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GENERAL EMERGENCY PROCEDURES

FIRE EVACUATION

IF YOU FIND A FIRE OR ONE IS REPORTED TO YOU:

● Staff discovering a fire or other emergency for which the buildings should be 
evacuated should activate the alarm using the nearest available manual call 
point. They should then notify a senior member of staff (SLT), a member of the 
Operations Team or fire marshal of the exact location of the incident. SLT will 
always be outside and should always be informed, regardless of whoever has 
already been informed.

FIRE FIGHTING

● The safe evacuation of persons is an absolute priority. Staff may only attempt to 
deal with small fires, if it is safe to do so without putting themselves at risk, 
using portable firefighting equipment.

● Ensure the alarm is raised BEFORE attempting to tackle a fire. Firefighting 
equipment is available for use throughout the school, but staff should be aware of 
the type of firefighting equipment and how to use it before attempting to do so.

ON HEARING THE FIRE ALARM:

● All staff, students & occupants of building must respond to alarm activations.

● The fire alarm is a siren, which sounds continuously.

● All staff with a radio must switch the channel to #2 to communicate as required. 
All Fire Marshals must use their mobile phone to communicate via the Fire 
Marshal WhatsApp Group.

● The Operations Team will check the fire panel and, if safe to do so, go to the 
zone where the alarm has been activated to investigate if there is a fire or false 
alarm.

● The Operations Team will summon the emergency services (DIAL 112) as 
necessary.

● Staff will supervise / affect the evacuation of students/visitors to the designated 
assembly point(s) on the school playground or football field. ELS on the Year1/2 



playground next to the gates. Reception to Year 12 on the football field – all next 
to the assembly point signs.

● Those with Special Evacuation Needs due to reduced mobility should proceed to 
a place of safety in line with the evacuation procedures in Appendix 1.

● Staff not with students, visitors and contractors must leave the building by the 
nearest exit and report directly to a senior member of staff at the assembly point 
on the football field.

● Students should leave in single file when instructed by the teacher in charge of 
the class. Students should then leave by the nearest available escape route. The 
last person to leave the classroom must close the door. Students should walk in 
their subject / Homeroom groups and go to their Homeroom teacher at the 
assembly point. Classrooms must not be locked.

● Students should not collect any belongings but should walk quietly out of the 
building.

● Designated fire marshals will help to usher students and staff out of the building 
as quickly as possible, reminding them of the lining up procedures as they leave 
and check safe refuges for occupants. Fire marshals will sweep each floor and 
inform the SLT when their floor is ‘clear’.

A calm orderly exit is essential

Walk quickly – DO NOT RUN or stop to collect belongings

● Staff should ensure that the windows in their working areas are closed.

● Staff on non-contact periods should aim to reach the assembly area as quickly as 
possible so as to receive the students as they arrive and so as to help in the 
quick organisation of them.

● If a student is not in a classroom when the alarm sounds, he/she must walk to the 
assembly point leaving the building by the nearest marked escape route.

● Students using the Library or Canteen at the time of a fire alarm will make their 
way to the assembly as normal.

● On arrival at the assembly area students must stand in their Homeroom groups 
while staff check their registers. Registers, visitors’ book etc. will be taken out to 
the assembly point by office staff (specifics below). The result of this check must 
be reported to the Executive Headteacher / senior member of staff as soon as it 
is completed, by the Homeroom Teacher holding up a green card if everyone is 
present and accounted for, or a red card if someone is missing.



● Teachers should organise their class lines and register their own group as quickly 
as possible. It is the teacher’s responsibility to keep their class orderly and to 
register them in silence.

● Any absentees should be reported to the designated SLT person/team, so that 
this information can be checked. Teachers should remain with their Homeroom 
Groups at all times, holding up their red card to highlight absences to the SLT 
member checking.

