Emergency Evacuation Procedure
(Fire Practice)

The bell is rung continually to alert staff and pupils that they must evacuate the building immediately in an orderly manner according to the evacuation plan.

Staff must close windows and doors as they leave

Designated  staff  are issued with high  visibility waistcoats 
· Teachers are responsible for taking the class they are teaching to the assembly point where they are handed over to their form teacher. 

· The pupils are checked against the register,
· Non form teachers, admin, catering and maintenance staff make their way to their designated area at assembly point and are checked.
· Visitors are guided to a specific area at the assembly point where they are checked off against entries in the visitor book.
Roles during the evacuation 

· Registrar –set off fire practice bell, take mobile phone to assembly point
· Secretary -  call the emergency services, take registers, visitors and  late book for distribution at assembly point

· Bursar – check Kindergarten, Reception and sports hall

· Site Manager  - final sweep of ground floor
· General Maintenance –guide pupils and visitors to assembly point 

· Head of Primary  - check toilets in main hall

· Lower Secondary Co-ordinator  - check toilets on upper floor

· Deputy Head – final sweep of upper floor

Adults are responsible for making their own way to the nearest exit.
