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THIS NOTICE SHOULD BE ON PROMINENT DISPLAY IN ALL CLASSROOMS

FIRE DRILL PROCEDURE 
1 The fire alarm is a VERY LOUD DUAL-TONED SOUNDING SIREN.

2 It will sound either during a real fire, emergency evacuation, during a fire drill practice or when fire equipment is being tested. Whenever equipment is going to be tested, class teachers will be notified in advance

3 Upon hearing the Fire Alarm sound, do EXACTLY WHAT THE TEACHER (or adult in charge of the class/area) TELLS YOU.  This will be to:

· LEAVE bags, books, coats, etc where they are.

· GO QUIETLY, without running, rushing or pushing, to your fire drill station at the bottom of Key Stage 1 playground.
· LISTEN for any special instructions you may be given and obey them instantly without argument.

· LEAVE by the exit you are told to leave from.

	IF YOUR CLASSROOM HAS TWO EXIT DOORS, the door leading to the playground is your NORMAL emergency exit providing it is safe
	
	If your normal emergency exit is not safe to use, then your OTHER emergency exit is

THE DOOR LEADING       INTO THE CORRIDOR


· IF THE WAY IS BLOCKED leave by the corridor exit.

· LINE UP in an orderly fashion in registration order when you arrive at your drill/ muster station.

· ANSWER CLEARLY when your name is called.

· WAIT for further instructions from your teacher.

4 If you see smoke or flames, which indicate a fire, raise the alarm by telling a teacher or adult immediately. 

5 The fire alarm is a VERY LOUD DUAL-TONED SOUNDING SIREN.

6 It will sound either during a real fire, emergency evacuation, during a fire drill practice or when fire equipment is being tested. Whenever equipment is going to be tested, class teachers will be notified in advance

7 Upon hearing the Fire Alarm sound, do EXACTLY WHAT THE TEACHER (or adult in charge of the class/area) TELLS YOU.  This will be to:

· LEAVE bags, books, coats, etc where they are.

· GO QUIETLY, without running, rushing or pushing, to your fire drill station at the top of Key Stage 2 playground.
· LISTEN for any special instructions you may be given and obey them instantly without argument.

· LEAVE by the exit you are told to leave from.

	IF YOUR CLASSROOM HAS TWO EXIT DOORS, the door leading to the playground is your NORMAL emergency exit providing it is safe
	
	If your normal emergency exit is not safe to use, then your OTHER emergency exit is

THE DOOR LEADING       INTO THE CORRIDOR and out of the building via the opposite classroom.


· IF THE WAY IS BLOCKED leave by the corridor exit.

· LINE UP in an orderly fashion in registration order when you arrive at your drill/ muster station.

· ANSWER CLEARLY when your name is called.

· WAIT for further instructions from your teacher.

8 If you see smoke or flames, which indicate a fire, raise the alarm by telling a teacher or adult immediately. 

FIRE SAFETY

FIRE DRILL CHECKING PROCEDURES
1. The school must meet a formal requirement of one Fire Alarm test per term, and if convenient, this is scheduled during the school day so that a full-scale fire drill evacuation can be held.  In poor weather or other adverse conditions, the Fire Alarm test is scheduled after the end of the school day.  

2. Everyone who works at Ivanhoe should familiarize themselves with the layout of the building, break glass call points, fire extinguishers, emergency exits, and muster station.

3. Teachers should discuss evacuation procedures with all children and on the arrival of new pupils, emphasising the following:

· Follow instructions from staff

· Remain calm

· Walk

· Use the nearest and safest exit (what to do if elsewhere in the building other than classrooms)

· Where to assemble

4. Anyone discovering smoke or flames indicating a fire should remain calm and activate the nearest and safest break glass call point before contacting the administration office (use a mobile phone, if it is not safe to personally access the office) to request a 999 call to the Fire Brigade. 

· To actuate a fire call point: lift the plastic panel and press the black button situated in the middle
· Fire points are situated outside the Key Stage 2 entrance, in the main entrance, outside the Key Stage 1 entrance, within classrooms, the kitchen and boiler house.  
5. Teacher should take the “grab folder” from the classroom which should contain:

· Laminated class register
· Whiteboard pen

· Laminated GREEN card

· Laminated RED card

The “grab folder” should be kept next to the fire exit.

