[image: image1.png]


Our Lady of the Assumption Catholic Primary School   
Evacuation Responsibilities
Drill on 10th October 2013

Drill went smoothly – no major issues .  Y2 repeated the drill format immediately due to silliness in evacuating the building. Second time around they were fine.  Y2 will repeat evacuating twice again before October half term. 

New arrangement for checking the number of children present : Cheryl hands register to classteacher / CT checks register number and tells TA the total number of children present. TA immediately does a head count whilst CT starts to read out names . If no TA available CT does a quick head count to check correct number of children are present.  

In the event of discovering a fire or a fire breaking out raise the alarm by the quickest means – all staff to be familiar with the whereabouts of break glass points 

ALL staff have a responsibility to safely evacuate children in their care.
Assembly point:  All pupils (except nursery) on KS2 playground in front of container – facing the school.  Reception class nearest the trim trail / Year 6 nearest the gazebo.  Nursery gather by main pedestrian entrance to school. 
In the event of us not being able to return to the school building we will seek refuge in the church.    HT and AHT(KS2) ensure they have gate key to unlock new gate at bottom of new path leading to the church    

Headteacher –
· Check all areas from Nursery down to Year 6 

· Check all are accounted for on playground 
· Give all-clear signal as required or organise evacuation to church. 

School Business Manager
· Pick up folder containing paper copies of pupil emergency contact details.
· Check Hall/ The Hub/ Kitchen/ Kitchenette and leave through doors by kitchenette

· Unlock service gates in SSO’s absence and direct emergency vehicle
Admin team

· Cheryl 
· phone emergency services
· Issue class registers to classteachers on KS2 playground
· collect Visitors’ book

· pick up church keys from key cabinet 
· exit via main entrance and unlock gate in front of main office 

Assistant Headteacher – KS2  

· Pick up gate key    
· Assume Headteacher’s duties in her absence

Site Service Officer (when on duty)

· Unlock Service gates off Hawthorn Lane
· Wait on the pavement at top of pedestrian gate in event of any pedestrians or vehicles entering the site.
· Guide the emergency services on to site.

Reception class TA – unlock wooden gate behind reception classroom

Year 1 TA – check both Reception and KS1 toilets

-------------------------------------------------------------------------------------------------------------------------------------------------------------------------
Arrangements for a safe evacuation  - everyone (except Nursery) to assemble on KS2 playground
Classteacher leads the line and when available TA leaves the classroom last , ensuring all pupils have safely exited, then close the fire door /classroom door behind them .  Do not stop to collect belonging 
· Year 6 – to exit through fire door in classroom
· Year 5 and 4  - to exit through main doors by Year 5 classroom 

· Year 3 – to exit through fire door in classroom and walk around to KS2 playground

· The Den-  to exit through main doors by Year 5 classroom
· Staffroom – staff and visitors to leave through school’s main entrance and walk to KS2 playground
· Classes in hall – leave via door nearest to KS2 playground

· Classes in the Hub -   exit building through doors by kitchenette
· Year 2 – leave via internal classroom door and exit building through doors by kitchenette
· Year 1  - exit through fire exit doors and through gate behind reception classroom

· Reception – exit through fire doors and through gate behind reception classroom
· Nursery – exit through fire doors , through nursery gates - turn right up pathway and gather inside the school pedestrian gate
Kitchen staff – exit building through doors by kitchenette
Dining room

· Supervisors lead children to assembly points.
Lorraine and Judith to take control of the assembly points
Under NO circumstances should staff re-enter the building 
Only the Fire Officer, Headteacher or the Assistant Headteacher gives the ‘all clear’ signal to re-enter the building. 
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