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St. James’s and Mossvale Primary Schools
Fire Evacuation Procedures                                

                    Updated September 2014
All Staff should familiarise themselves with the procedures detailed below as a matter of urgency.
1. Any person who discovers a fire should activate the nearest alarm to evacuate the building by breaking the glass.  If alarm fails, use the whistle allocated to staff.
2. Clerical Assistant will summon the fire brigade and inform the Head Teacher when she/he has done so.
3. Class teachers should take their fire registers and escort the children out of the building via designated fire exits to assembly point ensuring that their classroom door is closed behind them. Bags, books and personal belongings should be left in classrooms. Pupils should be encouraged to proceed quickly with purpose and care, in an orderly fashion to the assembly point.  Classes in the Portakabin should remain in their classes unless their own fire alarm contained within their building sounds.  In the event of the Portakabin Fire Alarm sounding they should assemble at the back of the playground and alert the office/ HT via mobile telephone.  
4. The Assembly Point for all classes is at the far end of playground (Fullerton Street).
5. On arrival at the assembly point class teachers must check that all pupils are safely out of the building by calling a register. 
6. If the fire alarm sounds during the interval or lunchtime, pupils should assemble at the point specified above. Staff should supervise their class of pupils when they meet at the assembly point.  Office staff will hand out registers.
7. Class teachers should report class attendance to the HT.
8. The janitor will also report to the fire warden the incident and location of fire, if known, as well as informing the fire brigade of location of alarms.  The clerical staff will take the staff and visitor books when leaving the building.  
9. If the fire bell sounds near to the end of the school day or during evening events where staff are present, then normal evacuation and procedures apply and pupils and staff should leave all belongings in school and exit the building as quickly as possible.  When the signal to re-enter the building is sounded then pupils, staff and visitors should return to the appropriate parts of the school building. 
10. No-one should enter the school until permission to do so has been given by the Head Teachers. The signal to re-enter the building will be the normal ringing of the school bell.
UNDER NO CIRCUMSTANCE SHOULD ANY MEMBER OF STAFF INVESTIGATE THE SOURCE OF THE FIRE OR LOOK FOR UNACCOUNTED PUPILS AS THE FIRE BRIGADE WILL DO THIS.

St James’s and Mossvale Primary Schools


                      UpdatedSeptember 2014
Fire Evacuation Procedures Page 2 of 3
GENERAL POINTS
At least four Fire Drills will be carried out each session.
Times and issues arising from these drills will be recorded along with routine fire alarm tests which will be carried out by the Janitor during and after school hours.  
At St James’s/Mossvale Primary Schools the alarm is tested each week.
Instructions to pupils and staff will be issued at the start of each school session.
SMT will regularly review these procedures.
ST. JAMES’S/MOSSVALE PRIMARY SCHOOL
EVACUATION PROCEDURES
WHEELCHAIR USERS
Wheelchair users and their assistants should proceed to the nearest fire exit. 
Should the wheelchair user be out of his/her wheelchair, wheelchair user assistants will be responsible for the safe return/transfer to the wheelchair of the user and for the passage of the wheelchair user to the designated safe area.  The class teacher’s responsibility will remain the evacuation of the remaining pupils in the class.
Should the wheelchair user’s assistant not be in the same room as the wheelchair user, the assistants have been briefed, in the case of school evacuation, to return immediately to the room where the wheelchair user is in order to take responsibility for the evacuation of the wheelchair user.
Should the wheelchair user’s assistant be absent, a substitute assistant will be allocated to assist the wheelchair user who will follow the above procedures.
PLEASE DO NOT HESTITATE TO CONTACT THE SENIOR MANAGEMENT TEAM OF THE SCHOOL TO DISCUSS OR REVIEW THESE PROCEDURES.

Thank You

               Lorna Murray/Julie Colquhoun
            September 2014
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AREA TO BE CHECKED AND THOSE RESPONSIBLE:

Gymhall/Music Room/G.P Area                                          Miss Murray/Mrs Colquhoun 

Computer Suite/Staffroom/Staff Toilets/Office Area              Mrs Harris/Mrs Stewart

