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SECTION 6 
FIRE PRECAUTIONS & WHAT TO DO IF THERE IS A FIRE IN THE BUILDING 
 
 
 
1   Fire precautions 
 
Action to take: 
 
1.1 A fire risk assessment must be completed for each service. 
 
1.2 All staff (including volunteers) must be aware of the fire drill for the establishment in which 

they work and keep a careful watch for fire hazards. 
 
1.3 All staff must know the location of all fire exits in those areas where they are likely to work. 

 
1.4 All fire exits and corridors leading to these must be kept clear and under no circumstances 

must anything be stored or left in front of the doors. 
 

1.5 All combustible litter must be cleared and if possible disposed of outside the building. 
 
1.6 All fire doors must be kept closed but not locked. 

 
1.7 All staff must be aware of the location of all fire-fighting equipment and how to use it.  

Particular attention should be paid to the various types of fire extinguisher and their methods 
of operation. 
 

1.8 All staff should be made fully aware of the action that should be taken if there is a fire in the 
building and a notice of instruction should be displayed prominently at each fire exit giving 
instructions headed "IF THERE IS A FIRE IN THE BUILDING" (see following page). 
 

1.9 Fire drills must be carried out once a term and at the beginning of each holiday playscheme. 
Fire drills must be recorded in the Daily Log Book' (in the health and safety file on the annual 
fire drill log sheet for preschool services) detailing the time taken to evacuate the building, the 
number of children and adults taking part and any concerns or improvements that could be 
made. 
 

1.10 Fire equipment must not be used for any purpose for which it is not intended, ie: fire 
extinguishers are not to be used for propping open doors. 
 

1.11 At the end of the working day all power supplies which are not required must be shut down 
and where possible electrical appliances should be unplugged. 
 

1.12 PACE operates a No Smoking Policy. 
 

1.13 Each team must have a Fire Evacuation Procedure in place and individual members of staff 
must know their responsibilities. 
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2    What to do if a fire is discovered in the building 
 
Action to take: 
 
2.1 Break nearest alarm glass (if there is one in the building) and raise the alarm. 
 
2.2 If it is a small fire and it is safe to do, use the nearest fire extinguisher – if there is any  
 doubt, call the Fire Brigade. 
 
2.3 Clear the building calmly and as quickly as possible of all children, members of the public  
 and staff and go to the assembly point. 
 
2.4 Where possible, individual children’s medication should be taken with you during an  

evacuation. 
 
2.5 Designated officers (Fire Marshall, Service Manager, etc) must: 
 

 call the Fire Brigade 
 collect register of children/staff and visitors’ book (if safe to do so) 
 ensure evacuation is complete – ensuring toilets, etc, are checked 

 
2.6 At the assembly point take a head count immediately to check that everybody is accounted 

for, then take the register. 
 
2.7 To avoid confusion in an emergency, ensure the Service Manager is informed if you leave the 

site for any reason. 
 
2.8 At all times the Service Manager must ensure that there is an accurate record of how many 

people are on site and ensure members of the staff team: 
 

 know where the fire extinguishers and fire blankets are and how to use them 
 know where the fire hoses are 
 know where the fire exit doors are 
 know where the assembly point is and who to report to 

 
 
 
 


