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There is a plan of the school building attached to this emergency plan. 
Other users of the building are: 
	• 	Sandwell IPS Catering Service – School Kitchen 
 
The Head Teacher is the premise manager responsible for this building. The deputy premise manager is the Site Manager. 
 
1. Corporate Level One Risk Assessment and Fire Log Book 
 
It will be the responsibility of the Head Teacher to ensure the corporate level one risk assessment is undertaken; this should be carried out with the assistance of the Site Manager and the Senior Leadership team. The risk assessment and the action plan should be presented to the Governing Body for consideration. 
 
The risk assessment and fire log book are located in the Site Managers Office. In the event of an emergency the fire log book and premise log book, should be brought to the attention of the fire officer. 
 
Details of hazardous substances kept on site and the location of asbestos are detailed and kept with the fire log book. 
 
2. Fire Alarm 
 
The alarm points are located:- 
 
	1 
	Main Entrance (2nd lobby) 

	1a 
	Main Entrance (1st lobby) 

	2 
	Outside staff room (main corridor old block) 

	2a 
	Nuture room 

	3 
	Exit door adjacent to girls toilet (old block) 

	3a 
	ICT (class 2) 

	4 
	Exit door adjacent to boys toilet (old block) 

	4a 
	Exit door (class 3) 

	4b 
	Exit door (class 4) 

	5 
	Landing between classes 7 & 8 

	6 
	Landing between classes 5 & 6 

	7 
	Outside science room 

	8 
	Main hall 

	8a 
	Inside science room 

	8b 
	Music room 

	8c 
	Rear entrance lobby (Main hall) 

	8d 
	Adjacent to exit door opposite Science room 

	9 
	Corridor adjacent to classroom 9 

	9a 
	Exit doors to top playground 

	9b 
	Exit door base of stairwell (end of link corridor) 

	10 
	Adjacent to fire panel 1 

	11 
	Nursery exit 1 

	12 
	Nursery exit 2 

	13 
	Main Nursery entrance from outside 

	14 
	Top of staircase leading to Hall (new block) 

	15 
	Hall (new block) 

	16 
	First floor landing leading to classes 13 & 15 

	17 
	Kitchen (main exit to bin area) 

	18 
	Boiler house (old block) 

	19 
	Boiler house (new block) 

	A 
	Main entrance (Children’s Centre) 

	B 
	Rear Entrance (Children’s Centre) 


 
The fire alarm system is a break glass bells only system. (The alarm is activated by breaking the glass in the alarm call points). 
 
The weekly regime of testing the fire alarm is carried out by the Site Manager. 
 
4. Assembly Points 
 
*Medical boxes and fire registers should be kept with groups at all times* 
 
All fire doors must be closed on exit from classrooms. 
 
Children’s Centre must exit through the closest fire exit away from the fire, either the main entrance of the children’s centre or the fire exit door in the kitchen and assemble on the car park. The responsible adult will then take the fire register to ensure all children are accounted for. 
 
Nursery will be led by their group adults through the nursery fire exit and onto the top playground where they will line up in their assembly point. The responsible adult will then take the fire register to ensure all children are accounted for. 
Reception classrooms will be led by their group adults through the reception area and into the top playground where they will line up in their assembly point. The responsible adult will then take the fire register to ensure all children are accounted for. 
 
Year 1 classrooms will be led by their group adults through the fire exits in the classrooms, line up in their fire assembly point – the area outside their classroom, by the gates on Regent Road. Any adults responsible for the children in these classrooms must be aware of the codes to open the padlocks on the surrounding gates. The responsible adult will then take the fire register to ensure all children are accounted for. 
 
Year 2 classrooms will be led by their group adults through the fire exits in the classrooms, up the stairs and onto the top playground where they will line up in their assembly point. The responsible adult will then take the fire register to ensure all children are accounted for. 
 
Year 3 and 4 classrooms will be led by their group adults down the stair and through the fire exit which leads to the bottom playground. Children will line up in their fire assembly point. The responsible adult will then take the fire register to ensure all children are accounted for. 
Year 5-6 classrooms will be led through the top hall and into the top playground where they will line up in their assembly point. The responsible adult will then take the fire register to ensure all children are accounted for. 
Staff must head count first and then raise their hand to indicate that they have the correct number of children and then take the register. 
 
