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Yellow highlighting identifies information that should be checked or personalised before approval. This draft brings together fire-safety arrangements already contained in the Centre’s Health and Safety Policy 2025. It should be read alongside the Centre’s current Fire Risk Assessment and site-specific emergency evacuation arrangements.


1. Purpose and scope
Ely and Caerau Children’s Centre is committed to protecting children, staff, volunteers, visitors and contractors from the risk of fire and to ensuring that safe evacuation is the absolute priority in the event of an emergency.
This policy brings together the Centre’s arrangements for fire prevention, fire awareness, emergency evacuation, fire drills, routine checks, training and record keeping.
It applies to all staff, children, volunteers, visitors and contractors using the Centre premises.
2. Key principles
· The safe evacuation of people is the absolute priority.
· The alarm must be raised and children evacuated before any attempt is made to tackle a small fire.
· Staff should only attempt to deal with a small fire if it is safe to do so without putting themselves or others at risk.
· Escape routes and final exits must remain clear and operational.
· People who may need assistance to evacuate must be identified and appropriate arrangements put in place.
· Fire safety arrangements, training, drills, tests and checks must be recorded.
3. Responsibilities
3.1 Governing Body
· Monitor the Centre’s health and safety management arrangements and ensure appropriate resources are available.
· Receive information on significant fire-safety issues and ensure action is taken where necessary.
· Support periodic review of fire-safety arrangements and statutory maintenance information.
3.2 Head Teacher / Head of Centre
The Centre’s Health and Safety Policy places overall day-to-day responsibility for health and safety with the Head Teacher.
· Ensure fire-safety procedures are implemented and communicated.
· Ensure staff receive appropriate information, instruction and training.
· Ensure fire drills and relevant records are maintained.
· Ensure appropriate advice is sought from the Health and Safety Officer / Fire Safety Officer where required.
· Ensure arrangements are made for individuals who may need assistance to evacuate.
3.3 Estates Manager
· Undertake routine checks of fire alarms, exits, escape routes, doors and related fire-safety arrangements as set out in this policy.
· Record required checks in the Fire Log Book and report defects without delay.
· Ensure relevant site information is provided to contractors and visitors where appropriate.
· Maintain awareness of key service isolation points.
3.4 All staff
· Follow fire and evacuation procedures at all times.
· Take reasonable care for their own safety and the safety of others.
· Report defects, blocked escape routes or other fire-safety concerns immediately.
· Participate in fire-awareness training and drills.
· Ensure the alarm is raised and children are evacuated before considering any action to tackle a fire.
· Do not interfere with or misuse equipment provided for health and safety purposes.
3.5 Volunteers, visitors and contractors
· Must follow Centre emergency procedures and staff instructions.
· Contractors must receive site-specific emergency evacuation information before work begins where applicable.
· Fire action notices and fire exit signs must be visible and accessible.
4. Fire Risk Assessment
The Centre will maintain a site-specific Fire Risk Assessment. Fire risk assessments are used to identify hazards, control measures and any staff training needs.
The Fire Risk Assessment should be reviewed in line with the Centre’s wider risk-assessment arrangements and whenever there is a significant change, accident/incident, or other reason to believe that existing arrangements may no longer be adequate.
The Fire Safety risk assessment is stored on the staff drive with all other risk assessments and the paper copy can be found in the folder in the main office
5. Fire prevention and day-to-day precautions
· Fire exits, final exit doors and escape routes must be kept unobstructed.
· Staff must report defects in premises or equipment promptly.
· Portable electrical equipment is managed through the Council’s PAT testing arrangements and damaged equipment must be taken out of use.
· Contractors must follow site rules, receive relevant emergency information and comply with arrangements for safe access and egress.
· Key staff must be familiar with the location of relevant service isolation points.
· Portable electrical heaters are used in accordance with safety guidelines, with cables routinely checked for signs of damage, including splits and tears. All units undergo annual PAT testing. Combustible materials are securely stored in a metal container located several meters away from the building, reducing the risk of fire spread

6. Fire alarm, call points and fire action notices
· Fire Action Notices are displayed adjacent to call points around the Centre.
· Fire exit signs and fire action information are displayed at relevant exits/call points.
· The fire alarm is tested weekly and the test is recorded.
· Any defect identified must be reported to the Estates Manager without delay.
·  The fire alarm system is monitored by an Alarm Receiving Centre (ARC). In the event of an alarm activation, the ARC assesses the signal and contacts the Fire and Rescue Service in the event of a fie.

7. Emergency evacuation procedure
On discovering a fire or on hearing the fire alarm:
1. Raise the alarm immediately if it has not already been activated.
2. Evacuate children and adults using the nearest safe route in accordance with the Centre’s emergency evacuation plan.
3. Do not stop to collect personal belongings.
4. Proceed to the designated assembly point.
5. Account for children, staff, volunteers and visitors in accordance with the Centre’s register/headcount arrangements.
6. Report any person who is unaccounted for immediately to the person coordinating the evacuation / emergency services.
7. Do not re-enter the building until authorised to do so.
The fire assembly point is at the flagpole located at the front of the building. The Head of Centre and/or Estates Manager takes overall control during any evacuation. Registers taken by and checked 
· Day care 1 senior 
· Day care 2 manager/senior 
· Nursery class teacher
· Community room/holiday club senior 
· Admin for staff, visitors and contractors 
Exact method used for head count is right number, right name.

