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FIRE EVACUATION PROCEDURE

CHIEF FIRE MARSHALL (SR2)
· The Chief Fire Marshall is Sam Rowbotham. CFM needs to have a charged walkie-talkie and to ensure all six areas are clear with the fire marshals in the event of an alarm.

· The site team will check the area where the alarm has gone off and report back to the Principal who will be at the fire panel with a member of the admin team. The admin team will confirm with the fire brigade whether it is a false alarm.

· If CFM absent then Sharon Maloney will take on this responsibility

· When the alarms sound students exit the building and line up by their classroom sign of the class they have just left. The teacher checks all of the class are there and reports to the fire marshals that all are present. 

· Area sweeps must be carried out as indicated below to ensure the areas are clear. The Fire Marshalls then report this information to the CFM on the walkie-talkies.

The Fire Marshalls are –
· Lindsay Wilce – Maths Corridor (M1-M6)
· Aisling Marshall – English courtyard area (E1-E8)
· Alison Cooper – Science labs (Lab 1- Lab 4) 
· Fiona Hubbard – Computing/LRC/Careers/Music/D&T/Lab5
· Lisa Atterbury (Alison Potter – Thursday) - Social Sciences
(SOC Classes 1-7 + staff in car park)
· Rebecca Langford - Hampson building (All Classes in there)

If a Fire Marshall is absent they must ensure they have left their walkie-talkie for a member of staff who understands the role they have to undertake.

· CFM will indicate when students and staff members can re-enter the building


FIRE EVACUATION PROCEDURE

Procedure outside of lessons 
(Before school, break time, lunch time, after school)

If the alarm occurs before school, at break time, at lunchtime or after school all students and staff must leave the building and move to an outside area. The area sweeps indicated in the next section will ensure all areas are clear. If students are in a lesson at the time, e.g house time or intervention they are to line up with their teacher by the door sign. All other students go to the nearest of the given areas listed above.

Area Sweeps 
HAMPSON 
· Hampson to be swept by all PE/MFL Staff and staff in the downstairs office. 

SOCIAL SCIENCES
· Social Sciences to be swept by all SOCIAL SCIENCES Staff.  

INCLUSION 
· Inclusion team to sweep the inclusion area, careers library, counselling room and disabled toilet. 

ICT 
· ICT team/Librarian to sweep all area in this department to include ICT rooms, Library, Drama Room, Leaders office and toilets by drama. 

MATHS
· Maths team to sweep all maths rooms, English 5, English 6 and toilets.  

SCIENCE 
· Science team to sweep all areas of science classrooms 1-5 and prep room.  

RECEPTION
· All reception and finance off staff to sweep staffroom, radio room, offices, staff toilets and meeting room.  

ENGLISH 
· English team to sweep English classrooms E1-E4 and Principal’s office.
  
LITTLE STARS 
· To be swept by the Little Stars staff members. This is third party responsibility and they will not line up with any of our students.

CANTEEN 
· Canteen staff to sweep the canteen and dining hall. 

EXAMS
· Exam officer to sweep the office.

D & T
· D & T and Music staff to sweep all D & T and Music rooms
	S Rowbotham 20/09/2023
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