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Teacher: Elodie Rummage and Dominika Baran 
Teaching assistant: Emma McGuinness and Sue 

Ratcliffe 
 
 

PROCEDURE ON HEARING THE ALARM 
 

Teacher and Teaching assistant assemble children 
by double doors of kindergarten. 

 
Teacher collects both the register and the daily sign 
in and out sheet and mobile phone from kitchen and 

checks kitchen. 
 

Kitchen door is then closed. 
 

Teaching assistant checks washrooms, then closes 
bathroom door. 

 
Teacher and an assistant both exit with children 

through double doors into the Kindergarten garden 
and out of garden through top gate to the Assembly 
point; the grass area between car park and ponds.  

 
Check children against register. 

 
In a serious emergency Shout FIRE FIRE and dial 999 

once all staff and children safely removed from 
building. 

 

 



 
Stay at Assembly Point until the relevant Fire Officer 
(Manager or Professional Fire Person) states whether 

the building can be re-entered or not. 
 

If incident is ongoing, contact parents to fetch 
children immediately. 
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