6. The register should be completed during normal registration and pupils checked against this at the muster station.  If the fire alarm sounds before the official register has been completed, this should be carried out at the muster station.  It is acknowledged that the completion of the register at the muster station will only record the pupils present and there may still be pupils arriving at school or absent.
7. Once the register has been completed, Teacher or LSA should raise the GREEN card to indicate that ALL registered pupils and classroom staff on that day are confirmed as present.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                      
8. Teacher or LSA should raise the RED card if a pupil or member of staff registered on that day is NOT present.

9. In the event of a major disaster, the Headteacher, or a member of the senior management team, will activate the fire alarm.

10. A copy of the “FIRE DRILL PROCEDURE” along with the notice “FIRE DRILL STATIONS” is on prominent display in all classrooms.  Staff are asked to check that the 

· notices are in situ 

· are in good order and report deficiencies to the School Business Manager who will organize replacements, if necessary
Only trained staff should use fire extinguishers, and then only when the fire appears to be strictly limited in scope.  Fire brigade assistance MUST always be sought.

In the event of a fire:
(a) THE PRIORITY IS TO EVACUATE THE BUILDING.

(b) THE USE OF FIRE EXTINGUISHERS SHOULD BE STOPPED IMMEDIATELY IF THE SAFETY OF THE OPERATOR IS THREATENED.

RESPONSE REQUIRED TO FIRE ALARM (VERY LOUD DUAL-TONED SOUNDING SIREN)

1. Upon the sounding of the Fire Alarm, each class should follow instructions given by staff to:

a) walk quickly and quietly to the nearest available exit 
b) switch off lights and close windows if it is safe to do so                                                                         
c) close the classroom doors

d) walk quietly, under supervision, and without rushing or pushing to the appropriate fire drill assembly point.

2. Staff who are not actually teaching when the fire siren sounds should help to ensure that all appropriate areas are cleared of pupils and visitors. 

3. When groups arrive at their Fire Drill assembly points, they should quietly line up in registration groups, in an orderly single file.  Teachers are asked to ensure pupils remain in a straight line and behave in a quiet, restrained manner.  

4. All persons including visitors, volunteers, DMBC personnel, contractors, students, parents, etc should leave the building by the nearest and safest exit and assemble at the bottom of the Key Stage 1 playground OR at the top of Key Stage 2 playground. No-one should depart from the site until directly instructed by the Headteacher.  In the event of an actual fire, this will not be until the fire officer in charge has declared ‘all clear’.
5. Nominated Fire “Sweepers”, should (if it is safe to do so) check their nominated area has been evacuated, closing windows and doors as they leave the premises. If possible/appropriate/safe, Sweepers should turn off electrical equipment.  Sweepers must not open the doors of rooms which are on fire.
	FIRE SWEEPER
	AREA

	Key Stage 1: Mrs Nicola Sleight
	Key Stage 1 classrooms, toilets, corridors and portakabin

	Key Stage 2: Mr J Brian
	Key Stage 2 classrooms, toilets, corridors and portakabins

	Lead Teacher:  Mrs L Mills
	Nursery

	Class Teachers:
	Foundation Unit

	School Business Manager (Deputy - Admin Assistant)
	Admin block including staff room, toilets & small classroom

	Cook in charge
	Kitchen area

	Lunch time: Midday Supervisors and First Aiders on duty
	Key Stage 1 classrooms, toilets and corridors

Key Stage 2 classrooms, toilets and corridors


6. On hearing the alarm, if it is safe to do so, before proceeding to the assembly positions, the School Business Manager will telephone the Fire Brigade.  The Office Staff should ensure the following documents are taken out of the Admin Office 

· Class registers, Visit/Trips Log and Pupil In/Out Log (which will be handed to teachers to take a roll call).   (If an evacuation is instigated during registration periods when the class registers are in classes, teachers will take the registers to the mustering point.)  

