[bookmark: _GoBack][image: ]




ROMAN FIELDS ACADEMY
EMERGENCY EVACUATION PROCEDURES

IF YOU FIND A FIRE OR ONE IS REPORTED TO YOU:
· Anyone discovering a fire or other emergency for which the building should be evacuated should activate the alarm using the nearest break glass call point. They should then notify Michael Broderick (Site Manager) 07902 601 419 of the exact location of the incident. 
FIRE FIGHTING
· The safe evacuation of persons is an absolute priority. Trained staff may only attempt to deal with small fires, if it is safe to do so without putting themselves at risk, using portable firefighting equipment. 
· Ensure the alarm is raised BEFORE attempting to tackle a fire. 
ON HEARING THE FIRE ALARM
· All staff, pupils, occupants of building must respond to alarm activations.
· The fire alarm is a continuous ringing bell
· The Site Manager will check the fire panel and if safe to do so go to the zone where the alarm has been activated to investigate if there is a fire or false alarm.
· The Site Manager will summon the emergency services, if necessary.
· Staff will supervise the evacuation of pupils and visitors to the designated assembly point
· Staff not with pupils, visitors and contractors must leave the building by the nearest exit and report directly to their senior member of staff at their designated assembly point. 

Assembly points are located on the playground between the main building and the gym 

· Pupils should leave in a single file when instructed by the teacher in charge of the class. Pupils should then leave by the nearest available escape route. The last person to leave the classroom must close the door. Pupils should walk in their subject groups and remain with their teacher at the assembly point. 
· If a pupil is not in a classroom when the alarm sounds, he/she must walk to the assembly point leaving the building by the nearest escape route.
· A calm orderly exit is essential – WALK DON’T RUN
· Do not run or stop to collect your belongings
· Once pupils have been evacuated, only if safe to do so, remaining staff will check the toilets and ensure fire doors are closed. 
· On arrival to the assembly area pupils must stand together while staff check the register. Registers, visitor logs, etc. will be taken out to the assembly point by the Office Manager and handed to the School Business Manager to do a roll call.
· If the fire brigade needs to be called, the Site Manager will liaise with the fire brigade upon their arrival. 
· The building must not be re-entered until staff are notified it is safe to do so by the Fire Brigade or Site Manager. 
· If the building affected cannot be reoccupied following an evacuation, pupils will be moved to another building on the site of the Roman Fields Academy. 
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