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Using the Lift Safely

· No child should use the lift unless accompanied by an adult

· Best practice would be for adults taking a child in the lift to take another child or adult with them if possible
· No one should use the lift when alone in the building (if absolutely necessary take a mobile phone with you.)

· The lift must not be used in the event of a fire

· If the lift stops follow the emergency procedures

· A reluctant child/adult must not be forced into the lift

· Explain to a child that you are taking them into the lift and what will happen especially if it is their first trip or if they are not able to enter the lift themselves because of disability

Emergency Procedures

· If the lift stops don’t panic!  There are various reasons for this and as the lift shaft is so short rescue is easy – the doors can be open and reached without the lift having to move again
· Firstly reassure any passengers of the above
· Then check the following: The lift only moves if your hand is on the floor button make sure the numbered button if pressed down firmly.
The lift stops working if contact is made with the metal strips on the floor or above the control panel.  Move all people and equipment away from the sides of the lift and try the floor button again.

· If these do not work stay calm and push the red alarm button.  Keep it pressed down and await rescue!

· The lift can be moved manually with a handle but this takes a while.  The doors can be opened with a key immediately and it may be possible to climb out easily.  If not a progress report can be given!

Rescue Procedures
· On hearing the alarm don’t panic

· Send for Miss Chalk, Miss Speakman or Miss Graham or another member of staff who has had rescue training

· Contact the people in the lift by knocking on the nearest glass window and telling them help is on the way!

· Using the large brass key open the lift door closest to the people in the lift and reassure them and if possible helping them out of the lift.  The keys are all located in the red cash tin in the office cupboard.

· If someone in the lift is not able to get out staff remain in the lift with them and the lift is moved manually

· Turn off the power.  Open the control box. (outside Y3). Insert the metal handle and wind the lift up or down to the nearest floor.  This may take a while and other staff should assist.  

· Whilst this is happening continue to update and reassure the people in the lift.  It is possible to pass things down if necessary eg a book to distract a child, a cup of water.

· If this fails contact the fire brigade and after the event the lift manufacturers 



Lift Safety Procedure
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