8. Evacuation of babies and young children
Under 2s 
· in evacuation cots and out through day care entrance.
· Senior Leaders in the rooms are responsible for particular groups/rooms during evacuation.

Nursery and Daycare 2
· Senior of the day is responsible for bringing the register out to the evacuation point
· Each staff member has a zone and is responsible for ensuring that all children in their zone are on their way our.
· Specific roles are assigned to specific zones
9. Personal Emergency Evacuation Plans (PEEPs)
Measures are put in place to identify children, staff or other regular users who may have difficulty evacuating the building.
A Personal Emergency Evacuation Plan (PEEP) will be implemented for any person who requires assistance to evacuate.
· Advice should be sought from the Health and Safety Officer / Fire Safety Officer where required.
· Relevant inclusion/disability advice should be sought where appropriate.
· PEEPs must be communicated to the staff who need to know and reviewed when circumstances change.
10. Portable firefighting equipment
Staff are provided with awareness of the type and location of portable firefighting equipment. However, the primary response to fire is to raise the alarm and evacuate.
· Staff must not put themselves or others at risk.
· Only a small fire should be considered for intervention, and only where it is safe to do so.
· Where safe and appropriate, a relevant power supply may be isolated before evacuation.
This policy does not require staff to fight fires.
11. Inspection, testing and maintenance
	Check / activity
	Frequency in current H&S policy
	Lead / record
	Notes

	Escape routes / final exits
	Daily
	Estates Manager; formal monthly record in Fire Log Book
	Check for obstruction and that final exits are operational.

	Fire alarm test
	Weekly
	Recorded
	Defects reported to Estates Manager.

	Fire exits, internal doors, emergency lighting, escape routes
	Monthly fire-safety check
	Fire Log Book / local records
	Existing H&S policy arrangement.

	Fire drills
	At least termly
	Fire Log Book and RAMIS
	Include varied/unplanned busy times where practicable.

	Emergency lighting statutory maintenance
	Annual in current maintenance schedule
	Cardiff Council / contractor records
	Confirm current contractor and frequency before approval.

	Fire extinguishers/fire blanket
	Annual 
	Cardiff council / contractor records and ramis
	Contractor fire rite

	Fire alarm servicing 
	Annual
	Cardiff council / contractor records and ramis
	Tremorfa



12. Fire drills
· Fire drills will be undertaken regularly and at least termly.
· A record of each drill will be kept in the Fire Log Book and uploaded to RAMIS in accordance with current Centre arrangements.
· Drills should include different circumstances and, where practicable, unplanned/busy times so that arrangements are tested realistically.
· New employees should experience a fire drill within their first term.
All fire drill and evacuation exercises are documented in the Estates Log Book and uploaded to RAMIS annually for record-keeping and compliance purposes.
13. Staff information, induction and training
· Fire awareness training is undertaken annually.
· Attendance at fire awareness training is recorded in the Fire Log Book and/or individual staff training records.
· Fire-safety information forms part of health and safety induction for new staff.
· Supply staff and other temporary staff receive relevant site induction information.
· Additional or refresher training is arranged where required or following significant change.
14. Visitors and contractors
· All contractors and visitors must follow Centre sign-in and site-access arrangements.
· Relevant emergency procedures and safe access/egress arrangements are communicated before work starts where necessary.
· Contractors are provided with site-specific information and are expected to follow Centre fire and evacuation arrangements.
· Where practicable, contractors are accompanied on site by a member of staff.
15. Records
The Centre will maintain appropriate records of fire-safety activity. These include, as applicable:
· Fire alarm tests.
· Fire drills.
· Monthly fire-safety checks.
· Fire-awareness training.
· PEEPs.
· Fire Risk Assessment and reviews.
· Emergency-lighting and other statutory maintenance records.
· Defects, remedial actions and relevant RAMIS records.
Records referred to in the existing Health and Safety Policy are kept in the Fire Log Book, RAMIS and other designated Centre health and safety files.
16. Fire incident and post-incident action
Following a fire, false alarm, evacuation difficulty or significant fire-safety concern, the Head Teacher / Head of Centre and Estates Manager will ensure that the circumstances are reviewed and that any necessary remedial action is identified.
Any related accident or incident reporting will be completed in accordance with the Centre’s Health and Safety Policy.
Following an actual fire incident, the Silver Officer must be informed without delay and will notify the organisation’s insurers. The Head Teacher is responsible for contacting CIW

17. Monitoring and review
This policy will be reviewed periodically and whenever there is a significant change to the premises, staffing arrangements, services delivered, Fire Risk Assessment, evacuation arrangements or relevant health and safety requirements.
The Centre’s existing Health and Safety Policy recommends periodic review of its arrangements and requires responsible-person and contractor information to be updated as arrangements change.
The policy should also be reviewed after any fire, significant evacuation issue or fire-safety incident.
18. Related documents and records
· Ely and Caerau Children’s Centre Health and Safety Policy
· Current Fire Risk Assessment
· Emergency Evacuation Plan / Fire Action Notices
· Fire Log Book
· PEEPs
· RAMIS records
· Statutory maintenance records
· Staff induction and training records
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