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Scope:

This policy applies to:
e Whole school including EYFS- please note there is a separate set of procedures for each
of the three school sites.

Person responsible: Rob Ryan

Contact details of person responsible: r.ryan@bla.gdst.net / 0208 8532929
Identified Governor: N/A

Reviewed by and frequency: Annually by Head/DFO

Date of last review: September 2024

Date of next review: September 2025

These procedures should be read in conjunction with:
o GDST Fire Risk and Safety Policy
e GDST Accessibility Strategy and Blackheath High School’s Accessibility Plan
» Blackheath High School’s Health and Safety Policy

LEGAL REFERENCES:

This policy operates within a wider national and local policy framework, which includes:
e The Regulatory Reform Order (Fire Safety) Order 2005
e Education School Premises Regulations 2012

Aims:

e To identify and implement control measures to prevent incidents of fire occurring
e To conduct regular fire evacuation drills and testing of emergency equipment
e Toinitiate prompt and effective action in the event of an incident

® To ensure pupils, members of staff, visitors and contractors can be safely and quickly
evacuated



Blackheath High School Evacuation Plan

Senior School Site
On discovering a fire:

1.

2.

Break the glass of the nearest alarm call point
Evacuate the building and muster at the Fire Assembly Point following the procedure set
out below.

Evacuation Procedure
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8.
9.

All persons on site must respond to the fire alarm immediately

Silence should be maintained

Move quickly to the assembly point and do not stop to collect belongings

The first person leaving an exit should ensure that the door is left open

If possible, windows and internal doors should be closed on exit

The last person to leave through an exit should ensure that the door is closed behind
them

No-one must attempt to re-enter the building until they have been told by the
designated person that it is safe to do so

Once gathered the roll call should be carried out quickly and efficiently

Once the school is fully assembled and the roll call can be completed the Head (or a
designated person in their absence) should be informed.

10. The Head or their designate only can give the order to return to any building.

Specific Responsibilities

All staff with specific responsibilities must nominate a deputy and ensure that they are
familiar with the procedures

Head

Overall responsibility pending the arrival of the fire
service Ensures that everyone is accounted for

DFO

Checks Fire Panel and establishes the cause of the alarm,
co-ordinates evacuation with Premises Staff/Fire
Wardens. Informs Head when building is fully evacuated

Premises Team Checks fire panel for location and establishes the extent

of any fire and informs DFO

Fire Wardens Put on the High Visibility Jacket

Ensure their designated area has been cleared and
reports this to the Heads PA at the assembly point.

Office Staff Collect and take to the assembly point:

Grab bag Registers
iPad for Staff, 6 Form and visitors
On arrival at the Assembly point distribute registers

Senior Office Staff Register all Teaching and peripatetic/visiting staff

Inform the Head when everyone is accounted for

Deputy Head (Academic) Deputises for the Head in her absence

Deputy Head (Wellbeing) Receive student registers from Heads of Year

Inform the Head when all students are accounted for




Assistant Head (Sixth Form) Collect iPad from Office Staff at the assembly point and
cross-referencing inventory for 6" form students off site
and not present.

Deputy Head of Sixth Form Collect lists of absences from office staff and then cross
check

With form tutor registers

Once all students have been accounted for inform the
Deputy Head (Wellbeing) and return the registers to the

office staff.
Assistant Head (Learning & Deputises for Assistant Head (Sixth Form) in her
Enrichment) absence.
Heads PA Register all non-teaching staff, visitors and contractors

Inform the Head when all students are accounted for
Inform the Head when the building has been evacuated

Executive Chef Register all catering staff
Inform the Heads PA when all staff are accounted for
Heads of Year Collect lists of absences from office staff and then cross
check

With form tutor registers

Once all students have been accounted for inform the
Deputy Head (Wellbeing) and return the registers to the
office staff.

Form Tutors Registration lists will be brought out to the assembly
point by the office staff together with the absent
student lists run off after morning and afternoon
registration.

