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Fire drill procedures                                       
 
All staff regularly receive training on what to do in the event of a fire.  We also have practice evacuations 
each term to help ensure children become familiar with evacuation procedures.  We are lucky enough to 
have a one level building so no one will have to use stairs in the event of a fire.  Our procedures and 
routines are regularly reviewed. 
 
In the event of a fire all staff will remain calm and follow the procedure outlined below: 

 
Duckling Room: 
 

In the event of hearing a long continuous fire alarm, staff will calmly tell the children to line up by the door 
that leads to the outside area.  One member of staff will take the walking rope (which is situated next to the 
Fire Exit door) and once outside the building will get each child to hold on to a hoop on the rope and 
complete a headcount as they walk to the Fire Assembly point outside the portacabin in the staff car park.  
If there are any children staff know will find this difficult then staff are to hold these children’s hands to walk 
with them.  One staff member will be at the front of the rope and one at the back. 
 
The designated Fire Officer will close any fire doors, check the toilets and any possible ‘blind’ spots.  Pick up 
the register by the Fire Exit door and follow the group to the assembly point.  A member of staff from Castle 
Hill School office will then give another register to the lead member of staff to double check numbers. 

 
Chicks’ Room: 
 

In the event of hearing a long continuous fire alarm, the designated Fire Officer will go straight to the 
evacuation trollies to set them up at the bottom of the outdoor steps.  Remaining staff will pick up the 
youngest children in order to place them into the evacuation trollies, once secure members of staff will 
push the trollies to the Fire Assembly point.  All other sleeping children/non walkers must be held securely 
in a Nursery employee’s arms.   
 
The designated Fire Officer will close any fire doors, check sleeping areas and any possible ‘blind’ spots.  
Pick up the register by the Fire Exit door and follow the group to the assembly point.  A member of staff 
from Castle Hill School office will then give another register to the lead member of staff to double check 
numbers. 
 
 
The fire Drill procedure will be clearly displayed in both rooms, the office and the entrance hall, for all 
parents, visitors and helpers to read. Visitors will be informed of exits. 
 
This policy is reviewed annually by the Finance Committee with the Health & Safety Officer.  After every 
evacuation the process is reviewed by the Headteacher and the Senior Leadership Team and reported to the 
Full Board of Trustees. 
 

 
 

 

1 


	Fire Drill Procedures 
	 
	Fire drill procedures                                       
	Duckling Room: 
	Chicks’ Room: 

