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What People / Staff Should Do If They
Discover a Fire

Raise the alarm by operating the nearest fire
alarm call point

All personnel will evacuate via the nearest
staircase to avoid congestion and to ensure
a quicker exit. However, a dynamic risk
assessment should always be made as to
which staircase to use depending on specific
circumstances. Pupils will descend all the
way down to the ground floor and then out via
the fire exit doors to the Muster Point. Always
exit via the nearest emergency route.

Walk in SILENCE and use both left and right
hand sides of the staircase when evacuating.
DO NOT USE THE LIFT

DO NOT ATTEMPT TO PUT OUT THE FIRE
- tackle the fire only if appropriate i.e. small
fire or fire blocking only escape route

Two Fire Wardens on each floor. Wardens
must check toilets and close doors on the
way out.

If you have responsibilities for assisting
persons with Personal Evacuation Plans
(PEEP) respond as required following the
actions as identified in the Plan. Specific
support for pupils with SEND will be detailed
on their PEEP.

Leave the building by the nearest staircase.
Do not stop or return to collect personal
belongings.

Ensure visitors or children that are alone are
escorted from the building to the muster
point.

Close any doors en-route without delaying
your escape.

You must remain at the Muster Point for a roll
call and follow the instructions of the Head
Teacher.

Return to the building only when authorised
to do so.

What People / Staff Should Do If They Hear the
Fire Alarm

If you also have responsibilities for assisting
persons with Personal Evacuation Plans
respond as identified in the Plan.

If not then:- Lead your pupils out of the
building by the nearest staircase.

Do not stop or return to collect personal
belongings.

Do not use any firefighting equipment unless
life safety is threatened.

Premises Manager to check fire panel and
advise Head Teacher

Office Manager to take class registers and
visitors register. Give register to each teacher
to take roll call. Office manager takes roll call
of visitors.

Teachers to take register and advise the
Head Teacher if any staff or pupils are
missing from their class.

You must remain at the Muster Place until
the Head Teacher or School Premises
Manager advises that the building is safe to
re-enter.

Return to the building only when authorised
to do so by the Head Teacher or Premises
Manager.

The evacuation is only complete when every
pupil and member of staff, including the last
Fire Warden to sweep the building, have
exited and are accounted for.

Contacting the Emergency Services

The Senior Premises Officer or Head Teacher will

contact the Emergency Services. Any member of

staff should call emergency services if the above

people are not available.



