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Aim  
The aim of this policy is to ensure the safety of all members of our school community in the 
event of a fire or other hazard that would result in the evacuation of the building.  
 
Fire Drills  
Fire drills are carried out at least every term and logged. Staff are not warned in advance in 
order to maintain authenticity and reduce complacency.  
 
Sounding of the alarm  
The alarm is only to be sounded on the following occasions:  

 
 

 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 the premises is needed. Anyone discovering a fire should sound the fire alarm 
by breaking the glass on one of the emergency call points.  
 
 
Roles and Responsibilities  
The following persons have fire safety responsibility within the school:  
 
Head Teacher  
The Head Teacher alongside the site manager will ensure that all maintenance checks are 
carried out and actioned in line with Bexley’s health and safety guidance. The Head Teacher 
(or Deputy Head Teacher ) will liaise with the emergency services on their arrival. Depending 
upon the site of the fire the (HT or DHT ) will meet the fire services on the car park.  
 
Office staff  
In the event of a fire, Office staff should telephone for emergency assistance if the alarm 
sounds (except when a scheduled practice is taking place.)  
 
Office staff will take out:  
 

 
, Radios, mobile phones  

 
 
Teaching Staff  
All teaching staff have responsibility for the safe evacuation of children in their charge. 
Teachers have a responsibility to know the evacuation procedures. Teachers should take 
charge and ensure the children in their care evacuate the building in an emergency. They 
will also actively ensure that the means of escape in their classroom is never obstructed or 
blocked.  
Teaching staff should ensure that their children line up quickly and safely and walk out of the 
building quietly and in single file.  
Any missing children or staff must be reported immediately to the Head Teacher (or DHT) 
detailing:  

 
me last seen and by whom  

 
 
The staff member in charge of the class is then to supervise the class and await further 
instructions from the Fire Marshal(Head Teacher) or DHT in her absence. 
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Under no circumstances is anyone to re-enter the building until the all clear is given.  
 
What staff should do if they discover a fire;  
Staff should break the nearest call point on their way out of the building and report the 
location of the fire to the Fire Marshal as soon as possible after ensuring children in their 
care have evacuated to the school playground at the designated assembly points.  
Staff should not attempt to tackle a fire unless it is safe to do so, and they are confident they 
have received sufficient instruction to use firefighting equipment safely.  
Staff should evacuate the building by the nearest available fire exit with their orange sheets if 
to hand. 
Staff should not stop to collect personal belongings on their way out. Under no 
circumstances should anyone attempt to re-enter the building until told to do so by the Head 
Teacher. 
 
What children or visitors should do if they discover a fire:  
Children should inform the nearest adult of the location of the fire and leave the building by 
the nearest exit.  
Visitors should exit the building by the nearest exit, informing the nearest member of staff on 
the way out of the location of the fire.  
 
How the evacuation of the premises should be carried out:  
All occupiers of the premises should exit by the nearest available fire exit. These are clearly 
marked near the fire exit doorways. Staff should refer to the routes demarked on their Fire 
evacuation plan located in each classroom. 
Staff responsible for children should ensure that all children in the class have left the room 
before exiting themselves. The last person out of an area should be an adult. The adult in 
that room should take their mobile phone with them unless this is not easily accessible.  
Staff should close the door behind them on leaving the room.  
Staff and children should move quickly and quietly but not run.  
In the event of an emergency evacuation and during scheduled practices:  
 
Assembly Points  
 
EYs and KS1 assemble at the furthest point from the building facing the fence next to the 
kitchen unless the fire is located in that area in which case the Fire Marshal will advise on 
alternative assembly points. The first class that has evacuated must line up first and then as 
each class arrives they must line up quietly next to them. 
 
KS2 must assemble on the Junior Field located at the back of the school. They must also 
line up at the furthest point away from the school. 
 
 
 
Fire evacuation summary: 
 

 Please ensure children evacuate silently. This ensures that the headcount and 
register process is conducted correctly; 

 Please close all doors behind you as you leave rooms; 

 Please ensure you sign in and out of both buildings each time you arrive or leave so 
that our registers for adults are accurate in the event of an emergency evacuation; 

 If your mobile phone is accessible (without delaying the evacuation process) please 
take it out with you; 

 Teachers – please head count children (rather than call names). If your headcount 
does not match your registered number, ask a TA to alert the fire marshal and then 
register all the children calling their names. 
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Signed:……………………..……….. C Malone, Head Teacher                   Date:…………………… 
 
 
 
 
Signed:………………………………..  S Ristow, Chair of Governors Date:…………………… 


