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1. Procedures In the Event of a Fire

1.1 Discovering a fire and sounding the alarm
On discovering a fire, any member of staff or pupil should shout ‘Fire!’ and the member of staff in the vicinity should clear the immediate area and sound the alarm by breaking the glass in the Breakglass box.

The fire alarm is a continuous bell and whenever it is heard it should be treated as a genuine emergency.

If the alarm has not been sounded, inform the main office and sound the alarm.

Members of staff should acquaint themselves with the evacuation procedure for each room in which they work.

1.2 Evacuation

The teacher in charge of the class or group at the time of the alarms responsible for the pupil's movement to, and arrival at, the assembly point.

Pupils must lead out in single file and a strict no talking rule maintained

Coats, bags, books etc. will not be taken out

When possible, dose, but do not lock, all windows and doors. 

When the fire alarm sounds, pupils should stand in their places in silence.
When instructed by their teacher, pupils should file quietly to the nearest exit and follow the shortest route to the assembly point.  
Any member of staff who is not supervising pupils should check the toilets before leaving the building.  IT IS ESSENTIAL THAT NO LIFE IS PUT AT RISK IN ORDER TO SAVE PROPERTY.

Members of staff must insist on SILENCE AND ORDER so that clear instructions may be given and received during the emergency - for example, the route to the assembly point may have to be changed according to the location of a fire.

1.3 Non- teaching staff

Non-teaching staff will evacuate the building and proceed to the assembly point

Office staff will collect the daily print out of absences and class lists, staff and pupil signing out books, visitors’ book and proceed to the assembly point.
Visitors will be escorted to the assembly point by the nearest available member of staff.
2. Assembly Point

The assembly point is the lawn on the south side of the school at the rear of Hillingdon House.  Pupils should line up in forms in register order facing their form teacher, with the youngest pupils nearest the tennis courts.

The school secretary will bring the signing in and signing out record and all registers to the assembly point.  It is therefore essential that ALL registers are always returned to the office immediately after registration.

On reaching The Assembly Point the teacher will maintain their pupils there as a disciplined group until further instructions is given. Each register should be called by the form teacher or class teacher who should immediately alert the Head of Section who in turn will notify the Headmaster or Deputy Head if any pupil is unaccounted for.

On no account must any pupil or member of staff re-enter the building until instructed to do so by the Headmaster, Deputy Head or the Health and Safety Officer.

3. Emergencies outside of lesson times

Should an emergency occur during lunch, break or assembly, the member of staff on duty is responsible for evacuating the area using the most appropriate exit.  All members of staff should immediately join the school at the assembly point.
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