● In the event of an alarm at break or lunchtime, students should be instructed to 
line up in their Homeroom Groups. Evacuation and assembly principles are the 
same; except that students may be dismissed to complete their free time when 
the alert is over. If the alarm sounds before school has commenced, there will be 
an evacuation to the assembly point but not a full registration.

● Catering staff should assemble on the football field.

● Fire marshals are responsible for ensuring corridors/buildings are cleared and 
designated areas are checked where safe to do so.

● The Executive Headteacher (or one of SLT in his/her absence) will be positioned 
in the centre of the evacuation area on the main playground. All staff will have 
designated roles (see below).

● No-one should re-enter the building until instructed by the Executive Headteacher 
(or Head of School in his/her absence). Groups will then be accompanied by their 
teachers/staff back into the building and return immediately to the teaching room 
that they should be in at that time.

● The Operations Manager will liaise with the Fire Brigade on their arrival.

● The building must not be re-entered until staff are notified it is safe to do so by the 
Fire Brigade / Executive Headteacher/ senior member of staff / Operations 
Manager. This includes the ELS students – the Executive Headteacher / senior 
member of staff will radio when safe to enter the building.

● If the building cannot be reoccupied following an evacuation, arrangements will 
be made to contact parents.

EVACUATION DURING OUR OF HOURS USE OF THE BUILDING

● Both before and after school hours, it is likely that staff and students will be using the 
school facilities for work/learning, including participation in extra-curricular activities

● On hearing the alarm, all users must leave via the nearest exit following the normal 
procedures as described above on hearing the fire alarm.



● Where occupants are known for planned activities, staff should conduct registers and 
alert SLT staff in the event of anyone known to be missing

● Operations Staff will conduct a sweep of the building whilst investigating the alarm 
activation to check for any occupants remaining

● Re-entry will only be granted once all clear given by the Operations Team

EVACUATION DURING PUBLIC EXAMINATIONS

In the event of an evacuation during a public examination, the Examination Evacuation 
Policy at Appendix 2 should be followed.

BOMB THREATS

If a bomb threat is received notify the Executive Headteacher, or in their absence, the 
most senior member of staff available who will contact the police for advice as to whether 
the school should be evacuated – this decision is ultimately the responsibility the school.

The normal evacuation procedure will be followed.

GAS LEAKS

If you smell gas, or suspect there is a gas escape, you should immediately:

- Open all doors and windows
- Extractor units are present in key locations where gas is used. If gas is in use or 

is detected, the extractor units should be switched on immediately to expel and 
particles in the air

- Notify the Executive Headmaster / Operations Manager / senior member of staff 
of the incident

- Call Operations Manager
- In the event there is a gas leak, gas detectors are installed in key areas and will 

automatically trigger an alarm and a solenoid shut-off valve, which will cut off the 
all gas supplies

- Check that all gas appliances are switched off
- If the gas detector system has not been activated for any reason, shut off the gas 

using the emergency control valve located in each science room; the Operations
Team will shut off the main gas valve as appropriate

- Evacuate part or all of the premises as necessary
- If gas continues to escape, telephone Emergency Services on 112

CHEMICAL SPILLS

If it is safe to do so identify the substance spilled and take necessary action to minimise 
contamination if trained to do so.



It may be necessary to evacuate the room and ensure windows are opened.

If spill is severe, evacuate part or all of the building, using fire drill procedures if 
necessary.

Move all persons to a safe location, and call the emergency services. The Fire & Rescue 
Service are the lead agency in dealing with chemical / toxic / hazardous spillage 
incidents.

If severe spill is immediately outside the building:

● Follow procedures to contain all persons within the building

● Ensure all doors and windows are locked

● Switch off fans or air conditioning

● Avoid using electrical equipment in case sparks are produced

● Do not smoke

All evacuations will be logged additionally to the routine logs for the purpose of contact 
tracing in the event of the confirmed case within the School Community. This will be 
reported to the Ministry of Health in the event of a confirmed case and further guidance 
sought to assess its potential impact.

