

Please See Temporary risk assessment due to the usual alarm system at the Main School 

building not working 

Nominated Fire Officer: Cathy White (Manager). Deputy warden Natasha King (deputy manager) 

In the event of a fire/fire drill or bomb threat  

➢ Any member of staff noticing a fire must activate the main fire alarm. By using the nearest 

break glass alarm point  

➢ The manager/office manager (or person acting in their absence) will collect 

(1) School emergency walkie Talkie  

(2) Emergency phone (07745244146) , 

(3) staff register  

(4) Evacuation bag  (Containing keys to the building, first aid, hi vis jackets, contact list) 

(5) visitors signing in book  

➢ Manager/office manager will check staff toilets and office area. 

➢ Staff will escort the children QUICKLY and CALMLY out of the building using the nearest 

and safest exit.  Preschool through doors in their room, babies will use the safest exit. Babies 

will be escorted out of the building using evacuation cots. 

➢ Room seniors will check their rooms, toilet area , laundry room and cloak rooms without 

putting anyone at risk and collect their iPads/register & emergency bag. They will then exit the 

building closing doors behind them. A head count will be conducted as the children exit the 

eternal doors. 

➢ If Babies and Staff have evacuated via the main entrance door the room leader/office 

manager should get the attention of other outside evacuated staff to open the gate into the 

playground primary safe place. 

➢ Staff will then gather themselves and children in the nursery playground at the primary safe 

place sign and will take registers to ensure all their children are accounted for.  Everyone will 

wait outside until they are told that the building is safe to access again. if a bomb threat -once 

all children and staff are accounted for everyone should move together towards the Rugby field 

away from any blast zone. 

➢ The manager, office manager or deputy will take the staff register and visitor book to ensure 

that everyone is accounted for.  

➢ If the fire risk is close and the Primary safe place is deemed too close everyone must make 

their way to the secondary safe place and the registers taken again. The secondary safe place is 

on the pavement near the astro turf or grass inside the school site and the registers taken again.  

➢ 1610 can be used for shelter in extreme weather conditions. 

➢ Regular fire drills are carried out in line with the Thomas Hardye School drills directed by 

the health and safety officer at the Thomas Hardye School. Extra drills will also be conducted 

by the setting manager. 

➢ Regular fire risk assessments will be undertaken to assess any action that needs to be put in 

place for the summertime nursery. 

➢ All visitors to the nursery will be shown the fire exits and be made aware of the procedure 

which will be displayed in the entrance and a copy placed in the visitor book. They will also need 

to sign into the visitors book . 

➢ Records of Fire drills will be kept on file in the office.  
➢ DO NOT STOP TO COLLECT PERSONAL BELONGINGS 

➢ DO NOT RE ENTER THE BUILDING UNTIL YOU HAVE BEEN TOLD IT IS SAFE TO DO SO BY 

EITHER THE FIRE BRIGADE OR THE MANAGER using the School Emergency Walkie Talkie 

➢ IT IS THE RESPONSIBILITY OF ALL STAFF, STUDENTS AND VOLUNTEERS TO KNOW THEIR 

ROLES AND RESPONSIBILTIES AND REPORT ANY CONCERNS TO THE FIRE OFFICER 



 

 

(MANAGER) IMMEDIATELY    Out of Hours Fire Warden/ on call caretaker 07802196905 
 

Cathy White Manager September 2026 

 

 

In the event of a terrorist/perpetrator alert on site  

 
➢ Preschool room -Stay calm, Stay Inside the building, shut doors, sit in toilet room area or lie 

on floor out of sight from windows, wait for help. 

➢ Office - Stay calm, Stay Inside the building, shut doors, call 999 on land line, sit under desk, 

wait for help.  

➢ Baby Room - stay calm, Stay Inside the building, shut doors, sit quietly in cot room area, and 

wait for help. 

Cathy White 

Manager  

Sept 2026 

 

Fire Evacuation Procedures for children playing Outside 

 

 

In the event of  Fire/fire drill or bomb alert 

➢ Staff outside will not re-enter the building with the children.  

➢ Staff will then gather themselves and children in the nursery playground at the primary safe 

place sign and wait. 

➢ Staff still inside the building will escort the children outside through the preschool door or 

main exit to join the other children.  

➢ An inside member/s of staff must collect the preschool and baby iPad/register & evacuation 

bags and an evacuation cot, check the classrooms, toilets and kitchen areas are empty and get 

out the building closing doors behind them.. 

➢ If the fire risk is close and the Primary safe place is deemed unsafe everyone must make 

their way to the secondary safe place. The secondary safe place is on the pavement near the 

astro turf or grass inside the school site and the registers taken again 

➢ The manger or senior member of staff in the office  will check the toilet, collect the 

evacuation bag, including contact details, staff register and visitors book. 

➢ Seniors will take their registers and the manager or deputy will take the staff register and 

visitor book to ensure that everyone is accounted for. 

➢ Staff will wait until told that the building is safe before returning to the nursery building  

 

In the event of a terrorist/perpetrator alert on site calmly and quickly get all children inside 

the building and lock the doors. 

