Emergency Fire Procedure Guidelines

These are general guidelines to assist you in creating your own, specific emergency plan.  It is important to first communicate with the building manager regarding specific evacuation procedures that affect your venue.
1. Formulate an emergency plan for evacuation of the area / building and make sure it is displayed at several locations.

2. Identify 2 escape routes if possible (eg. one at either end of the main room in which the playgroup meets).

3. Delegate playgroup leaders to be fire wardens. Fire wardens need to have access to a hard hat and a torch. Everyone is to follow the instructions of the fire warden.

4. Discuss this procedure with all adults attending playgroup, and let all know that emergency evacuations will be practiced from time to time.

5. Have at least 2 practices per year. One each term would be even better.

6. No one but the responsible person (fire warden) is to know when the practice will happen. (You will not have a warning in the event of a real emergency).

7. Practices should vary in the time of the playgroup session. Some need to be at difficult times (eg. morning teatime).

8. You need everyone’s support.

9. Ensure it is a “fun” experience for everyone.

In the event of a fire:
1. Attempt to extinguish the fire using fire extinguishers or fire blanket ONLY if the fire is small and it is NOT between you and the exit.

2. Ensure all leaders know how, when and what type of extinguishers to use on the various fires.

3. Fire warden to stay until all parents and children have left the building if safe to do so. This person needs to check all playgroup areas to ensure everyone is outside.

4. Nominate a leader to ring emergency services (eg. 000).

5. Nominate leader to collect sign in/sign out sheets / book.  It is very important.
6. Nominate someone to check all playgroup areas are free of people (only if safe to do so)

7. Go directly to the nominated Assembly Area as instructed by the fire warden. 

8. A leader to check off adults/children from sign in/sign out book at Assembly Area.

9. No one is to re-enter the building 
10. Where possible notify building management of emergency.

Notes:
1. Stay calm.

2. Parents are responsible for their own children.

3. For adults with more than one child, prior discussion on getting them out safely may require child-free leaders to know which children they will be responsible for.

4. Leave in an orderly manner.

5. Do not collect any personal possessions, unless safe to do so.

6. Not only should all leaders know the number of children/adults at each session, but also where they are.

7. Ensure all leaders, parents and children know what to do when an emergency commences.

8. Make sure all exits are clearly identified with an illuminated sign.

9. Ensure there is a fire blanket in the kitchen.

10. Ensure building has smoke detectors and that they have batteries changed regularly. When day light savings changes is a good time.

11. Have all emergency numbers displayed near the telephone, or if no phone in the playgroup room, displayed in the playgroup room in a prominent area. Emergency numbers should be next to all phones in the building.
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