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If the building needs to be evacuated for reasons other than fire, the following procedure must be followed:
· On being alerted to an emergency the fire alarm will be activated.

· Staff will take all children and adults in the room and leave calmly by the nearest exit ensuring they take the Room register with them.

· All staff, children, parents and any-one else in the Centre at the time will assemble at the designated Fire Assembly Point.

· A senior member of staff will contact the emergency services.

· Admin/reception staff to take the staff and visitor signing in books and the children’s details box to the assembly point.

· A senior member of staff to take roll call. 

· A senior member of staff to liaise with the emergency services.

· All staff, children. Parents/carers, visitors will remain at the assembly point until a senior member of staff gives them instructions.

Safeguards:

· Staff sign children and parent/carers in and out on room registers

· Staff sign themselves in and out of the building.

· Visitors and contractors sign themselves in and out of the building.

· All staff, students and other professionals using the centre to be aware of evacuation procedures.
· Fire notices with listed assembly point to be on display throughout the Children’s Centre
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