
BEAUMONT PRIMARY SCHOOL

FIRE AND EMERGENCY EVACUATION PROCEDURES
Reviewed: May 2020 (due to COVID 19)

The safe evacuation of the buildings is of primary importance. 
Exits and means of escape routes must be kept clear. 
Fire doors MUST be kept shut. 

COVID 19 Addendum
During the current Phased return to school please note the following amendments to the current procedures:

· On hearing the alarm teachers will supervise the immediate evacuation of their classroom by the assigned escape route and proceed to the assembly point (see map). It will be the responsibility of the Head Teacher, or appropriate member of staff in the Head’s absence, to call the Fire Service. Teachers must take out the laminated class/fire register.
· Immediately on arrival at the assembly point, teachers will check that everyone is present by firstly using the headcount method and then calling the register. When it has been established all children are present the class teachers to message/call the SLT member in charge that date to confirm.
· Any child missing should be reported to the Head Teacher or SLT member on duty that day. 
· All staff to ensure they are aware of the gate codes.
· All staff in Reception Classroom to have access to the gate key onto the main playground if required
· All Fire doors to closed when rooms are unoccupied or at the end of the school day.
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· Fire drills need to be practiced so that all staff and children are aware of the procedures i.e. routes to be varied and on different days and times so that all staff can be included. 
· A practice fire drill will be carried out at least every term and an invacuation drill annually
· All new members of staff will be made aware of the policies and procedures. 
· There is NO SMOKING ALLOWED on the premises 
· Fire appliances will be checked annually 
· Any requirements made in the Fire Risk Assessment (undertaken by Professional Bodies) must be carried out and adhered to. Headteacher/Business Manager are responsible for ensuring this is undertaken.

Sounding of the Alarm 
The alarm is only to be sounded on the following occasions:
  an emergency 
 a planned rehearsal of the emergency plan 
 testing of the alarm system 

In all cases, unless otherwise informed, all staff should treat the alarm as a real event and should respond accordingly. 
The alarm should be sounded for any emergency where the evacuation of premises is needed. Examples include: 
 bomb threat 
 fire
  gas/chemical leak 
 instructed by emergency services 

Anyone discovering any of the above should sound the fire alarm by pressing one of the emergency call points. Upon hearing the alarm, all staff should be aware of the role that they play in the safe evacuation of the building.
Should fire break out in the school, it will be the responsibility of staff members to: 
· raise the alarm, 
· evacuate the school, 
· check all pupils out of the building, 
· report the success of the evacuation to the Head Teacher

Clearly written instructions for a fire drill will be on display at all times in all areas around school.
 
Preparation for Emergencies 

1. It will be the responsibility of all staff to ensure they familiarise themselves with the evacuation route/procedure for each base they visit/use. All evacuation procedures are displayed at the fire exits. 
2. The Head Teacher will ensure that all staff receive Fire Awareness Training 
3. New staff will be inducted in the following: 

· Written fire evacuation procedure and invacuation procedure
· Sound of alarm 
· Means of raising alarm in that location
· Fire Warden responsibilities 
· Tour of building 
· Final exit doors 
· Call points (where the alarm is raised) 
· Assembly points 
· Alternative routes of escape 
· Position and importance of keeping fire doors closed 
· Specific arrangements to the building 
· Location of fire -fighting equipment 
· Padlock code for the Gates

Fire procedure for safe evacuation of the building
 
1 Any pupil observing an outbreak of fire will AT ONCE inform the nearest adult who will immediately sound the fire alarm. 

2 On hearing the alarm teachers will supervise the immediate evacuation of their classroom by the assigned escape route and proceed to the assembly point. It will be the responsibility of the Head Teacher, or appropriate member of staff in the Head’s absence, to call the Fire Service. Teachers must take out the class register; if this is not available they must take out the laminated fire register.

3 Every door should be closed immediately the room/area is vacated. 

4 Movement must be efficient and disciplined to avoid panic. To assist movement external fire doors should not be clipped back to enable free flow to the playground. NO CHILD SHOULD HOLD THE DOORS OPEN. 

5 Time must not be taken to collect coats or other belongings. 

6 Anyone in the toilet will leave the building by the nearest route. 

7 Immediately on arrival at the assembly point, teachers will check that everyone is present by firstly using the headcount method and then calling the register. Any child missing should be reported to the Head Teacher or senior member of staff on duty. 

Evacuation Duties/Fire Wardens 

All staff are classified as ‘Fire Wardens’ as they have responsibility for the safe evacuation of children in their charge. 

All staff need to be aware of the code for the gate in the event they need to exit through the PPA room, Hall or staffroom. A laminated card is attached to the Red Fire Box next to the Fire Exit at the back of the Hall and next to the Fire exit in the PPA room and staffroom.

Teachers 		Lead the immediate evacuation of their class by the safest, nearest route. 
TAs 	Check the nearest pupil toilets/cloakrooms and evacuate by the safest, nearest route.
	Y6 TA - Y4-Y6 Toilets & PPA room
	Y5 TA - Y3/Y5 Toilets & GM Den
	Y1 TA - Y1/2 Toilets
	Rec TA – Rec Toilets and Outdoor area
	
Office Staff/Headteacher
	As appropriate to their safest evacuation route, Headteacher/SBM to should check the following areas: 
· Staff toilets
· Staffroom/Kitchen
· Entrance Area

Kitchen Manager responsible for evacuation own staff and checking office and toilets areas.

