ST NICHOLAS CATHOLIC HIGH SCHOOL

Emergency Evacuation Procedures

I   Clearing the Building :

The Office will be alerted by the teacher/member of staff who sets off the alarm in the event of an emergency, whenever possible.

If the circumstances allow, the Office will confer with the Head, Principal Assistant Heads and/or members of the Leadership Group, before ringing the Emergency Services.

Members of Staff teaching in the Sixth Form Centre at the time of the alarm are asked to ensure that the Centre is clear.

Music Staff, if teaching in the Music Studio at the time of the alarm, is asked to ensure that the Studio is clear.

ALL PUPILS AND STAFF WOULD EVACUATE VIA THE NEAREST AVAILABLE EXITS INCLUDING EMERGENCY EXITS.

Special attention should be paid to the following:


Classes in IT1  IT2  B1/B2  A1  straight down stairs

           
                                             exit via main pupil entrance.


Classes in E3  E4  C2 and Library exit via Library Fire Exit.


Classes in M2  M3  M4  R3  all exit along main corridor

           
                                               out of main entrance 

                      
                                  via right/left entrance doors accordingly.


Classes on the top floor of the new block exit via the Stairs

           
                                 and the Fire Exit.

PUPILS MUST BE ADVISED TO BE SILENT, TO FOLLOW INSTRUCTIONS AND NOT TO RUN.   BAGS AND COATS MUST BE LEFT IN CLASSROOMS.

(A plan showing the location of Alarms and Fire Extinguishers is available on the Health & Safety Noticeboard).

Staff are reminded that when and where possible all doors and windows should be closed.

II   Lining up and location of staff:                                                                                                                              

                                                                                                        GREENBANK                                                                                                                                                                  

                                                                                                             SPECIAL                                                                                                                                                           

                                                                                                             SCHOOL

	      GARAGE


	
	LOWER          UPPER

SIXTH             SIXTH

	7              8            9             10             11




                                                                Office Staff    (    Visitors    (
                                                                Kitchen Staff

                                     Site Manager/Caretaker/Groundsman

                                                                Technical Staff

                                                                Part-Time Staff

III   Checking Procedures:

Pupils are checked by their tutors, who obtain Registers from the Office Staff.  (Should a register be unavailable the Co-ordinator will have a file of all form Groups for staff to use).

Tutor confirms details of the check with the Head of Year.

Key Stage or Deputy Key Stage Leader communicates those details to the Co-ordinator* and hands over the registers.

Tutors are noted by their respective Key Stage Leader who communicates those details to

Assistant Headteacher, Curriculum.

Members of the Teaching Staff who are not Tutors report directly to the Assistant Headteacher, Curriculum.

The Office Manager, would receive details of the evacuation of the Kitchen Staff from their Supervisor, Caretakers, Groundsman, the Office Staff and Technicians.  (Site Manager to radio-in his location at the outset of his checks).  Staff must approach the Office Manager and report in.

Office Staff, in addition to the Senior Administrative Officer, would bring out the Visitors Book, plus the various signing-out books, noting the presence of visitors against the entries in the book, and the ‘In-Out’ Book signed by all staff.

Part-time Staff  -  Peripatetic Music Teachers  -  Classroom Assistants, i.e. all those who are in school on a regular, clearly identified block or blocks of time, would be listed in a schedule to be kept in the Visitors Book.   The presence of these staff would then be noted by the Senior Administrative Officer.  (This includes any students who are on placement here from other education institutions, eg MMU).

On completion of all the foregoing checks the Headteacher, Principal Assistant Headteachers, or next senior member of staff, would be duly informed prior to the arrival of emergency services, i.e. Co-ordinator, Assistant Head Curriculum, Office Manager and Senior Administrative Officer would report to the Head or Principal Assistants on completion of their checks.

*The Co-ordinator is the Head of Sixth Form.

Emergency Evacuation at Lunchtime :-

The primary concern is to ensure that the building is clear of all personnel.

