















 EVACUATION PROCEDURE





SIGNAL TO EVACUATE


Automated Voice Evacuation System 


(Or hand bell)


School bell ringing continuously





PROCEDURE – ADMINISTRATION


Exit through the main door, walk between Room 11a and the hall after checking no-one in toilets, medical room or staffroom. Assemble on court in front of Room 11.


 One staff member to take absentee book/late and visitor in-out boards


One staff member to take pupil folder/medical kits/Class lists





On arrival check all visitors accounted for.











EVACUATION PROCEDURE





SIGNAL TO EVACUATE


Automated Voice Evacuation System 


(Or hand bell)


School bell ringing continuously





PROCEDURE – ROOMS 1A, 1B, 2


Exit classroom (taking your red clipboard with class list in) through cloakroom, moving between Room 14 & 15 and behind Room 13 and 14 and assemble on the court in front of Room 11.





Teacher (warden) to check cloakroom and toilets to ensure all children are accounted for.





Assemble on the court/field in a line – check children off the class list. Send a runner to the Principal or allocated teacher to let him/her know that all children are accounted for from your class.





EVACUATION PROCEDURE





SIGNAL TO EVACUATE


Automated Voice Evacuation System 


(Or hand bell)


School bell ringing continuously





PROCEDURE – ROOMS 3 & 4


Exit classroom (taking your red clipboard with class list in) through cloakroom, moving between Room 13 & hall and assemble on the court in front of Room 11.





Teacher (warden) to check cloakroom and toilets to ensure all children are accounted for.





Assemble on the court/field in a line – check children off the class list. Send a runner to the Principal or allocated teacher to let him/her know that all children are accounted for from your class.


	








EVACUATION PROCEDURE





SIGNAL TO EVACUATE


Automated Voice Evacuation System 


 (Or hand bell)


School bell ringing continuously





PROCEDURE – ROOMS 5 & 6


Exit classroom (taking your red clipboard with class list in) through cloakroom, walk between the Hall and Room 11a, and assemble on the court outside Room 11.





Teacher (warden) to check cloakroom and toilets to ensure all children are accounted for.





Assemble on the court/field in a line – check children off the class list. Send a runner to the Principal or allocated teacher to let him/her know that all children are accounted for from your class.





EVACUATION PROCEDURE





SIGNAL TO EVACUATE


Automated Voice Evacuation System 


(Or hand bell)


School bell ringing continuously





PROCEDURE – ROOMS 7 & 8


Exit classroom (taking your red clipboard with class list in) through cloakrooms, moving between Room 6 & 9, then between the hall and Room 11a and assemble on the court outside Room 11.





Teacher (warden) to check cloakroom and toilets to ensure all children are accounted for.





Assemble on court/field a line – check children off the class list. Send a runner to the Principal or allocated teacher to let him/her know that all children are accounted for from your class.





EVACUATION PROCEDURE





SIGNAL TO EVACUATE


Automated Voice Evacuation System 


(Or hand bell)


School bell ringing continuously


 


PROCEDURE – ROOMS 9, 10, 11, 11a & 12


Exit classroom, (taking your red clipboard with class list in) walk between the hall and Room 11a and assemble on the court outside Room 11


 


Teacher (warden) to check cloakroom and toilets to ensure all children are accounted for.





Assemble on the court/field in a line – check children off the class list. Send a runner to the Principal or allocated teacher to let him/her know that all children are accounted for from your class.





EVACUATION PROCEDURE





SIGNAL TO EVACUATE


Automated Voice Evacuation System 


(Or hand bell)


School bell ringing continuously





PROCEDURE – ROOMS 13 & 14


Exit classroom (taking your red clipboard with class list in) through back exit and assemble on the court in front of Room 11.





Teacher (warden) to check cloakroom and toilets to ensure all children are accounted for.





Assemble on court/field in a line – check children off the class list.  Send a runner to the Principal or allocated teacher to let him/her know that all children are accounted for from your class�









 EVACUATION PROCEDURE





SIGNAL TO EVACUATE


Automated Voice Evacuation System 


(Or hand bell)


School bell ringing continuously





PROCEDURE – ROOMS 15 & 16


Exit the classroom, (taking your red clipboard with class list in) moving between Room 15 and 14, around the back of Room 13 and 14 and assemble on the court in front of Room 11.





Teacher (warden) to check cloakroom and toilets to ensure all children are accounted for.





Assemble on court/field in a line – check children off the class list. Send a runner to the Principal or allocated teacher to let him/her know that all children are accounted for from your class.








EVACUATION PROCEDURE





SIGNAL TO EVACUATE


Automated Voice Evacuation System 


 (Or hand bell)


School bell ringing continuously


 


PROCEDURE – HALL


Exit Hall through back door/side door, and assemble on the field in front of Room 11.


 


Teacher (warden) to check to ensure 


all children are accounted for





Assemble on court/field in a line – check children off the class list – send a runner to the Principal or allocated teacher to let him/her know that all children are accounted for from your class.











EVACUATION PROCEDURE








SIGNAL TO EVACUATE


Automated Voice Evacuation System 


(Or hand bell)


School bell ringing continuously


 


PROCEDURE – LIBRARY


Exit library through main door or other fire exits, after checking mezzanine/computer area and toilets and assemble on the field outside Room 11.


Children to join their class on the court/field and report to class teacher.
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 EVACUATION PROCEDURE





SIGNAL TO EVACUATE


Automated Voice Evacuation System 


(Or hand bell)


School bell ringing continuously


 


PROCEDURE – ROOM 17/ASC/BSC ROOM


Exit classroom through double doors (which could be locked), through hall back door/side door and assemble on the court in front of Room 11.


 


Teacher (warden) to check to ensure all children are accounted for.





Unless other arrangements have been made, children are to join their class on court/field and report to class teacher.