The person responsible for the safe evacuation of Staff, visitors or children with a PEEP will be clearly identified within the PEEP and confirm the safe evacuation to the Chief Fire Warden. The Chief Fire Warden is the Head Teacher or delegate (School Business Manager), they are in overall charge of the evacuation until either relieved by the Fire Service, or until the all clear is signalled.

They will also be responsible for undertaking a roll call and reporting to the Fire Fighter in charge. 

In the event of an emergency, SBM/Admin Staff should telephone for emergency assistance (except when a scheduled practice is taking place). They will collect the following before evacuation:
· Registers (if in the office)
· Visitors’ book
· staff signing in/out sheet 
· school keys 
· Emergency First Aid Kit
· School Phone/Own Mobile (to access S2S)
· Contact List Folder
· Emergency Plan
· Emergency laminated class/staff list if lunchtime and in the staffroom.

NB all other persons in school e.g.students and parent helpers will evacuate by the nearest safe exit.
· Staff and children that work in the building will line up at the designated areas on the playground. Teachers will then call the registers. 
· After the children have been counted a member of staff will check that all adults/staff are present. 

All Classes
· All children to leave via the nearest fire exit to their classroom with their teacher. They then line up on the playground in their designated lines. 
· If there is an obstacle obstructing the fire-exit, leave via the next nearest fire-exit, this may be the next classroom or the main door near the office, depending on where your class is located. 
· When the children are lining up on the playground the teacher will firstly do a headcount and then call the register to check all children are present. 

NOTES: 
· If staff do not have a register they should be using the “headcount” method and use the classroom laminated fire register (which must be kept up-to date throughout the day). A member of the Admin Team will get round with the registers, if these are in the office. 
· Last person to leave any room shuts the door. We must make sure all exit doors are closed. 
· All staff need to be aware of the codes for the gates in the event they need to exit from the Hall or PPA room.
· If there is child or a member of staff missing inform the senior member of staff present. 
· Please can teachers discuss the above procedures with the class and remind them to leave via the nearest exit if they are in the toilet, and not to collect belongings etc. 
· Checklist to be used to ensure all points within this procedure have been followed on each drill and any issues raised will be addressed immediately and procedures amended as appropriate.

































Beaumont Primary School Invacuation Plan/Lock Down Procedures

	INVACUATION PLAN

	The need to invacuate the premises will be signalled by a continuous whistle blow outside.

The adult outside who recognises the danger are responsible for sounding the whistle.


	INVACUATION LOCATION

	Staff and children should make their way to their classrooms immediately and directly.

This location should be away from doors and windows. Depending on the nature of the invacuation, instruction may be given to go behind furniture or walls.


	STAFF ACTION DURING BREAK TIMES, OUTSIDE PLAY OR BEFORE/AFTER SCHOOL:

	The School Business Manager or Head Teacher will contact the emergency services, by dialling 999.

On hearing the invacuation signal, all staff, pupils and visitors must invacuate to the appropriate location calmly and in an orderly manner.  All staff in control of a class will:

· Ask children to stand still in silence;
· Commence the invacuation of children in an orderly way; year by year
· Proceed straight to the classrooms;
· Close and external lock doors behind them, close windows and blinds;
· Keep pupils/others away from doors and windows;
· SBM to text staff to confirm full or partial lockdown;
· If full lock down all children/staff to remain in own classrooms, if partial lockdown movement around school is allowed;
· If full lock down insert door wedge in the bottom of internal classroom doors;
· Carry out the headcount & take register for the children/other staff they are responsible for;
· Class Teacher or TA4 to notify:  Head Teacher or School Business Manager of number of pupils present, number of visitors present and any persons unaccounted for by using mobile phone to call the school office or Head Teacher’s mobile phone.
· Ensure children/adults remain at the chosen location;
· All visitors to report to their assigned class or the school office;
· Await further instruction from: Head Teacher or Deputy Head Teacher
· Await an all clear: five short bursts of internal school bell and text confirming end of lock down.


	OTHER DUTIES

	On hearing the invacuation signal:

· The school registers will be collected from School Office by: School Business Manager or Clerical Officer. If in full lockdown staff will use the Fire Drill lists
· The school visitors book and staff log will be collected by: School Business Manager or Clerical Officer
· All medication should be accessible within the classrooms and all staff to be aware of where the medication is kept.


	WHEN CHILDREN ARE IN CLASS/SCHOOL

	Teachers should remain calm, ask all pupils to stay seated and;
· Check the hallway immediately outside their room (ask any known person in the vicinity to come into the classroom);
· Close/Lock door(s), close any windows and blinds. keep pupils away from doors and windows;
· Carry out the headcount & take register for the children/other staff they are responsible for;
· If full lock down all children/staff to remain in own classrooms, if partial                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                lockdown movement around school is allowed;
· Await further instruction from: Head Teacher or Deputy Head Teacher
· Await an all clear: five short bursts of internal school bell and text confirming end of lock down
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