GUILDFORD

Fire Evacuation Procedure
*THE FOLLOWING INSTRUCTIONS ARE DISPLAYED IN ALL ROOMS*

EVACUATION IN CASE OF FIRE
Alarm:
= A continuous ringing bell. This must always result in total evacuation of the building in which the alarm is
sounding.

Assembly Area/Muster
Point:
= Undercover basketball court in main playground
=  Gate padlock — the code is RG16. Either the Fire Marshall or a member of the Security team should ensure it
is unlocked.

Action:
=  (Close all windows and doors if time permits: leave all belongings.
=  Walkin single file and in silence (with teacher directing) to assembly areas.

All persons should exit the building by the nearest available fire exit as shown on evacuation map

NOTE: The first member of staff exiting the building from any exit is to open both doors to allow free passage to
all persons following on.

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

ALARM DURING CLASS TIMES
=  Assemble always in class groups in silence
= (Class teachers and tutors check for absentees using register
= Once all have been accounted for, class teachers raise their hand holding the green or red card Hand must
remain in the air until acknowledged by Fire Marshal or Head of School
=  Administrative staff, facilities staff and specialist academic staff should assemble at ‘Staff’ sign
= Visitors to assemble at ‘Visitors signed’ and be registered by Lead Security Officer
= Individuals detached from class are to go to the assembly area and report to a member of staff
= Security staff to advise the Head of School when it is safe to re-enter the building
= Noone is to re-enter the school buildings until told to do so by the Head of School
=  Oninstruction, file in silence back to classrooms.

ALARM OUTSIDE CLASS TIMES

= Staff clear buildings via best available route to normal assembly area
=  Children assemble in class groups or as instructed by the staff member present.

FIRE INCIDENTS
= All incidents must be reported to the Head of Schoolimmediately after the emergency.

RESPONSIBILITY

= Head of School has overall responsibility for evacuation
" |nthe absence of the Head of School, Deputy Head of School is responsible.

Reviewed by: Head of School
Date of last review: September 2024
Date of next review:  July 2025



Emergency Number for Fire/Police/Ambulance: Dial 999
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