Register and account for all students in your form and
report this to the Head of Year with your register

Assembly Point

All staff and students must assemble in silence at the assembly point — The area of the heath
between Charlton Way and Vanbrugh Park as indicated on the plan in your room

Calling the Fire Brigade
In the event of the fire alarm being sounded, the Fire Brigade will be notified automatically.
Meeting the Fire Brigade

The Director of Finance and Operations or, in his absence the Facilities Manager/Duty
Caretaker will meet the fire brigade at the Vanbrugh Park entrance and notify them of the
location of the fire and whether there is anybody unaccounted for

The Director of Finance and Operations or, in his absence the Facilities Manager/Senior
Caretaker will hand over the fire file with the plans of the building

Use of Firefighting Equipment

1. After having raised the alarm and ensured that the building is being evacuated, if you
feel competent, have been trained and it is safe to do so, tackle the fire
2. Select the correct extinguisher or fire blanket before you attempt to tackle the fire
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If possible, inform other staff of your intentions

Always make sure that you have a safe escape route

If the fire becomes too large or the smoke to dense evacuate immediately

Once the fire is put out, leave the building by the nearest exit closing all windows and
doors behind you

Report to the assembly point

Specialist classrooms/laboratories/worktops

1.

Teachers and technicians in specialist classrooms, laboratories and workshops need to
be aware of when it is appropriate to activate electricity and gas cut-off switches. They
should not be activated during walkthrough drills at the beginning of term

Science Laboratories and DT workshops — If the alarm sounds unexpectedly, the cut-off
switches should be pressed if it is safe to do so (some will automatically shut off).
Should there be an experiment in progress and when it is safe to do so, it is the
responsibility of the appropriate teacher/technician to make the experiment safe
before evacuating

ICT Rooms and Server Rooms — to minimise equipment failure, the electricity cut-off
switches should only be pressed if there is a fire in the room or risk of electrical fire
from water

Evacuation of People with disabilities

Wheelchair users and people with impaired mobility (e.g. pupils on crutches) — will be
evacuated in accordance with the agreed evacuation plan (PEEP)

Assisting people with impaired vision — In the event of an evacuation, the nominated member
of staff or their deputy should lead the member of staff or visitor to safety

e Invite the person with impaired vision to grasp your elbow as this will enable the
person being assisted to walk half a step behind and thereby gain information
about doors and steps

e Similar assistance should be offered to guide dog owners, with the owner
retaining control of the dog

e Human life should not be put at risk if the dog refuses to leave

e Asighted person should remain with the member of staff with impaired vision
until the emergency is over

Assisting people with impaired hearing — staff and students with known hearing difficulties
will be evacuated in accordance with their PEEP

Evacuation during school events

e Clubs, practices and activities — the club or activity leader should evacuate the
premises following the evacuation instruction on the fire notices

e Seated events in the hall — will normally be ticketed. An announcement should
be made at the start of the event indicating that if the alarm sounds, staff will
guide visitors to the assembly point



e Parents’ evenings — a system of signing in is used to register attendance. Heads
of Year will be responsible for collecting these in the event of an evacuation.

e BHSA Events — The organiser should attempt where possible to keep a record of
visitors present. An announcement should be made at the start of an event
indicating that if the alarm sounds visitors should go to the assembly point

e Social events involving students — events will normally be ticketed with a list
kept of who is in attendance

Evacuation during holiday periods
It is the responsibility of all staff to ensure that they sign in and out during holiday periods
Hirers of Premises

Regular Lets — Once a term the duty caretaker will sound the alarm so that the hirer is
reminded of what the alarm sounds like

It is the responsibility of the organiser to keep attendance registers and to ensure that all users
of the premises are familiar with the evacuation plan and assembly point.

JUNIOR SCHOOL SITE
On discovering a fire:

1. Break the glass of the nearest alarm call point
2. Evacuate the building and muster at the Fire Assembly Point following the procedure set
out below.

Evacuation Procedure

All persons on site must respond to the fire alarm immediately

Silence should be maintained

Move quickly to the assembly point and do not stop to collect belongings

The first person leaving an exit should ensure that the door is left open

If possible, windows and internal doors should be closed on exit

The last person to leave through an exit should ensure that the door is closed behind

them

7. No-one must attempt to re-enter the building until they have been told by the
designated person that it is safe to do so

. Once gathered the roll call should be carried out quickly and efficiently

9. Once the school is fully assembled and the roll call can be completed the Head (or a
designated person in their absence) should be informed.

10. The Head or their designate only can give the order to return to any building.

oAk whN

Specific Responsibilities

All staff with specific responsibilities must nominate a deputy and ensure that they are
familiar with the procedures



Head Overall responsibility pending the arrival of the fire
service Ensures that everyone is accounted for
Facilities Manager/Caretaker | Oversees the evacuation and meets the Fire Brigade.
Informs Head when it is safe to return.