Fire Wardens on site will sweep the buildings as normal, to ensure the building is empty. 
The site manager will notify groups when it is safe to re-enter the building. 
5. Emergency Lighting 
 
Emergency lighting is in situ. 
 
6. Fire Safety Monitoring Inspections 
 
A monitoring inspection is carried out monthly by the Site Manager. Details of the inspection will be kept in the fire log book. Any faults or corrective action will be reported to the building maintenance surveyor of the Governing Body. 
 
7. Visitors / Contractors 
 
All visitors / contractors must sign in using the electronic system located at the main entrance and wear a visitor badge throughout the course of their visit.  It will be the responsibility of the host to escort their visitors to the assembly point. 
 
Contractors must sign in using the electronic system located on the school reception desk and wear a visitor badge throughout the course of the visit. Contractors should report to the Site Manager (or Business Manager when Site Manager is not on site) and state the nature of the work to be carried out and the impact this will have on the safe working practices within school. The Site Manager will ensure that they are aware of the schools emergency procedures and if necessary how to raise the alarm in the event of an emergency. 
 
In the event of long term building work emergency procedures will be discussed at pre commencement meeting and updated weekly as work progresses. 
 
8. Staff Training 
 
As part of the induction procedure, new or temporary employees will be expected to undertake the electronic training package ‘Fire Safety in Education – Educare’ and will also have an annual Fire Safety Briefing.  It will be the responsibility of the Head Teacher and Business Manager to ensure that this is carried out and recorded in the Fire Log Book. It is important that all school staff undertake formal fire safety training on an annual basis.  
 
Staff training on emergency procedures will form part of the staff induction. 
 
9. Fire Drills 
 
There will be a fire drill carried out on a termly basis; one will take place in the first half term of children returning to school. One fire drill will take place during the lunchtime period. It is important that the school is evacuated within three minutes. 
Details of the fire drill will be recorded in the Fire Log Book by the Site Manager and the Governing Body will be informed of the dates, time and any specific problems. 
 
Following a fire drill, there will be a debriefing session with staff and this will be recorded in the fire log book under staff training. 
 
10. Special Needs 
 
Risk assessments and procedures will be undertaken and updated, by the Inclusion Lead and Business Manager, to take account of persons with special needs or requirements. 
 
11. Fire Evacuation Procedures for a Primary School 
 
a) On discovering a fire, raise the alarm by the nearest call point. The person liaising with the fire service will be the Head Teacher (in their absence, Miss Campbell). 
b) It is important that pupils are evacuated to safety, do not stop to collect your belongings, go straight to the assembly point (see section 4). If it is possible, close windows and doors on the way out. If you feel confident to tackle the fire and have received the training, then do so 
c) The office will print off Entrysign the log of staff, visitors, children’s signing in/out and a school radio and take them to the assembly point, the group teacher will take out the class fire register. 
d) Fire Marshalls Mr White, Miss Stanley, Miss Le Gross, Miss Martin, Miss Campbell, Mrs Pugliese, Mrs Shuttleworth, Miss Woodfield will check the building. 
 















	Area 
Number 
	Area to be checked 
	Fire Marshall 
to check 
 
	To check in their absence 
	Assembly point 
	Assembly Point – Lunch 

	1 
	Top corridor (classrooms, hall and toilets) 
	Nathan White  
 
	Kimberley Stanley       (Or Liz Mee)
	Top playground – account for all EYFS, Y2, Y5 and Y6 Pupils 
	Top playground – Y4,5,6 and EYFS

	2 
	EYFS, year 1 and toilets in corridor 
	Sophie LeGros  
 
	Kim Martin (Or Liz Mee)
	Top playground/Outside Year 1 – Account for Y1 pupils
	

	3 
	Offices, bottom hall, library, room and dining hall, 
Children’s Centre 
Staff lists/Call fire services 
	 
Lynsey 
Campbell 
	 
Geri Pugliese 
  (Or Liz Mee)
	Main entrance - Car park – Account for children from the Hub 
	