___________________________________________________________________________

Principal Assistant Headteachers and the Site Manager would tour the school, subject to safety factors, to check that all had evacuated.   All of them would report to the Head:-

	
	a)
	that the building was evacuated.



	
	b)
	that each of them was safe.  A Principal Assistant Headteacher goes to the main entrance/car park area in order to prevent access and to offer directions to the emergency services, while the other, plus the Site Manager report to the playground.


Principal Assistant Headteachers and Site Manager will follow specific routes when they check that the building is clear.   (See attached).

All Staff with Communication Handsets would ensure that the sets are switched on to facilitate effective channels of communication.
IV   Telephoned Bomb Threat :

In the event of a bomb threat, the Office Staff are asked to take special note of the telephone call :

	
	Time
	

	
	The Caller : Male/Female
	

	
	Approximate Age
	

	
	Any distinguishing accent
	

	
	Actual words spoken
	

	
	Attempt to prolong the conversation in order to gain as much information as possible.
	


Whoever received the call would consult with the Head or one of the Principal Assistant Heads who would take responsibility for the action to be taken.

The Site Manager should be informed of any suspicious packages.

V          If staff wish to leave the site during the teaching day, ie excluding lunch time can they please inform either

             the Head or Principal Assistant Heads beforehand  and sign the Staff Book at the School Office.

NB:  All alterations to the previous document are shown by amendments in italics.

NB Current Responsibilities : Co-ordinator – Head of Sixth Form
FIRE ALARM

BUILDING CLEARANCE ROUTES

ROUTE    A   :                      PRINCIPAL ASSISTANT HEADTEACHER
	FIRE ALARM NUMBER
	LOCATION

	12
	School Main Entrance



	01
	Outside Registrar’s Office



	11
	Left-hand side of Staff Room



	02
	Left of Cross-roads



	03
	Outside Room M3



	26
	1st Floor of New Teaching Block



	25
	1st Floor of New Teaching Block



	24
	Ground Floor under stairs of New Teaching Block



	21
	On History department corridor leading to Fire Exit.



	23
	Inside H2



	22
	Inside H1



	20
	Ground Floor, Main Door, New Teaching Block



	Total Fire Alarm Points : 12

Check with Site Manager and other Principal Assistant Headteacher

Make Repairs to Fire Glass if necessary

Report to Main Entrance



	


FIRE ALARM

BUILDING CLEARANCE ROUTES

ROUTE    B   :                      PRINCIPAL ASSISTANT HEADTEACHER
	FIRE ALARM NUMBER
	LOCATION

	05
	Outside Room E5



	06


	Inside of Head of Year 8 Office

	07
	Inside Room T1



	39
	Inside Room T2



	08
	Outside Room T4



	09
	Crypt Main Entrance



	10
	Bottom of Crypt Stairs



	19
	Inside Science Lab. S7



	18
	Inside Science Lab. S5



	16
	Entrance/Exit Door to New Science Block



	17


	Top of Stairs (Year 11)

Through Languages Department

Through Art Department

	04


	Outside T6

Through HE and Business Studies

	15


	Outside B1

Check IT1 and IT2

	Total Fire Alarm Points : 13

Check with Site Manager and other Principal Assistant Headteacher

Make Repairs to Fire Glass if necessary

Report to Playground



FIRE ALARM

BUILDING CLEARANCE ROUTES

ROUTE    C   :                           SITE MANAGER
	FIRE ALARM NUMBER
	LOCATION

	31
	VI Form Main entrance

	32
	VI Form Lab. Rm 6S.

	30
	VI Form Dining Area

	14
	Inside Kitchen

	33
	Music Suite Entrance

	34
	Music Suite Exit through Assembly Hall

	13
	Main Hall/Boys’ PE

	28
	Sports Hall Upstairs

	29
	Inside Sports Hall Rear Exit

	27
	Sports Hall Main Entrance

	35
	New Science Entrance

	38
	Inside Lab. S2

	37
	Inside Lab. S1

	36
	New Science by new Geography Suite

	44
	Inside Foyer of new Geography Suite



	Total Fire Alarm Points : 14

Check with Principal Assistant Headteacher

Make Repairs to Fire Glass if necessary

Report to Playground
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