· Staff signing in log

· Visitors and contractors signing in logs

· Fence/gate keys

· Emergency plan ie the ‘Grab Bag’ (one for each assembly point)
· Mobile telephone

· Walkie Talkies

· Pupil signing in/out register

· occupants of the Portakabins are aware that evacuation is necessary

· the School Business Manager is stationed in the school drive

· to maintain security and ensure no-one enters the building (activation of the fire alarm, over-rides the door entry security)

· greet the Fire Brigade

· deter visitors

· re-assure visitors/parents that safeguarding procedures are in place

7. A roll call will be conducted to ensure everyone is out of the building.  Individual class teachers will carry out a roll of their pupils and use the green/ red card system to notify that all pupils are present. The office staff will roll check:

· Administrative Staff

· Teaching staff

· Learning Support Assistants/Learning Mentor

· Supply Staff

· Visitors/volunteers

· Students ie Work Experience Students

· Kitchen Staff

· Caretaking and Cleaning Staff 

· Contractors 

Staff not with, or in charge of a class, should form a line at the muster point.  (Any of these staff on their way to evacuate the building who come across visitors, etc, should point the visitors in the direction of the nearest safe exit to gain access to the muster station.)

8. No one should re-enter the building(s) until directly instructed by the Headteacher.  In the event of an actual fire, this will not be until the Fire Officer in charge has declared ‘all clear’.

9. If pupils/staff/students or visitors are found to be missing without satisfactory explanation, there is a presumption that they are still in the building.  This must be reported immediately to the Headteacher to pass to the emergency services on their arrival.

10. The Headteacher, or Deputy Head, will decide whether or not to seek refuge at Pennine View School (on the opposite side of Old Road telephone 01709 864978).  

11. The School Business Manager will remain in the car park and will meet the fire service and give a report of pupils/people who cannot be accounted for.  

12. Staff Absence/Cover Rota

	PERSON ABSENT
	RESPONSIBILITIES TO BE COVERED BY

	Headteacher
	Deputy Head Teacher / Safeguarding Officer

	Deputy Headteacher
	Nursery staff member

	School Business Manager
	Admin assistant


SOUNDING OF THE FIRE ALARM DURING:

· LUNCHTIME/ASSEMBLIES
· LETTINGS SESSIONS OR 
· OUTSIDE SCHOOL HOURS EVENTS ie PARENTS’ EVENINGS/DISCOS
If an evacuation incident occurs 

· During ALL outdoor sessions ie play times (including lunch time)/PE, etc.
· Key Stage 2 playground:  Staff should line up pupils in their registration groups at the KS2 muster point located at the top of the playground.

· Key Stage 1 playground: Staff should line up pupils in their registration groups at the KS1 muster point located at the bottom of the KS1 playground.
· During lunch times
· lunchtime supervisor on First Aid duty will have responsibility for “fire sweeping” the toilet areas, corridors and classrooms 

· the senior mid-day supervisor will evacuate pupils from the hall and dining areas

· any children eating lunch will exit through the nearest or safest hall emergency exit door and assemble on the Key Stage 1 playground (if possible, the door leading to the main reception area should be avoided)

· any children in the building will exit through the nearest and safest door and assemble at the Key Stage 1 or Key Stage 2 playground muster point

· all staff/visitors will evacuate the building through the nearest and safest exit

· class teachers (or, if the class teacher is off the premises, a teacher is not assigned to a specific class) should step forward and conduct class roll calls

· During whole/part school assemblies in the School Hall or other activities such as indoor PE sessions

· Key Stage 1 and Key Stage 2 children will exit by the fire door leading onto the Key Stage 1 playground.
· if parents are attending (ie Nativity/Assemblies/Workshops/events), they will have been given instructions at the beginning of the event as to which doors to use, etc.
· After school closes
 (ie 3.30pm) – discos/parents evenings/lettings session/Governors Meetings
· the person in charge will be responsible for organising evacuation proceedings
· visitors/pupils will be given instructions at the beginning of the events as to which doors to use, etc. 
· Admission is strictly limited to purchasing a place for a pupil on Parent Pay. The amount of places available will adhere to fire safety regulations.
NURSERY, FOUNDATION STAGE UNIT & PORTAKABINS

The Nursery and Foundation Stage are alarmed and connected to the main school fire alarm system, therefore they will be aware of a fire alarm trigger and should evacuate the building.  The usual muster station is at the bottom of the Key Stage 1 playground.