 

Extinguishers checked and serviced yearly by ‘Churches Fire’. Extinguishers located in main entrance, 

baby room, kitchen and preschool. 

Fire blanket in kitchen. Alarms located in the entrance hall and preschool room and serviced in line 

with the Thomas Hardye School Alarm system. 

 

Cathy White 

Manager  

September 2026 

 



 

 

 
Risk assessment template for Fire  
ADDITIONAL MEASURES TO COVER TEMPORARY LOSS OF FIRE SYSTEM IN THE BUILDING MAINTAINED BY THS AND MAT. 
The automatic smoke detection, and alarm provided by THS IS NOT WORKING 

Company name: Summertime Nursery   Assessment carried out by: Cathy White.. 

Date of next review:  6th July 2026  Date assessment was carried out: June 29th 2026 risk H M L 

What are the 
hazards? 

Who might 
be harmed 
and how? 

What are you already 
doing to control the 
risks? 

What further action do you 
need to take to control the 
risks? 

Who needs to carry 
out the action? 

When is the 
action 
needed by? 

D
o
n
e 

Staff not 
knowing 
what to do     

Staff, 
children, 
parents, 
contractors, 
visitors 
 

All staff to be given a 
copy of this additional 
risk assessment to read 

Fire drill to be carried out this 
week  

Cathy with all staff    

Fire in the 
building.  
NO 
DETECTION 
SYSTEM 
WORKING 
M 

Staff, 
children, 
parents, 
contractors, 
visitors 
 

There is a fire emergency 
plan. staff know what to 
do and the appropriate 
actions to take in the 
event of a fire, to ensure 
that children and adults 
are safely evacuated from 
the premises. 
Regular fire drills checks 
reaction times of staff and 
children and to see what 
may need improving. 
Fire evacuation is part of 
the induction process. 

PURCHASED ELRO 
FS1805M, 7-Piece Smoke 
Alarm Set, Magnetic 
Mounting Kit, 5-Year, 
Complies with European 
Standard EN14604, White, Set 
of 6 
L 

These will be place 
in… 

1. Baby room 
2. Laundry 

room 
3. Kitchen 
4. Preschool 

room. 
5. Hallway 

(electrical 
cupboard) 

6. Office 
7. Conservatory  

Cathy to put 
these up as 
soon as they 
arrive 
expected 30th 
June 26 

 

No alarm 
system BELL 
or Flashing 
Light  
M 

Staff, 
children, 
parents, 
contractors, 
visitors 
 

Temporary fire alarms 
being place in rooms on 
1st July 

4 new whistles ordered one 
for each room (arriving 30 
June) Managers/ room leaders 
when hearing a detector or 
seeing a fire to grab whistle 
and blow for 3 seconds, Call 
out ‘Evacuate’ Blow Whistle 
and repeat ensuring each room 
is aware L 

Whistles to be attached 
to updated evacuation 
bag in each room. 
Staff training and drill 
planned ASAP 

Cathy as 
soon as new 
equipment 
arrives  

 

Fire in the 
THS but not 
in the nursery 
M 

Staff, 
children, 
parents, 
contractors, 
visitors at 
nursery  
 

New Walkie talkie 
provided from THS with 
correct channel. The 
school will contact us via 
this system  

All in place L    

Fire in 
Nursery but 
not at the 
THS so 
school would 
be unaware L 

Staff, 
children, 
parents, 
contractors, 
visitors at the 
school 
 

New Walkie talkie provided 
from THS with correct 
channel. We will inform the 
THS through this system 

Make sure ALL staff are aware 
of walkie talkie Location and 
how to use it 
 
L 

Cathy Training for staff 
on location and use of 
device 

ASAP  

Fire at night 
but no 
emergency 
lighting L  

Staff, 
children, 
parents, 
contractors, 
visitors at 
nursery  
 

New torches to be place in 
evacuation bags. 
It is the summer so not dark 
between 7:30- 18:00 

Make sure ALL staff are aware 
Torches in bag Blukar LED 
Torch Rechargeable, 2000L 
Super Bright Adjustable Focus 
Flashlight, 4 Lighting Modes, 
Long Battery Life, Waterproof 
Pocket Size Torch L 

Tash Check the 
torches are charged 

  

Alarm is Not 
linked to the 
Fire service  
H 

Staff, 
children, 
parents, 
contractors, 
visitors at 
nursery  
 

Staff aware. 
Manager/deputy Manager 

to phone 999 
Details displayed in the 

rooms  

Make sure ALL staff are aware 
L 

   

Fire starting 
in the nursery 

Staff, 
children, 
parents, 
contractors, 
visitors at 
nursery  

All staff to be extra vigilant 
and safety aware  

Carry out fire drill  
Staff awareness and training 

   

All of the usual evacuation routes stay the same.  Procedure for getting children out stays the same. Contact numbers and well stacked evacuation bags in rooms 
Manager /deputy manager Office staff to collect register /phone/ walkie talkie as usual room . Room leaders room sweep, I pad for registers .  
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