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Fire Policy 

Review schedule Every year 

Last review Feb 2026 

Approved by Board of Trustees Feb 2025 

Next review due Feb 2027 

Owner Karen Martin 

 

At SELFA we make sure the setting is a safe environment for children, parents, staff and 
visitors through our fire safety policy and procedures. 

The Head of Operations (Karen Martin) makes sure the premises are compliant with fire safety 
regulations, including following any major changes or alterations to the premises and seeks 
advice from the local fire safety officer as necessary. 

The session leader has responsibility for the fire drill and evacuation procedures for their group. 
These are carried out and recorded every six months or as and when a large change occurs, 
e.g. a large intake of children or a new member of staff joins the team. These drills will occur at 
different times of the day and on different days to ensure evacuations are possible under 
different circumstances and all children and staff participate in the drills. The drills are logged 
and stored for each individual group on Salesforce. 

Staff should ensure that they know: 

 The location of the fire alarm points 

 The location of the fire exits 

 The location of assembly point, no matter how small, the main responsibility is the safe 
evacuation of children, staff and visitors. 

 

All children are registered on arrival onto our Salesforce system. All staff; volunteers and 
visitors are signed in on the staff signing book on arrival. 

Fire drill (Brooklands School) 
Staff and Children/young people attending groups at Brooklands should leave through the 
playground doors or exits. When they are safely out of the building, they should be directed to 
the correct assembly point in the front car park or the rear playground 

In the event of a fire, no matter how small, the main responsibility is the safe evacuation of 
children, staff and visitors. 

Escape routes are checked by/every: All SELFA staff Daily 

Fire extinguishers are maintained and checked by: MacDonald Martin Ltd & Visually Inspected  

Annually Termly Alarms are tested by: Patrick Hayton Monks Weekly Bi-Annually  

Emergency evacuation will be tested: Termly 
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Fire drill (Ings School) 
Staff and Children/young people attending groups at Ings should leave through the main front 
exits or through the classroom and back door exits leading to the playground. When they are 
safely out of the building, they should be directed to the correct assembly point in the front car 
park or the rear playground 

In the event of a fire, no matter how small, the main responsibility is the safe evacuation of 
children, staff and visitors. 

Escape routes are checked by/every: All SELFA staff Daily 

Fire extinguishers are maintained and checked by: MacDonald Martin Ltd & Visually Inspected  

Annually Termly Alarms are tested by: Patrick Hayton Monks Weekly Bi-Annually  

Emergency evacuation will be tested: Termly 

General procedures in the event of a fire 
 If you discover a fire you must operate a fire alarm point – a continuous alarm siren will 

sound. 

 Manager on site or session leaders to dial 999 

 On hearing the alarm, all persons must leave the building by the nearest available exit 
and go to designated assembly point (car park or playground) 

 Staff to check toilets and cloak rooms 

 Group leaders to take out own registers (electronically) also take visitors and staff 
signing in book.  

 No attempt should be made to collect any belongings. 

 You should not attempt to put the fire out unless it is clearly safe to do so 

 If staff do leave the setting early then they must sign out on the visitors sign out book 

 Check off registers and signing in sheet and if any children, staff or visitors are not 
accounted for you must notify the manager on site 

 YOU MUST NOT RETURN TO THE BUILDING 

Version Record 

Date Who Comments 

July 2021 Karen Roberts Policy reviewed 

August 2022 Karen Roberts Policy reviewed assembly location points added. 
Policy to be sent out to all staff/volunteers 

October 2022 Karen Roberts Drills and when/where how recorded/how frequent 

Nov 2022 Rosie Hall Approved by Trustees.  Review due Oct 23 

October 2023 Karen Martin Policy reviewed. Drills changed to every 6 months or 
when there’s a change in staff etc.  Approved by 
Trustees 19/10/2023 
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February 2025 Karen Martin Updated to Brooklands Fire policy 

January 2026 Karen Martin Updated for Ings as additional regular venue for 
service. Ratified by Trustees 23/02/2026 

 

 


