Fire Evacuation Plan
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Premises:Ropley CE Primary School
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PRIMARY ACTIONS

On finding a fire, sound the fire alarm at the nearest fire alarm call point.
On hearing the fire alarm, staff and others will leave the building by the nearest exit and
proceed to the assembly point.
On hearing the fire alarm The Office Staff (or person manning the office in their absence)
will call the Fire and Rescue Service.
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ASSEMBLY POINTS

The assembly point is The Top Play Court at the far end of the school field. In the event of
this area becoming inaccessible, the assembly point will be at the front of school.
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EVACUATION MANAGEMENT
EVACUATION MANAGER
The Fire Safety Co-ordinator will assume the duties of this role, which are:
 Overseeing the evacuation and checking that all is operation in accordance with the
predetermined plan.
 Be available to liaise with the Fire and Rescue Service as necessary.
 Coordinate, disseminate and act on information from the assembly point and the Fire
and Rescue Service.
ROLL CALL
The class teachers will be responsible for ensuring the roll call is undertaken and passing
relevant information to the Evacuation Manager.
The Office Staff will ensure class registers and the Visitor Book is taken to the assembly
point.
FIRE SERVICE RECEPTION MARSHAL
The Fire Safety Co-ordinator will meet the Fire and Rescue Service on their arrival and
provide details of the fire, any persons unaccounted for and present them with the “Fire
Service Emergency Pack”. They will remain available to liaise with the Fire and Rescue
Service as necessary and inform them of any updated information relating unaccounted
persons.
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FIRE MARSHAL ROLES
Teachers will be responsible for ensuring that children in their charge evacuate in a calm
and orderly manner and go directly to the assembly point.
The Office staff and Health and Safety Co-ordinator will be responsible for General Fire
Marshal duties as follows:
- Encouraging everyone in their area to leave the building promptly.
- Closing doors and windows on leaving (if safe to do so).
- Reporting their findings to the Roll Call Manager.
- Remain available at the assembly point to assist as necessary.

Current trained fire marshals: Maria Burr.
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VISITORS, CONTRACTORS AND SPECIAL NEEDS

Unaccompanied visitors and contractors will be informed what sound the fire alarm
makes, the location of the assembly point and shown the emergency exits in the area(s)
in which they have access or are working and will be required to attend the assembly
point on operation of the fire alarm.
Visitors and contractors who may need assistance during evacuation or require special
arrangements to enable them to hear the alarm will be assessed on arrival at the
premises and suitable arrangements made to meet their needs.
Accompanied visitors/contractors will be escorted to the assembly point by their host.
Staff and children who may need assistance during evacuation or require special
arrangements to enable them to hear the alarm will be the subject of a “personal
emergency evacuation plan”, which will identify the needs and support actions necessary
and details of that support.
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FIRST AID ARRANGEMENTS

The first aid kit will be taken to the assembly point and a first aider will be available to
render assistance should this be necessary. The first aider will be responsible for
instigating requests for an ambulance should this be necessary.
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EMERGENCY INFORMATION PACK

To enable the Fire Brigade Commander to better assess the risks to fire fighters a Fire
Service Emergency Pack will be presented to the Fire Brigade on their arrival. This will
include as a minimum the following information:
The asbestos register (or copy).
A drawing of the premises indicating:


Essential structural features such as the layout of the building, doorways,
corridors, stairways etc (including any fire-resisting structure and self-closing fire
doors provided to protect means of escape if known).



The location of any highly flammable material and pressurised gasses e.g. oxygen,
LPG and acetylene, etc. Plus any chemical, biological or radiological risks.



The location of main electrical supply switch, the main water shut-off valve and
where appropriate, the main gas or oil shut-off valves.



The location of the fire alarm indicator panel and any controls for equipment
operated by the fire alarm, i.e. ventilation controls.
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