IN THE EVENT OF A FIRE – 2018/19
· Sound the alarm – break the glass on the red alarm boxes

The alarm boxes are located as follows:

· Foyer - outside the school office by front door
· Foyer – by door to playground
· Cherry Hall – one by each fire exit door leading outside
· Main kitchen – by fire exit door
· Hercules – one each by fire exit doors to Early Years Play Area
· Pegasus – by fire exit door to playground
· Phoenix – by fire exit rear entrance door
· Chameleon – by fire exit door to Early Years Play Area
· Children’s Kitchen - by door

· Old School Area - outside the Staff Room by side entrance door
· Old School Area Upstairs - on the landing by Resources Room
· Call the Fire Brigade (during evacuation)


Mrs Howe to dial 999 (Mrs Moor in Mrs Howe’s absence)

Mrs Howe to take cordless telephone, class registers, pupil and staff signing in/out file, visitor’s book, red Emergency Bag and Pupil Contact Details book (9 items) to assembly point. (Mrs Moor in Mrs Howe’s absence)
· Evacuate the building 
All pupils, members of staff and visitors to walk to the nearest suitable exit and make their way to the assembly point on The Common:-
Hercules (room 001)
Use the external door at the back of the class, through EYFS play area >blue gate > side garden area > around front of school
Pegasus (room 002)
Use the external door, cross the playground and through the far gate by the gazebo

Phoenix (room 004)

Use external door

Chameleon (room 003)
Use main entrance or external door, through EYFS play area> blue gate > side garden area > around front of school

Cherry Hall (Main Hall)
Use fire exit double doors, cross the 





playground and through the far gate by gazebo
Admin & Head Offices
Use main front door


Foyer



Use main front door

Kitchen


Use kitchen fire exit door  

Staff Room


Use old school house external door


Children’s Kitchen

Use old school house external door


Upstairs Rooms

Exit down stairs and through old school house external door
· Assembly point is on the grass common at front of school near gravel parking strip












Updated Jan 2019
FIRE DRILL PROCEDURES 2018/19
Note: You must know the current padlock combination for the gates

During ALL fire alarm activations:-
· All pupils, members of staff and visitors should leave the classrooms/offices using their nearest external exit.
· All children to walk quietly, in single file, and line up in their classes on the grass common area at the front of the school near the gravel parking strip.

· Meanwhile, Headteacher to check downstairs toilets x 3 and Cherry Hall (Admin Officer in his absence).
· Admin Officer to take cordless telephone, class registers, pupil and staff signing in/out file, visitor’s book, pupil contact details file, and red emergency bag to the assembly point (9 items) (Finance Officer in her absence).
· Children and staff upstairs are to exit down the stairs and out of the old school house external door. Note: no children are permitted upstairs without adult supervision.
· Finance Officer to check upstairs rooms, Staff Room and Children’s Kitchen.

· At assembly point, teachers call registers/pupil head count for their classes. They refer to pupil sign out book if necessary for any children at external appointments, etc.
· Admin Officer to do an adult head count by checking staff and visitors signing in/out book.  
NOTE: If the fire alarm bell rings during break time or lunch time:-
· All children outside on the playground to exit via the playground far gate by the gazebo, following the duty teacher and in front of the duty TA / MDSA.
· All children having lunch in Cherry Hall to push in chairs and exit via the fire escape doors, down the steps onto the playground and via the far playground gate by the gazebo.  They will be directed and supervised by the duty MDSAs.
· All children having lunch in Hercules classroom to evacuate under the direction and supervision of the duty MDSA.

· All children inside the school, e.g. toilets, classrooms, foyer, etc, to exit via the nearest fire exit. Any children upstairs will always be supervised by an adult and will evacuate under the adult’s direction.
· Headteacher to check toilets, classrooms, Cherry Hall, and ensure children and staff in the playground have heard the fire alarm (ring hand bell and verbally inform staff in the playground if necessary). Admin Officer or Asst Headteacher to do this in Headteacher’s absence, depending who is on site at the time.
Updated Jan 2019