DESIGNATED ROLES FOR STAFF

Absent Staff If a designated member of staff is absent the person 
standing in for them must take responsibility for that 
persons role within the Fire Procedure

Executive Headmaster:

Lee Davies

Conduct WhatsApp
Group Check by making contact with Operations 
Team ASAP. To remain in the centre of the 
evacuation area, coordinating evacuation 
procedure. To liaise with Operations Team by 
radio/WhatsApp. To give the final all clear for 
everyone to return to the building.

Faye Foster
To supervise Pre-prep Grades. To work with 
designated team of staff to identify absentees and 
report these to Executive Headmaster.

Paul Jowett
To supervise Prep Grades. To work with 
designated team of staff to identify absentees and 
report these to Executive Headmaster.

Samantha Daisley To supervise Senior Grades. To work with 



designated team of staff to identify absentees and 
report these to Executive Headmaster.

Joanna Ibrahim To supervise students with SEN. To work with 
designated team of staff and fire marshals to 
identify students in safe areas, absentees and 
report these to Executive Headmaster.

In the event of SLT absence 
– the following to cover as 
required to enable SLT to 
reallocate roles

Pre-prep – Siobhan Entwhistle

Prep – Kirsty Duffy

Seniors –Gavin Scottt

FLOOR WALKERS/FIRE 
MARSHALS

Second Floor To  conduct  WhatsApp  Group  check  by  making 
contact  with  Operations  Team  ASAP.  To  usher 
students and staff out of the building as quickly as 
possible, reminding them of the lining up procedures 
as they leave. To check that everyone has left. To 
check for/assist disabled or immobile students to the 
safe  zones  on  their  floors.  To  check  toilets.  To 
WhatsApp Operations Team when their floor is clear 
and  disabled/immobile  students  are  positioned  in 
safe zones. To report via WhatsApp, the names and 
locations of anyone in safe refuges.

First Floor To  conduct  WhatsApp  Group  check  by  making 
contact  with  Operations  Team  ASAP.  To  usher 
students and staff out of the building as quickly as 
possible, reminding them of the lining up procedures 
as they leave. To check that everyone has left. To 
check for/assist disabled or immobile students to the 
safe  zones  on  their  floors.  To  check  toilets.  To 
WhatsApp Operations Team when their floor is clear 
and  disabled/immobile  students  are  positioned  in 
safe zones. To report via WhatsApp, the names and 
locations of anyone in safe refuges.

Ground Floor & To  conduct  WhatsApp  Group  check  by  making 



Back Hall contact  with  Operations  Team  ASAP.  To  usher 
students and staff out of the building as quickly as 
possible, reminding them of the lining up procedures 
as they leave. To check that everyone has left. To 
check for/assist disabled or immobile students to the 
safe  zones  on  their  floors.  To  check  toilets.  To 
WhatsApp Operations Team when their floor is clear 
and  disabled/immobile  students  are  positioned  in 
safe zones. To report via WhatsApp, the names and 
locations of anyone in safe refuges.



t

TEACHING STAFF

With classes To evacuate their class, reminding students to line up 
in Homeroom Groups. To organise group as quickly 
as possible. To register Homeroom Group in silence 
and report any absentees to the designated SLT staff 
so that this information can be checked. To remain 
with and supervise group at all times.

On call staff (at time of 
evacuation)

To assist with evacuating students and reminding 
them to line up in Homeroom Groups.

Basement To  conduct  WhatsApp  Group  check  by  making 
contact  with  Operations  Team  ASAP.  To  usher 
students and staff out of the building as quickly as 
possible, reminding them of the lining up procedures 
as they leave. To check that everyone has left. To 
check for/assist disabled or immobile students to the 
safe  zones  on  their  floors.  To  check  toilets.  To 
WhatsApp Operations Team when their floor is clear 
and disabled/immobile  students  are  positioned in 
safe zones. To report via WhatsApp, the names and 
locations of anyone in safe refuges.
Ampily Prasad to turn off gas supply.

