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Fire Drill and Evacuation Procedures

Fire Assembly Point:

Green fence on school yard 
This document is a guide to who does what in the event of an evacuation of the building during the partial reopening of the school during Covid-19.  
The signal for evacuation is a two-tone sound – this will be sounded for alarm tests/fire drills and evacuations.

On hearing the siren everyone must leave the building SILENTLY and CALMLY using the nearest fire exit.

Fire exits are clearly marked around the building.  
You must not stop and collect personal belongings - close but do not lock doors behind you.
Reporting

The reporting structure will ensure that students, staff and visitors are all accounted for or that anyone not accounted for is reported to the responsible person, during the partial reopening this will be a member of SLT.
Evacuation of School Building

· Pupils line up silently, by the Classroom Teacher, in surname alphabetical order. The Classroom Teacher will take the register.

· The Classroom Teacher will check for any missing pupils.

· A member of SLT will be present each day in school, the Classroom Teacher will report into the SLT member with details of any missing pupils or staff.
· The Hub responsible person will collect the signing in sheet at the Inclusion entrance before making their way to the school yard.
· The second staff member supervising the Hub provision will lead the pupil(s) to the school yard.
· Hub register will be taken and reported into SLT member. 
· The Receptionist will bring the signing in books for visitors, staff and pupils and the First Aid kit; school mobile phone and check that all visitors and visiting 6th Form students are accounted for before reporting to SLT member.
Responsibilities

David Stevens will tend to alarm and call emergency services if needed.  David will then inform the member of SLT when it is safe to return to the school building.
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