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EMERGENCY PLAN
1. All staff and volunteer workers working at the Angel Starfish Educare Centre are required to be familiar with the emergency plan.

2. These procedures cover “what to do” in the event of a fire or other emergency requiring immediate evacuation of the Angel Starfish Educare Centre.

3. It is important that all staff and volunteer workers working at the Angel Starfish Educare Centre know the escape plan from the building in the event of a fire or other emergency.  Staff and volunteers must familiarise themselves with the:

i. Escape routes;

ii. Assembly point;

iii. Location of Fire Suppression Equipment including Fire Extinguishers and Blankets.

4. The attached plan(s) shows the:

i. Escape routes;

ii. Assembly point;

iii. Location of Fire Suppression Equipment including Fire Extinguishers and Blankets.

5. Escape routes are clearly marked with “EXIT” signs incorporating a “RUNNING MAN” symbol.
6. Escape routes must be kept free of any obstructions both inside and outside the building.

7. Security gates on escape routes must be easily opened in the case of an emergency to allow the quick evacuation of the building.  Staff and volunteer workers are required to carry a set of keys to security gates on a lanyard to be worn around their neck at all times when on duty.

8. All emergency escape doors and devices must be maintained in good working order.

9. Staff and volunteer workers at the Angel Starfish Educare Centre must inform the Designated Fire Officer immediately of any obstructions to escape routes or any faults on emergency escape doors or devices.

10. Emergency evacuation instructions shall be prominently displayed throughout the Angel and Starfish Educare Centre.
11. In the event of a fire, or other emergency, requiring evacuation of the building, the designated fire alarm should be sounded.

12. Staff and voluntary workers should escort children, and any visitors, to the assembly point where they should remain until instructed to do otherwise by the Designated Fire Officer.  This should be conducted in a calm manner avoiding panic or fuss.

13. The most senior member of staff on duty is the Designated Fire Officer.

a. Gladys Marange
b. Vuyiswa Mhlahlo
c. Zodwa Bobelo
14. The Designated Fire Officer should ensure that the Fire Brigade has been called (call 107) and should dispatch a person to await the arrival of the emergency services and to guide them to the fire.

15. The Designated Fire Officer should ascertain where possible the location of the fire, what is burning and how serious the fire is, details of any casualties – how many and how serious, and the name of the person raising the alarm.

16. The Designated Fire Officer should ensure that everyone has safely exited the building and if safe to do so should ensure that the mains has been switched off and that all doors and windows are shut.
17. On hearing the fire alarm all staff should put on their high visibility emergency bibs and the most senior member of staff should carry the attendance register to the assembly point.

18. All staff, volunteer workers and children should understand what an emergency is and what the sound of the alarm is. Regular fire drills must be conducted to reinforce this understanding.
19. Following an emergency evacuation or drill a record of the event including events and timings should be completed.

Adopted by the Management Committee
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ON DISCOVERY OF A FIRE OR OTHER EMERGENCY
· Raise the alarm by ringing the fire bell or informing a member of staff.
· Use the nearest emergency exit away from the fire.

· Guide occupants away from the building to the emergency assembly area situated beside the main entrance to the Sijonga-Phambili Centre on Penzance Avenue.

· Call 107 and request the Fire Brigade.

· Only if safe to do so and trained in the use of fire suppression equipment, attempt to extinguish the fire.

· If safe to do so, close doors and windows before exiting the building.

ON HEARING THE FIRE ALARM

· Evacuate the building using the nearest emergency exit away from the fire and following the instructions of centre staff.

· Report to the Assembly Point.

· Do not re-enter the building until you are instructed by the Fire Officer that it is safe to do so.
The Assembly Point is situated beside the main entrance to the Sijonga-Phambili Centre on Penzance Avenue.
