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Introduction 

 

The safety of children and staff is of the highest priority at Berger Primary 

School. The purpose of this plan is to ensure the safe evacuation of the building 

by all its occupants. To enable this to happen the plan will be practised a least 

once per term and all equipment will be properly serviced and maintained. 

A copy of the procedure will be displayed in each classroom, office and 

the school website. 

Roles and Responsibilities 

This section outlines who should do what in the event of the fire alarm 
sounding. 

 

What Who 

Checking the building in the event of the fire Caretaker/Head teacher/SLT 

Handing out registers Admin Staff 

Checking all children are out of the building Fire Marshals – See below 

Registering your class Class Teacher 

Giving the instruction to re-enter the building Head teacher 

Stopping the alarm Caretakers/Head teacher/SLT 

Calling the fire brigade Admin Staff/any member of staff who has 

 access to a phone 

 
 
Fire Marshals 

 

Lead Fire Marshall: This is the Head teacher. The person who controls the 

evacuation and liaison with the emergency services. He is also the assemble 

point coordinator. He is the person delegated to coordinate events at the 

assemble points. 

 

The assembly point coordinator on hearing the alarm  

 

 Go to the assembly point 

 Ensure the safety of staff and pupils at the assembly point 

 Inform the Caretakers of any unaccounted staff or pupils 

 Liaise with the Business Manager/Caretaker on all issues. 



 Inform relevant people of issues at school. 

 Will not allow anybody back into the building unless told it is safe to do 

so. 

 

 

The caretaker will be positioned at the access points used by the emergency 

services.  

 

They will be positioned at the access point used by the emergency services and 

receive information from staff arriving at the assembly point. They should be 

visible so that the emergency services know who to talk to i.e. wearing/ using 

items from the Fire Marshall Kit. 

 

The Premise Manager/Care taker will on hearing the alarm 

 

 Take their emergency grab bag with them to the emergency services 

access point in Digby Road. 

 Receive information from the Head teacher of any missing staff or pupil. 

 Plans of the building 

 Location of gas and electricity cut off 

 Assist the emergency services 

 Keep the Head teacher/ assembly point coordinator informed of events 

 Inform relevant people of issues at school. 

 

Other Fire Marshalls are appointed members of staff who have received 

additional training. They are responsible for ensuring that a specific area of the 

school is clear of staff and pupils. They are provided with a plan of the school 

outlining their responsibilities. 

 

Fire marshals are allocated to check a specific floor and close the doors. There 

is at least one fire marshal per floor: 
 

 Key Stage 2- Assistant Head Teacher/ Deputy Head-teacher 
 

 Admin Office- Business Manager 
 

 Key Stage 1- Assistant Head Teacher. 
 
The teachers will on hearing the alarm: 
 

 Ensure that the pupils they are responsible for are evacuated to the 
assembly point from the building in a safe and orderly manner. 

 Compare pupils with class lists. 
 Inform the assembly point coordinator of any unaccounted people 
 Act on the instructions of the Head teacher. 

 

The office staff will grab all the red keys needed on the top shelf of the 
cupboard in an emergency situation, open the bridge gates and hand out 



the colour coded registers to the teachers in the playground. These items 
are located in the school main office. 
 

 
 
 

 
 
 
 
 
 



 
 

 

SEN Support 

 
Children who require additional support will always have a relevant 
adult to support them during the evacuation.  
 
For staff, pupils or visitors with special needs to evacuate safely a 
Personal emergency evacuation plan is developed for them (PEEP). 
 
If a child is located in KS2 and need help down the stairs an EVAC 
trained member of staff will use the EVAC chair to help them out of the 
building.  
 
There is a refuge located at the top of the year 6 stairs and the 
emergency staircase at the YR4/5 corridor, this is used as a point of 
safety for people with special needs, until their trained helpers can 
safely evacuate them. 

 

 



 

 

Evacuation procedures 

Please read the following guidance on what to do if you see a fire. 
 

1. Remain calm.  
 

2. Sound the alarm by operating the nearest call point.  
 

3. Return to your classroom and evacuate the children by the most direct 
route.  
 

4. Inform the Lead Fire Marshall of the location of the fire. 
 

5. The school office will call the Fire brigade (999). 

 
6. If the fire is small, attempt to put it out with a fire extinguisher: 

Do not jeopardize your personal safety.  
 

7. Never allow the fire to come between you and an exit.  

 
8. Notify the Caretakers and a member of SLT of the location and extent 

of the fire.  

 
9. Evacuate the area if you are unable to put out the fire. Close doors and 

windows behind you to confine the fire. Go to the designated area.  
 

10. Do not break windows. Oxygen feeds a fire.  

 
11. Do not open hot doors. Before opening any door, touch near the top. If 

the door is hot or if smoke is visible, do not open the door.  
 

12. Do not use the lifts.  



 
13. Do not attempt to save possessions at the risk of personal injury.  

 
14. Do not return to the area until cleared by emergency personnel.  

 
15. All fires, no matter how small, must be reported to a member of SLT.  

 
DO NOT GO BACK INTO BUILDING UNLESS YOU HAVE BEEN 
TOLD IT IS SAFE TO DO SO BY THE HEAD TEACHER. 

 

 
 
 
Frequently Asked Questions 
 
What do I do if my fire exit is blocked off? 
 
Turn around and exit via a different fire exit 
 
What if a child is missing when I take the register? 

 
Alert the Caretaker/SLT/Head teacher. If it is safe to enter the building then 
they will look for the child. 

 
What if some of my class are in another part of the school when the 
alarm sounds? 