Early Learning School To  conduct  WhatsApp  Group  check  by  making 
contact  with  Operations  Team  ASAP.  To  usher 
students and staff out of the building as quickly as 
possible, reminding them of the lining up procedures 
as they leave. To check that everyone has left. To 
check for/assist disabled or immobile students to the 
safe  zones  on  their  floors.  To  check  toilets.  To 
WhatsApp Operations Team when their floor is clear 
and disabled/immobile  students  are  positioned in 
safe zones. To report via WhatsApp, the names and 
locations of anyone in safe refuges.

Evacuation Chairs Fire Marshalls and trained staff to clear refuge areas 
using evacuation chairs. If a person is not 
accompanied and has reduced mobility the Fire 
Marshall must supervise them and inform Executive 
Headmaster/Operations Team of the situation.



Appendix 1

            KING’S SCHOOL THE CROWN

GENERAL EVACUATION FOR PEOPLE WITH SPECIAL NEEDS

Mobility Impairment
Those people who require only limited assistance should evacuate the building using 
the nearest exit. If they have to move at a slower pace they should allow other persons 
to exit the building before them and then continue their evacuation to a place of safety. 
A responsible member of staff (usually the TA or LSA assigned to that student) will 
escort those who need assistance from the building.

Visual disability
People with a visual disability will usually require the assistance of one person, on 
stairways the helper should descend first with the persons hand on their shoulder; on 
level surfaces they should take the helpers arm and follow them.

Hearing disability
People with a hearing disability should be escorted out of the building by staff. In the 

event of staff with a hearing impairment joining then they may require additional means of 

being warned in the event of an alarm e.g. pager that vibrates when alarm is activated, 

flashing beacon linked to alarm etc.

Visitors to site
A notice posted at main reception will inform visitors of the evacuation procedures. All 
visitors are the responsibility of the member of staff they are visiting, and this member 
of staff must ensure that their visitor is fully aware of evacuation procedures and 
provisions.



Appendix 2

                     KING’S SCHOOL THE CROWN

EXAMINATIONS EVACUATIONS POLICY



Evacuation Procedure
Internal & External Examinations

When fire bell sounds (a continuous siren) please note the exact time on white board.

Ask students to stop writing and put pens/pencils down. Remind students that they 

are still under examination conditions and must not communicate in any way.

Prepare to evacuate the room. The lead invigilator should nominate a member of the 

team  to  stand  at  the  door  (if  numbers  permit)  also  being  aware  and  making 

arrangements  for  students  with  mobility  problems,  further  invigilators  should  be 

assigned to a proportion of the students under examination. MAKE SURE YOU HAVE 

THE ATTENDANCE REGISTER WITH YOU WHEN EVACUATING.

      REMIND STUDENTS NOT TO TAKE ANY BELONGINGS AND TO FOLLOW

INSTRUCTIONS FROM INVIGILATORS.

All rooms should be evacuated from the nearest exit and follow the most direct route to 

the assembly point, avoiding contact with remainder of school cohort. All invigilators 

should be aware of the Assembly Point to take examination candidates. This is inside 

the Astro-Turf cage in the Main Playground.

The Main Hall should initially be dismissed row by row (depending on the amount in 

the exam), with an invigilator to supervise at all times.

Students should remain with the invigilator assigned to them in the astro-turf court and 

line up in an orderly fashion with no communication. They should not line up with their 

Homeroom group as is the normal fire practice procedure. An attendance register will 

be called by the Exams Officer, who will then report back to the Executive

Principal.

When returning to the hall, when the disturbance has finished and the students are

ALL sat in the correct position re-start the examination. Ask the students to rule a line 

(IN RED) under their last question adding the time missed to the end time on the white 

board.



Keep a note of the length of time exam was suspended for and notify the Exams

Officer, who will inform the Board accordingly and ask for this to be taken into 
consideration.
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