The Portakabins are not alarmed but staff working in them will be able to hear the fire alarm if triggered elsewhere in the school.  A “sweep” of the Portakabins is undertaken by the Office Manager.  

If it is necessary to evacuate a Portakabin due to smoke or fire, the usual muster station is at the bottom of the Key Stage 1 playground or the top of Key Stage 2 playground.  The person in charge should telephone the main school office (01709 862307) to advise of the situation.  The Headteacher will decide whether to evacuate the whole school and in that case, a fire call point will be triggered.
GUIDANCE ON THE EVACUATION OF INDIVIDUALS WITH SPECIFIC NEEDS FROM THE SCHOOL BUILDING.

Students identified with specific needs have Personal Emergency Evacuation Plans (PEEPS) which are the responsibility of the Special Educational Needs Co-Ordinator (SENCO).
Employees have a duty to declare any specific needs and to inform the Health and Safety lead of the help they require to evacuate the building in the event of an emergency evacuation in order that a Personal Emergency Evacuation Plan can be produced.
PEEPS for students and employees are 

.
Held in the admin office

.
key people (buddies) are appointed for students and employees.
.
teachers are responsible for ensuring that students are aware of the evacuation procedures.

ENDING OF THE EVACUATION PROCEDURES

1. No one should re-enter the building/s until directly instructed by the Headteacher.  In the event of an actual fire, this will not be until the Fire Officer in charge has declared ‘all clear’.

2. In the event that it is not possible to re-enter the building/s, the Headteacher will make the decision whether to re-locate to Pennine View School (on the opposite site of Old Road – telephone number 01709 864978) and determine the re-location route.

Relocation should be by the safest and quickest route, taking into account the location of the fire or reason for evacuation.

Preferably 
· via the Infant exit gate which leads onto Maple Grove.  Immediately upon passing through the gate, turn to the left into the snicket leading onto Old Road which passes by the Groves Social Club.  Pennine View School is across the road and slightly to the left.
The alternative routes are:

· through the Junior Playground exit onto Old Road following the perimeter fencing.  Pennine View School is across the road and slightly to the left.
· via the Infant exit which leads onto Maple Grove – on passing through the gate, turn right and follow Maple Grove to the T-junction with Old Road, then turn right.  Pennine View School is across the road and to the right.

3. The official school RECORD OF EVACUATIONS will be completed by office staff (verified by the Headteacher) and appropriate comments added.

4 If necessary, feed back from the fire drill evacuation review will be discussed at the next available staff meeting.

ADMINISTRATIVE NOTE
1. The keeping of accurate records is an essential part of Health and Safety Legislation relating to the Fire Evacuation Procedures.

2.
Any discrepancies in the procedures should be drawn to the attention of the Headteacher or School Business Manager who will be pleased to receive any suggestions or improvements.

ADDITIONAL INFORMATION

The fire precaution plan(s) shows, the 

· layout of the workplace, escape routes, doorways, corridors, and areas of fire resisting structure

· location of the manually operated call points

· location of the detectors, sirens and fire alarm panel

· location of escape lighting

· location of fire fighting equipment

· location of escape route signage and fire action notices

· areas to be checked by fire wardens

Note:  A laminated copy of this emergency fire precaution policy/plan is displayed in the Staff Room.


ROLE OF THE FIRE WARDENS 
· If there is time and it is safe:

· Check the building is clear and report to the person controlling the evacuation

· Turn off equipment, close doors and windows

· Assist people who cannot escape unaided

· Assist in crowd control: moving people away from buildings and towards the muster

 
station

· Communicate the need to evacuate using designated routes

· Monitoring exists to prevent people from re-entering the building until authorisation has been given

· Post evacuation de-briefings/feedback

ACTIONS TO BE TAKEN IF ASBESTOS IS DISTURBED

1 Evacuate the area immediately in a calm manner. Do not re-enter this area until SLT have confirmed the area is safe. If safe to do so, seal off the area

2 Inform the Head Teacher (Joe Brian) and School Business Manager (Anthony Webb) immediately. In the absence of the Head Teacher, inform the Deputy Head Teacher (Lisa Mills)

3 Contact Nicola Morris at DMBC (Senior Asbestos Officer) 07824569288 and inform her of the asbestos disturbance

















Page 2 of 11



