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1. Purpose

The safety of children, staff, and visitors is our highest priority. This policy sets out the procedures to be followed in the event of a fire, bomb threat, or other emergency requiring evacuation.
2. Principles
· Children will always be the first priority during an evacuation.
· All staff are responsible for knowing and following evacuation procedures.
· Evacuation drills will be practised regularly to ensure familiarity and confidence.
3. Responsibilities
· Camp Manager: Overall responsibility for emergency procedures, liaising with emergency services, and ensuring policy compliance.
· Staff Members: Responsible for leading children calmly to safety, taking registers, and checking allocated areas.
· Fire Marshals/Leads (if appointed): Sweep designated areas to ensure everyone has evacuated.
4. Procedures
Raising the Alarm
· If a fire or emergency is discovered, the alarm must be raised immediately by activating the nearest alarm point or shouting “Fire!”
Evacuation
1. Staff immediately instruct children to stop activities and line up calmly.
2. Staff escort children via the nearest safe exit to the designated assembly point (Bushy Park activity field area / pre-arranged safe location).
3. Registers, emergency contact lists, and first aid kits must be taken if safe to do so.
4. No one may re-enter the building/site until cleared by emergency services.
Headcount and Registers
· Once at the assembly point, staff take registers to account for all children.
· Any missing persons must be reported immediately to the Camp Manager and emergency services.
Visitors
· A daily log of visitors will be checked to ensure all are accounted for.
5. Drills
· Evacuation drills will be carried out.
· Drills will be recorded, noting date, time, duration, and any issues to improve future procedures.
6. Special Considerations
· Children with additional needs or mobility issues will be supported by an allocated staff member.
· Emergency medication (inhalers, EpiPens) must be taken out during evacuation.
7. Communication with Parents
· In the event of a genuine evacuation requiring closure, parents/carers will be contacted as soon as it is safe to do so.
8. Review
This policy will be reviewed annually or after any evacuation to ensure procedures remain effective.
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