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St Anne’s Catholic Primary School 
 

Aims 
 
It is the overall aim of St Anne’s Catholic Primary School to minimise the risks to staff, pupils, visitors and 
members of the public in the immediate vicinity of the school, which may arise from fire, and to comply 
with the Regulatory Reform (Fire Safety) Order 2005. 
 
This will be achieved by conducting, recording and acting upon regular fire risk assessments, ensuring 
suitable precautions are taken to avoid fires occurring and by ensuring that procedures for minimising the 
effects of an outbreak of fire and evacuating the premises in an emergency are in place. The Health and 
Safety Policy and Fire Evacuation Policy form the basis of this Fire Safety Policy.  
 

Responsibilities 
 
Headteacher 
Mrs Fraser is the responsible person and has overall responsibility for fire safety matters. They shall 
coordinate the implementation of fire safety measures, ensure that staff training takes place and monitor 
the standard of fire precautions maintained. They shall also ensure that an emergency evacuation drill is 
undertaken early in each term that fire action notices are kept up to date and that suitably qualified 
persons maintain fire safety equipment to the authorised schedule. 

Fire Wardens 
The named Fire Wardens at St Anne’s Catholic Primary School are Mrs Fraser, Mr Lilley, Mrs Watkins and 
Miss Postlethwaite. In the event of an emergency evacuation, these employees have the responsibility for 
ensuring that all areas of the School have been swept, evacuated and that this is reported to any relevant 
agencies. During an emergency evacuation, Fire Wardens shall wear hi-visibility tabards to enable them to 
be clearly identifiable. A daily rota is displayed in each zone as seen in Appendix A. 
 
Staff 
All school staff are responsible for maintaining a high standard of fire precautions in areas under their 
control or influence. In particular, staff should ensure that they are fully aware of the emergency 
evacuation procedure in Appendix A. They shall ensure that fire windows and fire exits are kept clear and 
that fire doors are kept shut. They shall also ensure that pupils for whom they are responsible are informed 
of the school fire procedure. 
 
Fire Risk Assessment 
Mrs Fraser shall ensure that a fire risk assessment is carried out every 12 months, or earlier if required (e.g. 
following significant changes to the premises, an incident or notification from an appropriate authority). 
The fire risk assessment shall be conducted by a competent person, as detailed in the Regulatory Reform 
(Fire Safety) Order 2005, the findings acted upon by Mrs Fraser and a copy kept on file. 
 

The Fire Evacuation Process 
 

Action cards displaying the School Fire Procedure are displayed throughout school and shall be of the 
approved format and the current issue. The full evacuation procedure is also displayed in each room. 
 

Fire Training & Emergency Evacuation Drills 
 

Training will be provided annually for all permanent school staff in fire safety and the school fire procedure, 
including training in the practical use of fire extinguishers. Fire Warden training is provided every 3 years. All 
staff, whether temporary or permanent, will have the fire procedure explained to them, together with 
information on the location of fire alarm call points, the sound of the fire alarm and the location of the 
escape routes and alternatives, exits and assembly points. Mrs Fraser shall also ensure that all fire safety 
and training records are maintained and are available for inspection by any enforcement authority.  
 



 

 

 
Maintenance of Fire Safety Equipment & Systems 

 
Fire extinguishers, fire alarm systems and emergency lighting are maintained under a central contract 
administered by professionally qualified consultants: 
 

System Frequency Provider 

Fire Fighting Equipment Annual Pro Fire  

Fire Alarm System 6 Monthly Data Fire & Security  

Emergency Lighting Annual Pro Fire  

 
Testing Of Fire Safety Equipment & Systems 

 
The School Caretaker shall carry out the following tests on the systems and precautions between 
maintenance visits, recording and acting upon the findings: 

System Frequency Method of Test 

Corridors, Escape Routes 
and Fire Exit Doors 

Daily 
Check that fire exit doors are unlocked, escape routes are free 
of obstruction. 

Fire Alarm Daily Visual check of panel for fault indications. 

Fire Alarm Call Points Weekly 
Test key operation of different call point each week in 
rotation. 