 
The adult they are with is responsible for ensuring the children evacuate the 
building. This may be a TALA or other adult. 
 
What if a child is on their own e.g. in the toilet when the alarm sounds? 

 
Take the rest of your class down. The fire marshals will find the child and 
bring them down. Children should not be left alone in the building for any 
other reason. 
 
If I see a small fire, should I attempt to put it out? 

 
If the fire is small, attempt to put it out with a fire extinguisher. Do not jeopardize 
your personal safety. Make sure you sound the alarm. 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 

Fire Signs and Equipment 
 

 
Here are some of the signs that you will see around school. It is important that people 
know what they mean. 
 
 

This is a call point. Press this if you see a fire or suspect a fire 
happening. Below the call point is a Fire Action sign, which 
outlines what to do in the event of a fire. 

 
 
 
 
 
 

This is a fire extinguisher sign. The sign tells you the type of 
extinguisher and the types of fire that it can be used to fight. 

 
 
 
 
 

 
All fire doors have this sign on them. Fire doors must be kept 
shut and should never be propped or hooked open. The purpose 
of a fire door is to door a fire spreading as quickly. 

 
 
 
 
 

Fire exits are marked with this sign. Should your usual fire exit is 
blocked, follow these signs to another exit. 

 
 
 
 
 

 
This sign instructs people to keep the fire exits clear. This is very 
important in ensuring that people can evacuate the building as 
quickly as possible. 

 
 
 
 
 

This is a fire blanket. Should a person become on fire, this 
should be used to wrap the person in and starve the fire of 
oxygen, putting it out. 

 
 
 
 
 
 

 



These are fire extinguisher. Staff can use these to fight small 
fires. Extinguishers have different contents for fighting different 
types of fire.  

 
 
 

 
 
Fire Panel 

 
The fire panel is the device that all of the call points and detectors are 
connected to. It determines which call point or detector has activated the fire 
alarm. 
 

 

 

 
Should the alarm sound and it is deemed safe to return to the building the 
caretakers will reset the panel with a key. 



 

 

Evacuation routes 

The most important thing to do in the event of hearing the fire alarm is to evacuate 

the building as quickly as possible. This is done via the fire exits. Fire exits are 

clearly marked throughout the building. Teachers should make sure that the children 

are clear about where their fire exit is. Below clearly states which fire exit should be 

used from which room. 

 

Early Years 

Children line up and exit room by designated exit and lead into assembly point. 

 Nursery (Oak) Assembly point is the parents holding area. 

 

 

 

 Reception (Elm and Ash) Assembly point is the back of the play area  

 

Key Stage 1 (KS1)  

 Children from the 4 KS1 Classrooms (Pine, Yew, Poplar and Willow) exit by 

the external door and lead into the Assembly point with is the MUGA 

 Children line up at the farthest fencing closest to the community exit gate. 



 

 

 

Key Stage 2 (Year 4 and 5: Birch, Spruce, Copper beech and Hazel only) 

 The children in Yr4 and 5 class leave the classroom and turn right and exit the 

school by the external fire escape. 

 Children walk to the assembly point which is the MUGA. 

 The children line up at the farthest fencing closest to the community exit gate. 



 

 

 

 

 

 

 



Key Stage 2 (Year 3 and Year 6:  Rowan, Cherry, Sycamore and Chestnut only) 

 The children in Yr3 and 6 classes leave the classroom and turn right and turn 

right along the corridor and walk down the stairs and exit by the door at the 

bottom of the staircase. 

 Children walk to the assembly point which is the MUGA. 

 The children line up at the farthest area of the KS2 play space and line up. 

 

 

 

 



 

 

Upper K2 Mezzanine Classrooms (when not in a classroom):  

 The children in Yr4 and 5 class leave the classroom and turn right and exit the 

school by the external fire escape. 

 Children walk to the assembly point which is the MUGA. 

 The children line up at the farthest fencing closest to the community exit gate. 

 

The library and Hall area 

 Children using the library area should exit through the toilet corridor and walk 

to the KS2 play area assembly point. 

 Children using the halls exit by the door at the kitchen end of the main hall 

and walk to the KS2 play area assembly point. 

 

 
The order that the classes stand in is based on the fire exit they will be entering 
the playground through and the likely order that they enter the playground. It is 
designed to avoid classes crossing over each other. 

 
Should the class be in a different part of the school e.g. Maths groups, then 
the order will change. Teachers must use their professional judgement if this 
is the case. 
 



Staffroom/ Reception area, Admin Office and Inclusion Office and PPA rooms 

 Staff and Visitors using these areas must exit by the external doors and walk 

to the front gate and use the observation area for the MUGA as an assembly 

point. (NOT the bridge). 

 

 

 

KS1 Deputy Head Teacher’s Office and Other Staff 

 All other staff must exit the building by the closet door and walk to the closest 

assembly point. 

 

Evacuation during lunchtimes and Assemblies 

 

 If the alarm should sound all children exit the main hall by the closest door 

and walk to the KS2 Assembly Point. 

 Children in the playground should walk to the closest Assembly Point either 

the MUGA or the KS2 play space. 

 If the alarm sounds during a whole school assembly, whoever is taking the 
assembly tell the children to remain calm and dismisses the classes in the 
year group order.  
 
 

ALL STAFF AND VISITORS MUST MAKE THEIR WAY TO THE 

ASSEMBLY POINTS AND FOLLOW THE DIRECTION OF THE LEAD 

FIRST AIDER (HEAD TEACHER) AND FIRE MARSHALLS (SLT). 


