
 

School Health and Safety Policy - Appendix C 

Fire Evacuation Procedure 

 

 

PLEASE NOTE: 

 

- ALL EMERGENCY EVACUATION OF THE BUILDING MUST FOLLOW THIS PROCEDURE e.g. 

fire, gas leak, bomb alert, flooding 

 

- In the event of a missing person, report immediately to the Head teacher or person in 

charge. DO NOT GO BACK INTO THE BUILDING until the Fire Safety Manager or Fire 

Officer has given the all clear. 

 

GUIDANCE ON FIRE EVACUATIONS 

 

Alarm Operation 

 

Anyone discovering a fire must, without hesitation, sound the fire alarm by operating the nearest 

fire alarm call point. 

 

Consideration: Where there is a need to evacuate due to a suspect package or telephone 

threat, the SEMT should evacuate the school room by room without sounding the alarm. 

 

Calling the fire Service 

 

All outbreaks of fire, or suspected fire should be reported immediately to the fire service by the 

quickest means available. This task is the responsibility of the Admin team, as they have 

telephones with outside lines available at their location. 

 

Evacuation 

 

On hearing the fire alarm, pupils must be instructed to leave the building in single file and in a 

calm, orderly manner via the nearest fire exit. 

 

The person in charge of each class must indicate the exit route to be used and everyone must 

be directed to their designated assembly point.  

 

Where applicable, special arrangements must be made for pupils with physical or mental 

disabilities, to ensure that they are assisted during an evacuation. 

 

- No running is permitted, as this can cause panic; 

- Anyone not in class when the fire alarm sounds must go immediately to their assembly 

point; 

- No one must re-enter the building until told to do so by the fire service in attendance, or in 

the case of a fire evacuation drill this will be either the Head teacher, Deputy Head teacher 

or the School Business Manager. 

 

Assembly Points 

 

Assembly point A is the School Field: Pupils, staff and visitors must line up in front of the clearly 

marked areas on the fence. The location of the assembly points is so that they are far enough 

from the school building to give protection from the heat and smoke given off by a fire. And that 

they do not put pupils and staff at risk from emergency vehicles responding to the incident. 

 

Assembly point B is The Selby Centre: If the school premises has been evacuated and it is not 

possible to re-enter the school or for pupils to go home immediately, it may be possible to 

temporarily re-locate to The Selby Centre (Selby Road, Tottenham N17 8JL). Access is via the gate 
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at the rear of the school field. The code for the padlock is shared with members of staff; it is 

occasionally changed and where this is the case is communicated immediately to staff. 

 

The School’s secondary off-site assembly point is Risley Avenue Primary School (The Roundway, 

Tottenham N17 7AB).   

 

Roll call 

 

The Admin team have overall responsibility to ensure that a roll call is conducted in the event of 

a fire evacuation. They should use the following instructions. 

 

- Evacuation reports, emergency pack, visitor’s book and first aid kits to be collected before 

leaving the building; 

- Immediately after classes have assembled at their assembly points, a roll call or count 

must be made to check that no one is still inside; 

- All visitors or contractors on site at the time have to be included; 

- The count at the assembly points must be checked with the registers and visitors book to 

verify that everyone is out of the building; 

- Fire Wardens must report to the Admin team to verify that everyone in their charge is 

accounted for or to inform them of the number of people missing, which must be relayed 

immediately to the Head teacher or in their absence the named SLT member on duty.  

 

Meeting the fire service in the event of a real emergency 
 

The Fire Safety Manager, a member of the Senior Leadership Team and Admin Team member to 

identify themselves to the fire service on their arrival.  This will allow the fire officer to decide the 

necessary actions to be carried out by the fire service. 

 

Typical information the fire service will want to know: 

 

- Is everyone accounted for? 

- If anyone is missing: how many? What is their usual location? Where were they last seen? 

- Where is the fire? What is on the fire? 

- Are there any hazardous substances involved in the fire or stored within the building (e.g. 

chemicals, solvents, petrol or gas cylinders. (information within the emergency pack) 

 