Fire Extinguishers, Hose 
Reels, Fire Blankets etc… 

Monthly 
Check that seals are intact, equipment has not been removed 
or tampered with and that the annual inspection and 
maintenance is in date. 

Fire Doors Monthly 
Check that doors are closing fully and, where fitted, latches 
are operating. 

Fire Exit Doors Weekly 
Check that the doors are opening freely and that emergency 
exit fittings are operating. 

Emergency Lighting Monthly 
Operation of test switch or circuit breaker and check that 
lights illuminate. 

 
Records 

All service records to be stored safely in the fire safety file.  

Designated Assembly Points 
 

An assembly point is located near the main school gate. This is the main point of assembly for the office 
areas, Kitchen, Reception Class and Pre-School. Another assembly point is located on the school yard near 
the centre fence. This is the main point of assembly for Year 1, Year 2, Year 3, Childcare, Year 4/5 and Year 
6. All rooms leading from the hall can use either of these assembly points.  



 

 

Fire Emergency Procedure 
 

Arrangements for children with medical conditions that require medication 
Medical lock boxes are kept in each classroom containing medication for those that require it. Upon 
hearing the fire alarm, the member of staff in each class must bring this medical lock box with them, 
should the child require it when at the assembly point. The code for each lock box is the same and it has 
been communicated to all staff.  

Arrangements for supply staff 
Supply staff are to follow the procedures detailed in the emergency procedure, depending on where 
they are based. In the event a member of staff is absent and a supply teacher is needed, a key for the 
keyed alike locks for the perimeter gates will be provided to the relevant cover, i.e. the supply teacher. 
Office staff are responsible for providing them with a key, and in their absence, it will be Mrs Watkins. In 
the absence of a teacher, the office or Mrs Watkins will inform the supply staff to also bring the medical 
lock box to the designated assembly point.  

What action employees need to take if they discover a fire 
Employees need to operate the break glass alarm located on exit points and shout fire. They then need 
to exit the building immediately and go to the relevant assembly point, ensuring that all pupils go ahead 
of them to exit the building.   

How occupants are warned if there is a fire 
Occupants will be warned as they will hear the fire alarm system, which is a continuous siren. They will 
also hear shouts of fire.  

Arrangements for calling Fire Service and other emergency services 
The fire alarm is connected to an alarm receiving centre and red care. Due to recent changes with call 
outs during school hours, Mrs Fraser will dial 999 for the fire services on hearing the alarm. If the she is 
absent, Mrs Watkins or Mr Lilley will call the fire brigade.  

What firefighting equipment is provided.  
There is foam, carbon dioxide and dry powder fire extinguishers located throughout the school. Each has 
a clear notice of what each extinguisher should be used for. They may be used only if it is safe to do so. 
Fire blankets are also located throughout the school. See Fire Map of school on page 4.  

Specific actions  required before evacuating 
Where possible and if the room is clear from children or visitors etc, doors must be closed behind you. 
Each classroom has a Fire Drill Attendance Card and each Teacher must bring this with them to the 
assembly point. Office staff must bring the visitor sign in sheet to the assembly point to ensure that all 
visitors have vacated the premises.  

How the evacuation of the workplace should be carried out 
Leave the building immediately in an orderly fashion via the nearest exit point and make your way to the 
relevant assembly point. Do not stop to collect belongings. Staff must ensure all pupils in their charge 
exit the building. Do no enter the building until the premises has been officially declared safe by the 
appropriate agencies.  

Location of the assembly point(s) 
There is an assembly point located on the school yard near the centre fence. There is also an assembly 
point located near the main school gate. Fire action cards are displayed throughout the school and 
illustrate the nearest assembly point. Visitors are informed of them upon arrival to school. When the 
building has been evacuated, and if there is a confirmed fire, those that are on the yard will then need to 
evacuate the site. Before doing so, the perimeter gates on the left and right must be unlocked. All 
members of staff have a copy of the key for each padlock and carry it with them at all times on their 
lanyard. If there is a staff member absence, this key will be provided to the person that has been booked 
to cover their absence.  

