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PROCEDURES IN THE EVENT OF A FIRE POLICY
Review Date: May 2025
Next Review Date: May 2027
Designated Fire Marshall: Mr James Powell
At Uplands Community Primary School/Nursery, it has been agreed that the following procedures will take place if the fire alarm goes off during teaching hours:

TEACHERS
· Teachers will tell the children to line up and the teacher will lead the children out of the classroom to the designated Assembly Point where they will be given their class register by a member of the Office staff.
· At the Assembly Point, the teachers will complete a head count.  If the number is incorrect, they will complete a roll call. 
· Teachers are responsible for checking that all their children are outside, including those working in small groups around the school.
· Once the teachers are happy that their class is fully accounted for, they will give their class register back to a member of the office staff and verbally agree that all their children are safe.  If the roll call identifies that a pupil is missing the teacher will immediately notify the Office staff who will record the missing pupil’s full name and class group on the Fire Safety sheet at the back of the Visitors’ Book and inform the Head Teacher who will complete another sweep of the building.     

· Teachers will manage the behaviour of their class in a quiet manner. They will follow any subsequent directions given by the Office staff or Headteacher or Deputy without question while they are at the Assembly Point and until it is safe to re-enter the building.

TEACHING ASSISTANTS (TAs) 

· TAs working in the classroom with the teacher will take up position at the end of the class line. 

· TAs working outside the classroom with one or a group of children, will lead these children out of the building by the nearest fire exit to the designated Assembly Point.
· An appropriate adult will stand on the road to the left of the main gate as you leave school to stop traffic and to direct the children safely across the road.
· An appropriate adult will stand on the road to the right of the bottom gates as you leave school to stop traffic and to direct the children safely across the road.
OFFICE STAFF
· A member of the Office staff will take the visitors’ signing in Ipad, pupil contact telephone numbers and their mobile phone with them as they leave the building, checking the staff toilets on exit.  On route to the Assembly Point they will phone the emergency services number (999) immediately, to report the incident, advising the school postcode GL5 1TE.
· They will check that all visitors and TAs are accounted for.  If someone is not accounted for they will inform the Headteacher/Deputy of this when they report back from the ‘clean sweep’ of the building.

· Once notified by a teacher that their class is all present the Office staff will inform the Headteacher. If a teacher reports a missing child, they will inform Headteacher/Deputy when they report back from the ‘clean sweep’ of the building.

· If at any time they are concerned about the children’s welfare, they may, in the absence of the Headteacher, give the instruction to the class teachers to move their children to a safer location.  They will also move with the group, however the Office staff will always be near the school so that they can easily get to the Fire Officers to inform them of the people who are believed to be still in the building.  At this stage, the Deputy, will assume responsibility for the school group.  If the Deputy is doing the ‘clean sweep’ Mrs Croft or Mrs Ponting will take responsibility.
· The Office staff will confirm that everyone has been accounted for, with the Headteacher or Deputy as soon as they report to them.
    HEADTEACHER
· The Headteacher or, in the event he is not in school, the deputy headteacher, will immediately conduct a ‘clean sweep’ of the building.  They will thoroughly check every room in the school for children who may have panicked and hidden when the alarm went off.  They will close windows and doors and turn off electrical items if safe to do so. 
· They will also check the playground as part of the ‘clean sweep’.

· Once the sweep has been completed the Headteacher/Deputy headteacher will report to the Office staff.  At this point they will assume full responsibility for the welfare of the children until it is safe to enter the building.

· If there is a need to move the school group from the Assembly Point to a safer place, the Headteacher or Deputy will give the instruction.  They will remain at the back of the group so that they can liaise with Fire Officers etc – at this point the Deputy will assume complete responsibility for the welfare of the school group unless they are in charge, in which case Mrs Ponting or the class teacher for Eagles will take responsibility.
CLASS 4 (EAGLES), LIBRARY & LEARNING ZONE & YEAR 2 CLASS
· The teacher will lead the children out of the building by the toilet doors and through the double gates by nursery.  
· The class teacher/teaching assistant has a key to open these gates which they wear on a chain around their neck.
· The class will cross the road only when an appropriate adult has given the signal that it is safe to do so.

· They will assemble at the designated Assembly Point.    

ALTERNATIVE ROUTE OUT OF SCHOOL

· The alternative route out of the school is through the hall door at the back.
CLASS 3 (KESTRELS)
· The teacher/teaching assistant will lead the children out of the building by the cloakroom door (blue door) and down the ramp, through the double gates by Nursery.  

· The class teacher has a key to open these gates which they wear on a chain around their neck.

· The class will cross the road only when an appropriate adult, has given the signal that it is safe to do so.

· They will assemble at the designated Assembly Point.    

ALTERNATIVE ROUTE OUT OF SCHOOL
· The alternative route out of the school is through the fire exit door at the back of the classroom, and to exit the school out of the main school door.

· The teacher/teaching assistant will then lead the children out of the school grounds through the double gates by Nursery.
THE STAFF ROOM & THE HALL

· The teacher will lead the children out of the building by the main entrance door, along the front of the school and out through the double gates by Nursery.  

· The class will cross the road only when an appropriate adult has given the signal that it is safe to do so.

