Emergency Evacuation Plan
Responsibilities of staff:
•  All staff are responsible for sounding the fire alarm on the discovery of a fire. In these buildings it would be to shout fire or push the test button on one of the smoke alarms.
•  Staff are responsible for guiding learners and visitors out of the building through the nearest exit. In the main building this would be through the kitchen door or windows if necessary. In the schoolroom or adjoining rooms this would be through the door to the garden. In the hideaway it would be through the kitchen door or front patio doors. All doors must be shut on the way out.
•  Any learners with a PEEP will be assisted by VB or SB to exit the building.
•  Staff should guide learners to the fire evacuation point outside the gates in the car park. They should then take registers to ascertain that everybody has left the building whilst VB contacts the emergency services.
•  As Fire Warden, VB will have collected the Fire Pack for the emergency services, and she will make the decision whether to fight the fire or not.
•  Staff must make VB aware immediately if there is somebody that is not accounted for.
•  Nobody will re-enter the building until VB or the emergency services say that it is safe to do so.
Description of Fire alarm signal:
•  Use a loud shout of fire or press the emergency door alarm if the fire alarm on smoke detectors has not automatically sounded.
Evacuation Procedure:
•  Leave through nearest and safest door or window.
•  Take the signing in tablet.
•  Walk do not run.
•  Adults to ensure that young people are in front of them and are calm and orderly as they proceed to the fire meeting point.
•  Doors to be closed behind staff.
•  VB to assess if the fire can be fought.
•  VB to alert emergency services whilst staff take attendance register.
Fire assembly point location:
•  In front of the Hideaway in the car park and further up the drive is necessary for safety.
•  At Shepshed it is in the Car park at the evacuation assembly point.