Detail the procedure for checking that premises has been completely evacuated 
The Fire Wardens are Mrs Fraser, Mrs Watkins, Miss Postlethwaite and Mr Lilley. There is a daily Fire 
Warden rota, which is communicated in staff briefing.  It is also displayed in each zone.  Mr Lilley is 
responsible for Zone 1 and must sweep the Head’s Office, Main Office, Deputy’s Office, Staff Toilets, 
Staff Room, Main Hall, Intervention Room, Copier Room, IT Store, PE Store, Kitchen and Kitchen Toilet 
before exiting.  Mrs Watkins is responsible for Zone 2 must sweep the Reception Classroom, Reception 
Toilet, KS1 Boys Toilet, KS1 Girls Toilet, Year 2 Classroom and the Year 1 Classroom before exiting.   Mrs 



 

 

Fraser is responsible for Zone 3 and must sweep the Art Store, KS2 Girls Toilet, Year 4/5 Classroom, Year 
6 Classroom, Reading Room, KS2 Boys Toilet, Disabled Toilet, Year 3 Classroom and Childcare before 
exiting.  Mrs Curran is responsible for Zone 4 and must sweep the pre-school.   
 

In the absence of a fire warden, the plan will be left for the named person on the zone map sweep areas, 
and they will then follow the actions, only if it is safe to do so. If there are no fire wardens present out of 
school hours, including childcare. Mrs Hall or Mrs Lowes will complete a sweep of their area and follow 
the actions in the plan, if it is safe to do so, ensuring all in their care have been accounted for. If any of 
the fire wardens are teaching, they will ensure that their class is evacuated and ask the Teacher in the 
joining classroom to take the class onto the yard and get them to line up. The fire warden will then 
sweep their zone and meet the class at the assembly point. See Fire Map Zone List Sweeps on page 5.   
 
When exiting the building, each class teacher must bring their Fire Drill Attendance Card. This will be 
completed daily with the school register. In the first instance, each teacher will check the attendance of 
their class using the Fire Drill Attendance Card. Office staff will check the visitor sign in sheet to ensure 
that all visitors are accounted for. Once the roll call is complete, do no enter the building until the 
premises has been officially declared safe by the appropriate agencies. Once at the relevant assembly 
point, Mr Lilley and Mrs Fraser will communicate via the radio receiver to confirm roll call is complete 
and whether all are accounted for. The class teacher must then ensure that the Fire Drill Attendance 
Card is returned to their classroom. Office staff must ensure that the visitor sign in sheet is returned to 
the reception office.  

Identify key fire exit routes and fire exits. 
Reception 
Reception Class may exit via the classroom door leading to the outdoor area or they may exit via their 
classroom door to the KS1 main entrance and then walk to the assembly point near the main school 
gate. Before reaching the assembly point, the perimeter gate must be unlocked. All members of staff 
have a copy of the key for the padlock and carry it with them at all times on their lanyard. They may also 
exit via their classroom door, go down the stairs and then go to the emergency fire exit located in Year 1 
and then go to the assembly point on the school yard. They may also exit via the pre-school room and go 
down the emergency stairs onto the assembly point on the school yard.  
KS1 
Year 1 and Year 2 may exit via the Year 1 emergency exit door and then make their way to the assembly 
point on the school yard. They may also exit via the KS1 main entrance and go to the assembly point 
near the main school gate.  
KS2 Upper 
Year 4/5 and Year 6 may exit via the Year 4/5 emergency exit door and then make their way to the 
assembly point on the school yard. Alternatively, they may exit via the KS2 main entrance, situated out of 
the double doors and down the set of stairs. They must then go to the assembly point on the yard.  
KS2 Lower 
Year 3 and St Anne’s Childcare Club may exit via the St Anne’s Childcare Club emergency exit door and 
follow the ramp down to the assembly point on the school yard. Alternatively, they may exit via the KS2 
main entrance, situated out of their classroom at the top of the stairs. They must then go to the 
assembly point on the yard.  
Hall, Intervention Room, Copier Room, IT Store, PE Store 
From the main hall, intervention room, copier room, IT store and PE store, access to fire exits can be 
made by going through the double doors to either the main entrance, KS2 main entrance or the KS1 
main entrance exits. If an exit is made via the main entrance and the KS1 main entrance, the assembly 
point near the main school gate must be used. If an exit is made via the KS2 main entrance, the assembly 
point on the school yard must be used.   
Offices / Staff Room 
From the offices, staff room and staff toilets, the exit route must be made via the main entrance. The 
assembly point near the main school gate must be used. Alternatively, the exit route can be accessed via 
the kitchen and the KS1 main entrance using the same assembly point. The KS2 main entrance exit may 
also be used with the assembly point on the yard.  
 