Facilities Manager/Caretaker | Checks fire panel for location and establishes the extent
of any fire, co-ordinates evacuation with Office
Staff/Fire Wardens. Informs Head when building is fully
evacuated

Fire Wardens Put on the High Visibility Jacket

Ensure their designated area has been cleared and
reports this to the Heads PA

Office Staff Collect and take to the assembly point:

Grab bag Registers

Visitors Book  Staff Signing in and out book

On arrival at the Assembly point distribute registers
Deputy Head Academic Register all Teaching and peripatetic/visiting staff
Receive student registers from Class teachers, Inform
the Head when all students and teaching staff are
accounted for

Administrator Register all non-teaching staff, visitors and contractors
Inform the Head when all support staff, visitors and
contractors are accounted for

Head of Kitchen Register all catering staff
Inform the Heads PA when all staff are accounted for
Class Teachers Registration lists will be brought out to the assembly

point by the office staff together with the absent
student lists run off after morning and afternoon
registration.

Register and account for all students in your form and
report this to the Deputy Head with your register

Assembly Point

All staff and students must assemble in silence at the assembly point — Open Green adjacent to
Pond Road

Calling the Fire Brigade
In the event of the fire alarm being sounded, the Fire Brigade will be notified automatically.
Meeting the Fire Brigade

The duty Caretaker/Facilities Manager will meet the fire brigade at the Main entrance in
Paragon Place and notify them of the location of the fire and whether there is anybody
unaccounted for

The duty Caretaker/Facilities Manager will hand over the fire file containing the school plans,
located on the rear of the main entrance door.

Use of Firefighting Equipment

1. After having raised the alarm and ensured that the building is being evacuated, if you
feel competent, have been trained and it is safe to do so, tackle the fire
2. Select the correct extinguisher or fire blanket before you attempt to tackle the fire
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If possible, inform other staff of your intentions

Always make sure that you have a safe escape route

If the fire becomes too large or the smoke to dense evacuate immediately

Once the fire is put out, leave the building by the nearest exit closing all windows and
doors behind you

Report to the assembly point

Specialist classrooms/laboratories/worktops

1.

Teachers and technicians in specialist classrooms, laboratories and workshops need to
be aware of when it is appropriate to activate electricity and gas cut-off switches. They
should not be activated during walkthrough drills at the beginning of term

Science Laboratories and DT workshops — If the alarm sounds unexpectedly, the cut-off
switches should be pressed if it is safe to do so. Should there be an experiment in
progress and when it is safe to do so, it is the responsibility of the appropriate
teacher/technician to make the experiment safe before evacuating

ICT Rooms and Server Rooms — to minimise equipment failure, the electricity cut-off
switches should only be pressed if there is a fire in the room or risk of electrical fire
from water

Evacuation of People with disabilities

Wheelchair users and people with impaired mobility (e.g. pupils on crutches) — will be
evacuated in accordance with the agreed evacuation plan (PEEP)

Assisting people with impaired vision — In the event of an evacuation, the nominated member
of staff or their deputy should lead the member of staff or visitor to safety

e Invite the person with impaired vision to grasp your elbow as this will enable the
person being assisted to walk half a step behind and thereby gain information
about doors and steps

e Similar assistance should be offered to guide dog owners, with the owner
retaining control of the dog

e Human life should not be put at risk if the dog refuses to leave

e Asighted person should remain with the member of staff with impaired vision
until the emergency is over

Assisting people with impaired hearing — staff and students with known hearing difficulties
will be evacuated in accordance with their PEEP

Evacuation during school events

e Clubs, practices and activities — the club or activity leader should evacuate the
premises following the evacuation instruction on the fire notices

e Seated events in the hall — will normally be ticketed. An announcement should
be made at the start of the event indicating that if the alarm sounds, staff will
guide visitors to the assembly point

e Parents’ evenings — a system of signing in is used to register attendance. The
senior teacher organising the evening will be responsible for collecting these in
the event of an evacuation.



e BHSA Events — The organiser should attempt where possible to keep a record of
visitors present. An announcement should be made at the start of an event
indicating that if the alarm sounds visitors should go to the assembly point

e Social events involving students — events will normally be ticketed with a list
kept of who is in attendance

Evacuation during holiday periods

It is the responsibility of all staff to ensure that they sign in and out during holiday periods

Hirers of Premises

Regular Lets — Once a term the duty caretaker will sound the alarm so that the hirer is
reminded of what the alarm sounds like

It is the responsibility of the organiser to keep attendance registers and to ensure that all users
of the premises are familiar with the evacuation plan and assembly point.