· They will assemble at the designated Assembly Point.    
ALTERNATIVE ROUTE OUT OF THE SCHOOL

· The alternative route out of the school is through the hall door at the back.
BREAKFAST CLUB
· The Breakfast Club Leader will lead the children out of the building by the main entrance door, along the front of the school and out through the double gates by Nursery.  

· The class will cross the road only when an appropriate adult has given the signal that it is safe to do so.

· They will assemble at the designated Assembly Point.    
ALTERNATIVE ROUTE OUT OF THE SCHOOL

· The alternative route out of the school is through the hall door at the back.
CLASS 1 (MERLINS) & CLASS 2 (OWLS)
· The teacher will lead the children out of the building into their outside play areas, through the Reception class gate and out of the main front gate to the designated assembly point. Owls class to check The Nest when passing and whether assistance required with Merlins class when passing the door to Merlins
· Owls TA to check class toilet before exiting building

· IP will be assisted by the 1-1 TA and a staff member

· AM will leave the school grounds in their buggy which is situated by the Merlins door and exit the grounds via the double gates by the nursery
· The class will cross the road only when an appropriate adult has given the signal that it is safe to do so.
ALTERNATIVE ROUTE OUT OF SCHOOL

· The teacher will lead the children out of the building by the main entrance door and through the single gate.
MORNING BREAK TIME

At Uplands Community Primary School it has been agreed that the following procedures will take place if the fire alarm goes off during morning break time:

DUTY TEACHER(S)

· Blow the whistle and tell the children to line up in their class lines.

· If it is safe to do so, await the arrival of the class teachers.

· Evacuate to the Assembly Point at the top of the playground in the agreed order i.e. 
Class 1/Merlins, Class 2/Owls, Class 3/Kestrels, Class 4/Eagles, lining away from any danger and await the fire brigade.
· If the duty teacher feels that the children are at risk and that they should evacuate the school grounds immediately then he/she should ask the C4 monitors to go to the class for which they have responsibility (one at the front and one at the back) and to follow the evacuation procedure given. The safest order for moving children around is C4 (Eagles), C1 (Merlins), C2 (Owls), 
C3 (Kestrels).
· The teacher should always go at the front of the line.

· Once at the Assembly Point, continue with the agreed procedures (see Office staff above) 

ALL STAFF 

· If it is safe to do so, go straight onto the Playground by the nearest available route.

· Evacuate the children in the agreed order.
· Go to the agreed Assembly Point and continue with agreed procedures (see Office Staff above)

VISITORS

· Make your way to the Assembly Point via the nearest emergency exit.

· Report to the Office staff at the Assembly Point.

· Adhere to agreed procedures (see Office Staff above)

LUNCHTIME

· STAFF: If you are leaving the school site during lunchtime then please inform the office staff when you leave & return
LUNCHTIME – DINING ROOM
· Mrs Day will take  (Merlins)  and Miss Luff(Owls) pupils out to their Assembly Point via fire doors by the toilets.

·  Miss Stevens will take C3 (Kestrels) & C4 (Eagles) pupils out to their Assembly Point via the office.

· Once at the Assembly Point they will follow the agreed procedures (see Office Staff above). 
LUNCHTIME – LIBRARY

· Mrs Knight to escort children out of library to playground if alarm sounds.
Staff who are on site should go straight into the hall (if it is safe to do so) to help with the evacuation of the children.  At all times the MDSAs will be responsible for the children until they get to the Assembly Point. The MDSAs will remain responsible until a class teacher takes over. 

OFFICE STAFF: If they both leave the site during lunch hour they must ask a member of staff to take on their role. They must check that the member of staff is aware of their role.
HEADTEACHER: If the Headteacher is not in school, the Deputy or one of the senior staff must take on his role.  They must check that the member of staff is aware of their role.  
LUNCHTIME - OUTSIDE PLAY
· The MDSA will blow the whistle and tell the children to line up in their class lines.
· If it is safe to do so, await the arrival of the class teachers.

· Evacuate to the Assembly Point in the agreed order, at the top of the playground and await the fire brigade.

· If the MDSA feels that the children are at risk and that they should evacuate the school grounds immediately then he/she should ask the C4 monitors to go to the class for which they have responsibility (one at the front and one at the back) and to follow the evacuation procedure given.

· The MDSA should always go at the front of their line i.e., Mrs Day and Class 1 (Merlins), 
Mrs Luff and Class 2 (Owls) and Miss Stevens MDSA Class 3 (Kestrels) & 4 (Eagles).
· Once at the Assembly Point continue with the agreed procedures (see Office Staff above).
NURSERY – INSIDE PLAY
· The nursery staff will escort the children inside the nursery building out through the fire exit at the front of the building if the alarm sounds.

· The staff have a key to open the double carpark gates which they wear on a chain around their neck.

· Nursery will cross the road only when an appropriate adult has given the signal that it is safe to do so.

· They will assemble at the designated Assembly Point.    

NURSERY – OUTSIDE PLAY

· The nursery staff will escort the children playing outside through the wooden gate to the side of the nursery towards the double carpark gates.
· The staff have a key to open the double carpark gates which they wear on a chain around their neck.

· Nursery will cross the road only when an appropriate adult has given the signal that it is safe to do so.

· They will assemble at the designated Assembly Point.    
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