 

 

Kitchen 
Kitchen staff may exit via the emergency exit door in the kitchen and go to the assembly point near the 
main school gate. Alternatively, kitchen staff may go through the double doors to the main entrance and 
exit via this entrance, using the assembly at the main school gate. They may also exit via the KS2 main 
entrance exit and go to the assembly point on the yard.  
Pre-School 
The Pre-School may exit via the classroom door leading to the outdoor area and then go to the assembly 
point near the main school gate. Before reaching the assembly point, the perimeter gate must be 
unlocked. All members of staff have a copy of the key for the padlock and carry it with them at all times 
on their lanyard.   The pre-school can also exit via their main entrance gate and go to the assembly point 
near the main school gate. Before reaching the assembly point, this gate must be unlocked. All members 
of staff have a copy of the key for the padlock and carry it with them at all times on their lanyard. They 
may also exit via the emergency exit door and go down the stairs to the assembly point on the school 
yard.  

Evacuation arrangements for those at risk:-  
Contractors and Visitors  
Will sign in at the main office. A visitor notice is displayed on the sign in app, which they must read and 
accept this before entering the school. This notice contains emergency procedures. The office staff also 
inform them if there is a planned fire drill and direct them to take note of fire action cards throughout 
the school. A copy of the fire emergency procedures is available on request.  

Arrangements for High Fire Risk Areas  
Boiler room exits direct to open air. 
Kitchen exits direct to open air.  
What contingency plans are there for when Fire Protection measures are out of order 
In the event of any equipment being out of order, Mrs Fraser will complete a risk assessment and 
implement any findings immediately. The school has an air warning horn, which will be used if required 
as a means of raising the alarm.   

Meeting the Fire Service on arrival.  
Mrs Fraser will meet the Fire Service and report if all persons are accounted for and pass on any relevant 
information regarding the incident.  Following the roll call, if a person is unaccounted for, Mrs Fraser or 
the relevant fire warden in her absence, will show the fire service the relevant area on the fire map. A 
copy of the asbestos plan and map will also be shared with the fire service.  

What Fire Safety training arrangements are in place.  
Induction and refresher training is carried out for all employees. Regular staff meetings and site 
inspections reinforce fire safety measure.  Fire Wardens have relevant training and whole school fire 
extinguisher training. 

Phased evacuation plan 
A full and immediate evacuation is carried out of the main school building.  

 



 

 

 

 
Fire Map Zone List 
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APPENDIX 1 Fire Map Zone List Sweep Areas 
 

Zone Number Areas Responsible Fire Warden If Absent 

• Part of 1  
(Head’s Office and Main Office) 

• 4 

• 5  

• 6 

• Head’s Office 

• Main Office 

• Deputy’s Office 

• Staff Toilets 

• Staff Room 

• Main Hall 

• Intervention 
Room 

• Copier Room 

• IT Store 

• PE Store 

• Kitchen 

• Kitchen Toilet 

Mr Lilley Mrs Potts  

• 1 
(Excluding Head’s Office and 
Main Office) 
 

• Reception 
Classroom 

• Reception Toilet 

• KS1 Boys Toilet 

• KS1 Girls Toilet 

• Year 2 Classroom 

• Year 1 Classroom 

Mrs Watkins Miss Dale 

• 2  

• 3 

• Art Store 

• KS2 Girls Toilet 

• Year 4/5 
Classroom 

• Year 6 Classroom 

• Reading Room 

• KS2 Boys Toilet 

• Disabled Toilet 

• Year 3 Classroom 

• Childcare 

Mrs Postlethwaite Mrs Henry  

• Pre-School • Pre School Gillian Curran Teresa French 

 

 



 

 

APPENDIX 2 Classroom Evacuation Procedures  
 

Classroom Evacuation procedure Year 6 Classroom 

 
In case of a fire: 
Raise alarm via the call point. The nearest call point is in located the Year 5 classroom, near the 
emergency exit.  
 
