ARCHBISHOP RUNCIE CHURCH of ENGLAND (VA) FIRST SCHOOL

Fire and Emergency Evacuation Procedures (see also H&S Policy)
In the event of a fire or other emergency which necessitates the evacuation of the building, the following procedures will be carried out immediately after the alarm has sounded:

· Admin Officer will call emergency services (999); [NB Not in the case of an evacuation drill].

· Leave the classroom or work area by the nearest fire exit or other safe exit (see Fire Action notices displayed around school);

· Try to close doors and windows as you leave;

· Encourage children to move quickly and calmly;

· If available take class register out into the playground;

· Admin Officer to take out paper registers, including Visitors’ Book, as well as Emergency Contact file;

· Admin Officer to check Staffroom & Stockroom then ‘sweep’ the building from Office via Foundation Stage Unit to main cloakroom;

· Facility Supervisor/Headteacher to sweep building from Meeting rooms via hall to main cloakroom;

· Assemble the children in class lines at the west end of the playground (farthest from the building);

· Carry out immediate headcount and then call register to check all children are out of the building;

· Report any missing children to the Headteacher;

· Admin Officer will account for all adults (staff & visitors). 

In the event of any children or adults being reported missing the Headteacher will re-enter the building, if safe to do so.
If it is not possible for the children and staff to re-enter the building, arrangements have been made with the Headteacher of Gosforth Central Middle School for them to be accommodated there until such time as the school building is deemed safe or alternative arrangements can be made.

If the fire alarm sounds during out of hours activities (before or after school clubs) the club leader is to escort the children onto the playground and call a register. All available staff to assemble with the children.

The Fire Alarm is tested regularly and a fire drill carried out each term. A record of all tests and repairs to the alarm and extinguishers is recorded in the Fire Prevention Log Book, as are Fire Drills.

FIRE ACTION!

On hearing the fire alarm all members of staff must:

1. Ensure the children leave the building by the quickest, safest route

2. Close all doors behind them

3. Report to the Assembly Point

4. Collect register from Admin staff at Assembly point

5. Call register and account for each child by name

6. Report register call to Headteacher

Do not take risks

Do not stop to collect personal belongings

Do not return to the building for any reason until authorized to do so

IN THE EVENT OF AN EMERGENCY
Be prepared to give:

· The school name and address
ARCHBISHOP RUNCIE FIRST SCHOOL

CHRISTON ROAD

GOSFORTH
NEWCASTLE UPON TYNE 

NE31US

· The details of the emergency

· The school phone number 

0191 285 2663

· Your name
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If the alarm is a false alarm call the control room on 0191 444 1069 to inform the fire brigade.








