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FIRE ALARM - EVACUATION PROCEDURE
(Community)

On discovering a fire:

e All hirers of the indoor facilities must press the nearest fire alarm activation point.

e All hirers of the outdoor facilities contact the school on (023) 80323111 weekday evenings
from 4.30pm to 8.30pm to alert the Evening Receptionist who will activate the fire alarm.

e For hours outside these please contact the Duty Site Caretakers on 07780450772 who will
activate the fire alarm.

On hearing the fire alarm:

e All hirers of the indoor facilities should leave in an orderly and calm manner by the nearest
and safest exit point (plans are displayed throughout the school alongside Fire Equipment)
and report to the assembly point which is the hard court.

In the event that the hard court is locked, users of the main building are to use the end of
the car park and users of 3G pitch to stay there.

e Hirers should escort their group ensuring that everyone has left the room and that they
close the door behind them. Do not lock the door.

e Equipment and other items should be left behind.

e Noone is to re-enter the building until told to do so by the Fire Assembly Co-
ordinator/Evening Receptionist.

e Hirers of the 3G pitch should remain in situ and not leave the pitch until told to do so by the
Fire Assembly Co-ordinator.

Roll-call procedures:

e Hirers to check their members against their registers and inform the Fire Assembly Co-
ordinator/ Evening Receptionist that all members are present or if anyone is missing.
e Receptionist to follow the instruction on the I-Pad for a roll call for staff and visitors.

Responsibilities:

e Fire Assembly Co-ordinator - Evening Receptionist
e Registers to Assembly Point - Hirers
e Hirers signing in/out clipboard - Evening Receptionist

Before permission is given by the Fire Assembly Co-ordinator/Evening Receptionist for everyone to
return to the building, he/she must have received notification from the hirers responsible for roll-
calls that all persons have been accounted for and confirmation from the Site Caretakers that the
building is safe to enter.
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1. Community Use (see Item 13)
7.1 All community users and staff must evacuate the building upon hearing the alarm, and
muster on the hard-court.

7.2 Leaders of community classes must have their own register in case of emergency and
take it to the muster point following an evacuation.
7.3 The evening receptionist (or a member of Student Services if alarm sounds between

3pm and school closure) will assume full responsibility for taking registers in
accordance with signing in sheets/I-pad and communicate names of missing persons
to the Lead Caretaker by radio.

7.4 The evening receptionist (or a member of Student Services if alarm sounds between
3pm and school closure) will liaise with Lead Caretaker by radio to agree the “all clear”
and safe return into the building.

7.5 Community users and staff must remain at the muster point until dispersal is

authorised.

2. Action to be taken in response to the Fire Alarm sounding — out of standard school core

hours

13.1  On hearing the alarm after the end of the school day, the receptionist will pick up any
paper registers for extra-curricular activities, I-pad and a radio to communicate with
MITIE.

13.2  They should then proceed to the hard-court to assist in identifying any missing
students and personnel.

13.3  All other Staff, Students and Visitors on site are to proceed to the hard-court and wait
in the central area until given further instructions.

13.4  If the hard-court is locked with no key holder available, then the lower area of the car
park is to be used as an alternative.

13.5 The MITIE Site Team will be in overall charge of all evacuations outside of standard
school core hours (with the assistance of the evening receptionist where appropriate)
and will liaise with personnel mustered on the hard court or car park and inform them
when it is safe to re-enter the building or proceed otherwise.

13.6  The Site Team will also liaise with the emergency services.