Nearest Exit: 
Via the inner door into the Year 5 classroom and down the emergency exit located in the 
classroom. Alternatively, exit via the KS2 entrance through the double doors and down the set of 
steps. 
 
Nearest Assembly Point: 
School Yard. 

Action When The Fire Alarm Sounds 

Role Action / Responsibility 

Class Teachers / 
Teaching Assistants 

• Instruct children to remain calm, to leave all personal belongings 

and to line up at the nearest / most appropriate exit. 

• Retrieve your fire drill attendance card. 

• Ensure you have your gate key on your lanyard.  

• Ensure you take the medical lock box with you with the 

medication for the children in your class.  

• Immediately evacuate the building taking all children in your 

charge through the nearest / most appropriate exit. 

• Close the doors and windows on leaving. 

• Lead all children to the designated assembly point via the 

quickest / safest route and line up. 

• Use your fire drill attendance card to check all children are 

accounted for. 

• Notify Mrs Fraser or one of the on duty Fire Wardens 

immediately of any pupils that are missing. 

• Wait for further instruction. 

• Do no re-enter until told it is safe to do so. 



 

 

 
Classroom Evacuation procedure Year 4/5 Classroom 

 
In case of a fire: 
Raise alarm via the call point, which is located near the emergency exit in the classroom.  
 
Nearest Exit: 
Via the emergency exit located in the classroom. Alternatively, exit via the KS2 entrance through 
the double doors and down the set of steps. 
 
Nearest Assembly Point: 
School Yard. 

Action When The Fire Alarm Sounds 

Role Action / Responsibility 

Class Teachers / 
Teaching Assistants 

• Instruct children to remain calm, to leave all personal belongings 

and to line up at the nearest / most appropriate exit. 

• Retrieve your fire drill attendance card. 

• Ensure you have your gate key on your lanyard.  

• Ensure you take the medical lock box with you with the 

medication for the children in your class.  

• Immediately evacuate the building taking all children in your 

charge through the nearest / most appropriate exit. 

• Close the doors and windows on leaving. 

• Lead all children to the designated assembly point via the 

quickest / safest route and line up. 

• Use your fire drill attendance card to check all children are 

accounted for. 

• Notify Mrs Fraser or one of the on duty Fire Wardens 

immediately of any pupils that are missing. 

• Wait for further instruction. 

• Do no re-enter until told it is safe to do so. 



 

 

 
Classroom Evacuation procedure Year 3 Classroom 

 
In case of a fire: 
Raise alarm via the call point. The nearest call point is located outside of the classroom, near the 
science cupboard.  
 
Nearest Exit: 
Via the inner door into the childcare room and out of the emergency exit located in the room. 
Alternatively, exit via the KS2 entrance out of the classroom at the top of the steps. 
 
Nearest Assembly Point: 
School Yard. 

Action When The Fire Alarm Sounds 

Role Action / Responsibility 

Class Teachers / 
Teaching Assistants 

• Instruct children to remain calm, to leave all personal belongings 

and to line up at the nearest / most appropriate exit. 

• Retrieve your fire drill attendance card. 

• Ensure you have your gate key on your lanyard.  

• Ensure you take the medical lock box with you with the 

medication for the children in your class.  

• Immediately evacuate the building taking all children in your 

charge through the nearest / most appropriate exit. 

• Close the doors and windows on leaving. 

• Lead all children to the designated assembly point via the 

quickest / safest route and line up. 

• Use your fire drill attendance card to check all children are 

accounted for. 

• Notify Mrs Fraser or one of the on duty Fire Wardens 

immediately of any pupils that are missing. 

• Wait for further instruction. 

• Do no re-enter until told it is safe to do so. 



 

 

 
Classroom Evacuation procedure Childcare 

 
In case of a fire: 
Raise alarm via the call point, which is located near the emergency exit in the room.  
 
Nearest Exit: 
Via the emergency exit located in the classroom. Alternatively, exit via the KS2 entrance out of the 
classroom at the top of the steps. 
 
