
 

 

 
 
 
Emergency Evacuation Notice 
 
 
All new staff and pupils, all contractors and visitors are shown the following notice: 
 

A. If you have a disability that will present difficulties in your safe evacuation then you 
must make this known to the School on arrival. A plan to assist your evacuation will 
be agreed with you before you proceed to the purpose of your visit. 
 

B. If you discover a fire, break the glass in the nearest alarm point to set off the alarm. 
Leave the building by the nearest exit. 
 

     C.  When the alarm sounds: 
       If you are responsible for a class, make them leave quietly with you.  
       No one should talk or run.  
       Make your way to the assembly point in the car park. 
 
     D.  If you are teaching a class, take your register with you.  
      Do not take anything else and do not allow the pupils to take anything. 
 
     E.  Shut doors and windows behind you.t 
 
     F.   The School Office will summon the Emergency Services if the alarm sounds on   
 instruction the School Fire Safety Officer. 
 
     G.  If you have a disabled pupil in your class, then you must be aware of the   
 Personal Emergency Evacuation Plan (PEEP) that is in place for them. 
 
     H.  Take the register of your class as soon as you reach the assembly point.   
 Hold your register in the air once taken so that the Fire Marshalls can see   
 who is able to account for all their class. 
 The on duty receptionist should take the roll call for contractors/visitors from the  
 sign in register. Report anyone who is waiting to be evacuated from a designated 
 refuge, or who is missing immediately to the School Fire Safety Officer who will  
 inform the Fire Brigade. 
 
     I.  On no account should anyone return to any building until given permission by  
 the Fire and Emergency Services. 
 
     J.   Remain at the assembly point with your pupils until the all clear is given. 


