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Evacuation Policy  

We at the RGSGQ believe that the safety of pupils and staff is of paramount importance and therefore 

we must put much thought and practical detail into the procedures to ensure everyone’s safety. 

This policy sets out the procedures to be followed in the event of a fire or other emergency that requires 

the school to be evacuated. It is designed to ensure that pupils, staff and visitors leave the building in an 

orderly and speedy manner to assemble in safe places. 

The aims of the policy are: 

1. To keep the pupils, staff and visitors safe from danger. 

2. To provide all members of staff with a clear statement of procedure in the event of danger to 

themselves and to the pupils. 

3. To provide a written account of the procedure in the event of an evacuation in order to evacuate 

the building quickly and in an orderly manner without panic and to take all 

 

People Responsible 

The Head of School has overall responsibility for the evacuation of the school building. In his absence, 

responsibility passes to the Fire Marshal, Mrs Jones. They work in conjunction with the Facilities Engineer, 

Mr Menon, and security personnel.  

 

Fire Alarm and Evacuation Routes 

The Fire Alarm is recognised by a continuous ringing sound. This must always result in total evacuation 

of the building in which the alarm is sounding. 

Every room has a school map showing the direction one must take to leave the building if the fire alarm 

sounds. The fire map directions should be known by everyone using a room and are not covered by 

displays or notices.  The directions indicated should be followed to avoid congestion around the school. 

If for any reason no map is present immediately report this to the Head of School.  

REMEMBER: IF ANY ROUTE BECOMES CONGESTED, OR CANNOT BE USED, EXIT BY THE LEAST 

CONGESTED ROUTE. 

All adults should know which direction the nearest fire exit and stairway is at all times so one can safely 

leave the premises.  

The gate to access the Early Years playground from the main administration area is locked with a 

padlock. The code is RG16. Either the Head of School, Fire Marshall, Facilities Engineer or a member of 

the security team should ensure it is unlocked. However, if it is locked then the first adult arriving is 

responsible for opening the gate for all.  

The assembly point/muster point for all pupils, staff and visitors is the undercover basketball court in the 

Key Stage 1 and 2 play area.  
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Evacuation  

If the fire alarm sounds: 

 The supervising teacher leads the class quickly, but in an orderly fashion, to the assembly 

point/muster point on the undercover basketball court, following the most direct route as 

indicated on the map displayed in each room. Walk in single file and in silence (with teacher 

directing). 

 If the outside basketball court is unsafe, the person responsible will direct the group accordingly 

to a new location. 

 Close all windows and doors if time permits. Nobody should stop to collect personal belongings, 

shoes etc.  

 Teachers leaving the different areas of the school without pupils should check empty classrooms 

and toilets to ensure no pupils are waiting in these places. 

 

 Class Teachers and Tutors should quickly assemble their class of pupils in a straight silent line at 

the point indicated by their class name sign. The class teacher or tutor should register the class 

swiftly, alerting the Head of School by raising their hand when they have everyone accounted 

for or if there are any missing children. Hands should remain raised until the person responsible 

indicates they can be lowered. Teachers must not return for missing children themselves but 

await instruction. 

 

 Administrative staff should assemble in a separate line as indicated by the corresponding sign. 

They will be registered by the Fire Marshal.  

 

 Academic staff who are not class teachers or tutors should assemble in a separate line as 

indicated by the corresponding sign. They will be registered by the Deputy Head.   

 

 Facilities and canteen staff should assemble in a separate line as indicated by the corresponding 

sign. They will be registered by the Facilities Engineer.  

 

 Visitors should assemble in a separate line as indicated by the corresponding sign. They will be 

registered by the Head of Security.  

 The Head of School will advise everyone about the emergency evacuation. If the school has the 

all clear, then classes will be dismissed and return to their rooms and activities. 

 

 

 