Nearest Assembly Point: 
School Yard. 

Action When The Fire Alarm Sounds 

Role Action / Responsibility 

Class Teachers / 
Teaching Assistants / 
Childcare Managers 

• Instruct children to remain calm, to leave all personal belongings 

and to line up at the nearest / most appropriate exit. 

• Retrieve your fire drill attendance card. 

• Ensure you have your gate key on your lanyard.  

• Ensure you take the medical lock box with you with the 

medication for the children in your class.  

• Immediately evacuate the building taking all children in your 

charge through the nearest / most appropriate exit. 

• Close the doors and windows on leaving. 

• Lead all children to the designated assembly point via the 

quickest / safest route and line up. 

• Use your fire drill attendance card to check all children are 

accounted for. 

• Notify Mrs Fraser or one of the on duty Fire Wardens 

immediately of any pupils that are missing. 

• Wait for further instruction. 

• Do no re-enter until told it is safe to do so. 



 

 

 
Classroom Evacuation procedure Year 2 Classroom 

 
In case of a fire: 
Raise alarm via the call point. The nearest call point is located in the Year 1 classroom near the 
emergency exit. 
 
Nearest Exit: 
Via the inner door into the Year 1 classroom and out of the emergency exit located in the room. 
Alternatively, exit via the KS1 entrance out of the classroom at the top of the steps. 
 
Nearest Assembly Point: 
Main School Gate. 

Action When The Fire Alarm Sounds 

Role Action / Responsibility 

Class Teachers / 
Teaching Assistants   

• Instruct children to remain calm, to leave all personal belongings 

and to line up at the nearest / most appropriate exit. 

• Retrieve your fire drill attendance card. 

• Ensure you have your gate key on your lanyard.  

• Ensure you take the medical lock box with you with the 

medication for the children in your class.  

• Immediately evacuate the building taking all children in your 

charge through the nearest / most appropriate exit. 

• Close the doors and windows on leaving. 

• Lead all children to the designated assembly point via the 

quickest / safest route and line up. 

• Use your fire drill attendance card to check all children are 

accounted for. 

• Notify Mrs Fraser or one of the on duty Fire Wardens 

immediately of any pupils that are missing. 

• Wait for further instruction. 

• Do no re-enter until told it is safe to do so. 



 

 

 
Classroom Evacuation procedure Year 1 Classroom 

 
In case of a fire: 
Raise alarm via the call point, which is located near the emergency exit in the room. 
 
Nearest Exit: 
Via the emergency exit located in the classroom. Alternatively, exit via the KS1 entrance out of the 
classroom at the top of the steps. 
 
Nearest Assembly Point: 
Main School Gate. 

Action When The Fire Alarm Sounds 

Role Action / Responsibility 

Class Teachers / 
Teaching Assistants   

• Instruct children to remain calm, to leave all personal belongings 

and to line up at the nearest / most appropriate exit. 

• Retrieve your fire drill attendance card. 

• Ensure you have your gate key on your lanyard.  

• Ensure you take the medical lock box with you with the 

medication for the children in your class.  

• Immediately evacuate the building taking all children in your 

charge through the nearest / most appropriate exit. 

• Close the doors and windows on leaving. 

• Lead all children to the designated assembly point via the 

quickest / safest route and line up. 

• Use your fire drill attendance card to check all children are 

accounted for. 

• Notify Mrs Fraser or one of the on duty Fire Wardens 

immediately of any pupils that are missing. 

• Wait for further instruction. 

• Do no re-enter until told it is safe to do so. 



 

 

 
Classroom Evacuation procedure Reception Classroom 

 
In case of a fire: 
Raise alarm via the call point, which is located near the emergency exit in the room. 
 
Nearest Exit: 
Via the emergency exit located in the classroom. Alternatively, exit via the KS1 entrance out of the 
classroom, or via the emergency exit in the Year 1 classroom. 
 
Nearest Assembly Point: 
Main School Gate. 

Action When The Fire Alarm Sounds 

Role Action / Responsibility 

Class Teachers / 
Teaching Assistants   

• Instruct children to remain calm, to leave all personal belongings 

and to line up at the nearest / most appropriate exit. 