PAVILION BUILDING — KIDBROOKE SPORTS GROUND

On discovering a fire:

1. Break the glass of the nearest alarm call point
2. Evacuate the building and muster at the Fire Assembly Point following the procedure set
out below.
Evacuation Procedure

All persons on site must respond to the fire alarm immediately

Silence should be maintained

Move quickly to the assembly point and do not stop to collect belongings

The first person leaving an exit should ensure that the door is left open

If possible, windows and internal doors should be closed on exit

The last person to leave through an exit should ensure that the door is closed behind

them

7. No-one must attempt to re-enter the building until they have been told by the
designated person that it is safe to do so

8. Once gathered the roll call should be carried out quickly and efficiently

9. Once the school is fully assembled and the roll call can be completed the Head (or a
designated person in their absence) should be informed.

10. The Head or their designate only can give the order to return to any building.
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Specific Responsibilities

All staff with specific responsibilities must nominate a deputy and ensure that they are
familiar with the procedures



Senior Member of Staff on site | Overall responsibility pending the arrival of the fire
service Ensures that everyone is accounted for. Calls the
fire brigade and the Junior School Office to alert the

school

Caretaker Arrives on site as quickly as possible and establishes the
extent of any fire.

Other staff member Evacuates the pavilion and registers students and staff.

Informs the Senior member of staff that all students and
staff are accounted for.
Office Staff Inform the DFO of the incident as soon as possible

Assembly Point

All staff and students must assemble in silence at the assembly point — The back of the playing
field furthest from the Pavilion.

Calling the Fire Brigade
The senior member of staff on site should dial 999 and inform the Fire Brigade
Meeting the Fire Brigade

The senior member of staff or the duty Caretaker will meet the fire brigade at the Sports
Ground entrance and notify them of the location of the fire and whether there is anybody
unaccounted for

The duty Caretaker will hand over the fire file with plans of the building
Use of Firefighting Equipment

1. After having raised the alarm and ensured that the building is being evacuated, if you
feel competent, have been trained, other members of staff are present (you are not
alone) and it is safe to do so, tackle the fire

Select the correct extinguisher or fire blanket before you attempt to tackle the fire

If possible, inform other staff of your intentions

Always make sure that you have a safe escape route

If the fire becomes too large or the smoke to dense evacuate immediately

Once the fire is put out, leave the building by the nearest exit closing all windows and
doors behind you

7. Report to the assembly point

S A

Evacuation of People with disabilities

Wheelchair users and people with impaired mobility (e.g. pupils on crutches) — will be
evacuated in accordance with the agreed evacuation plan (PEEP)

Assisting people with impaired vision — In the event of an evacuation, the nominated member
of staff or their deputy should lead the member of staff or visitor to safety

e Invite the person with impaired vision to grasp your elbow as this will enable the

person being assisted to walk half a step behind and thereby gain information
about doors and steps
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e Similar assistance should be offered to guide dog owners, with the owner
retaining control of the dog

e Human life should not be put at risk if the dog refuses to leave

e A sighted person should remain with the member of staff with impaired vision
until the emergency is over
Assisting people with impaired hearing — staff and students with known hearing difficulties
will be evacuated in accordance with their PEEP

Evacuation during school events

e Clubs, practices and activities — the club or activity leader should evacuate the
premises following the evacuation instruction on the fire notices

e Seated events in the hall — will normally be ticketed. An announcement should
be made at the start of the event indicating that if the alarm sounds, staff will
guide visitors to the assembly point

e BHSA Events — The organiser should attempt where possible to keep a record of
visitors present. An announcement should be made at the start of an event
indicating that if the alarm sounds visitors should go to the assembly point

e Social events involving students — events will normally be ticketed with a list
kept of who is in attendance

Evacuation during holiday periods
It is the responsibility of all staff to ensure that they sign in and out during holiday periods
Hirers of Premises

Regular Lets — Once a term the duty caretaker will sound the alarm so that the hirer is
reminded of what the alarm sounds like

It is the responsibility of the organiser to keep attendance registers and to ensure that all users
of the premises are familiar with the evacuation plan and assembly point.
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