• Retrieve your fire drill attendance card. 

• Ensure you have your gate key on your lanyard.  

• Ensure you take the medical lock box with you with the 

medication for the children in your class.  

• Immediately evacuate the building taking all children in your 

charge through the nearest / most appropriate exit. 

• Close the doors and windows on leaving. 

• Lead all children to the designated assembly point via the 

quickest / safest route and line up. 

• Use your fire drill attendance card to check all children are 

accounted for. 

• Notify Mrs Fraser or one of the on duty Fire Wardens 

immediately of any pupils that are missing. 

• Wait for further instruction. 

• Do no re-enter until told it is safe to do so. 



 

 

 
Classroom Evacuation procedure Pre-School 

 
In case of a fire: 
Raise alarm via the call point, which is located near the emergency exits in the room. 
 
Nearest Exit: 
Via the emergency exit located in the classroom. Alternatively, exit via the emergency exit in the 
Reception classroom. 
 
Nearest Assembly Point: 
Main School Gate. 

Action When The Fire Alarm Sounds 

Role Action / Responsibility 

Class Teachers / 
Teaching Assistants   

• Instruct children to remain calm, to leave all personal belongings 

and to line up at the nearest / most appropriate exit. 

• Retrieve your fire drill attendance card. 

• Ensure you have your gate key on your lanyard.  

• Immediately evacuate the building taking all children in your 

charge through the nearest / most appropriate exit. 

• Close the doors and windows on leaving. 

• Lead all children to the designated assembly point via the 

quickest / safest route and line up. 

• Use your fire drill attendance card to check all children are 

accounted for. 

• Notify Mrs Fraser or one of the on duty Fire Wardens 

immediately of any pupils that are missing. 

• Wait for further instruction. 

• Do no re-enter until told it is safe to do so. 



 

 

 
Evacuation Procedure Kitchen 

 
In case of a fire: 
Raise alarm via the call point, which is located near the emergency exit in the room. 
 
Nearest Exit: 
Via the emergency exit door in the kitchen and go to the assembly point near the main school 
gate. Alternatively, kitchen staff may go through the double doors to the main entrance and exit 
via this entrance, using the assembly at the main school gate. They may also exit via the KS2 main 
entrance exit and go to the assembly point on the yard.  
 
Nearest Assembly Point 
Main School Gate 
 
Fire Wardens 
Please refer to the daily Fire Warden rota displayed near the main office.  
Gareth Lilley 
Sonia Fraser 
Kelly Watkins 
Amy Postlethwaite 

Action When The Fire Alarm Sounds 

Role Action / Responsibility 

Kitchen 
Staff  

• Immediately evacuate the building taking all visitors in your charge through 

the nearest / most appropriate exit, as seen below.  

• Close the door on leaving. 

• Go to the designated assembly point via the quickest / safest route. 

• Notify Mrs Fraser or one of the on duty Fire Wardens immediately of any of 

your visitors are missing. 

• Wait for further instruction. 

• Do no re-enter until told it is safe to do so. 



 

 

 
Evacuation procedure Intervention Room 

 
In case of a fire: 
Raise alarm via the call point, nearest call points are the KS1 entrance and KS2 entrance. 
 
Nearest Exit: 
Through the hall and via the KS2 exit, or through the hall via the KS1 exit. 
 
Nearest Assembly Point: 
School Yard.  
 

 

  
 

Action When The Fire Alarm Sounds 

Role Action / Responsibility 

Class Teachers / 
Teaching Assistants   

• Instruct children to remain calm, to leave all personal belongings 

and to line up at the nearest / most appropriate exit. 

• Retrieve your fire drill attendance card. 

• Ensure you have your gate key on your lanyard.  

• Immediately evacuate the building taking all children in your 

charge through the nearest / most appropriate exit. 

• Close the doors and windows on leaving. 

• Lead all children to the designated assembly point via the 

quickest / safest route and line up. 

• Use your fire drill attendance card to check all children are 

accounted for. 

• Notify Mrs Fraser or one of the on duty Fire Wardens 

immediately of any pupils that are missing. 

• Wait for further instruction. 

• Do no re-enter until told it is safe to do so. 