	4 
	Bottom corridor (years 2-4, ICT suite, intervention rooms and toilets) 
	Lyndsey 
Shuttleworth 
	Sarah Woodfield (Or Liz Mee)
 
 
	Bottom playground – Account for Y3 and Y4 Pupils
	Y1 (if out), Y2 (if out) and Y3

	 
	Staff list - Top playground 
	Office Staff 
	Office Staff 
 
	Main entrance - Car park 
	

	 
	Staff list - Bottom playground 
	Office Staff 
	Office Staff 
 
	Main entrance - Car park 
	


 
 
· All Fire Marshalls MUST collect a walkie talkie from the office each morning and return it to the charging station at the end of the day
· Michael/Liz will radio each Fire Marshal for confirmation of numbers
· Michael/Liz will then radio Lynsey/Geri and inform them that everyone is out. 
· Nathan will then silence the bells and inform Geri/Lynsey that is safe to re-enter the building. 
 
e) The person liaising with the fire service will be the Head Teacher (in their absence the Miss Campbell). Information contained within the Fire Log Book and Premises Managers Health and Safety File will be made available to the Fire Service. No one should enter the building until the fire service declares it is safe. 
f) High visibility jackets will be worn by all Fire Marshals to make themselves distinguishable to the Fire Service. The nearest fire hydrant is located in the street outside the main gates. The Head Teacher /Business Manager will communicate this to the fire service. 
g) The Head Teacher / Business Manager will contact the Directorate at Shaftesbury House by mobile phone. The Directorate will ensure that the Education and Lifelong Learning Business Continuation Plan will be put into place by officers within the LA. 
h) Any accidents or incidents that occur during evacuation must be recorded on the Council’s Incident Form. Health and Safety Officers will inform the Health and Safety Executive as required, by the RIDDOR Regulations. 
i) In the case of classes isolating and learning remotely, an email will be sent via the office to inform staff to come off zoom if there is no 2nd adult online due to being in school and having to evacuate the building. There must always be 2 adults in a zoom lesson for safeguarding purposes. 
 
15. Review 
 
The Head Teacher and school senior leadership team must ensure that the emergency plan is reviewed on an annual basis, or sooner, if there are any changes to staff that have specific responsibilities within this plan. 
 
Lunchtime Evacuation Procedures 
 
Children from the Hub are to be taken out of the main office and registered. This is then relayed to fire marshals via walkie talkie
Teachers must meet classes at their assembly point and inform SLT if they plan to be offsite for lunch
Children from the learning lounge are to be released into Y2 outdoor area and guided to their assembly point
Children from the dining room/bottom hall are released through the fire exit next to the library and instructed to their fire assembly point
*Medical boxes and fire registers should be kept with groups at all times* 
Dining Room 
The children will be led by a lunchtime supervisor or their group adults out through the main doors and down the steps into the bottom playground where they will line up in classes. A lunchtime supervisor will follow the last child out to ensure that there are no children left in the dining room. The responsible adult will then take the fire register to ensure all children are accounted for. 
 
Bottom Hall 
 
The children will be led out by a lunchtime supervisor or their group adults. They will go out through the back doors and into the Year 2 outdoor area, then up to the top playground and line up in classes. A lunchtime supervisor will follow the last child out to ensure that there are no children left in the hall. The responsible adult will then take the fire register to ensure all children are accounted for. 
Top Hall 
 
The children will be led out of the fire exit in the hall by a lunchtime supervisor or their group adults. They will go across the bridge and to the playground where they will line up in their classes at their assembly point. The responsible adult will then take the fire register to ensure all children are accounted for. 
 
Playgrounds 
 
Any children in the playgrounds will remain there and be lined up in their classes and will remain supervised by lunchtime supervisors or their groups adults. Reception children will be led into the playground by their designated staff. Any 1-1 children will be escorted to the nearest exit by their designated supervisor. 
 
If Wet Play 
 
The routines will be the same as outdoor play. 
 
Teaching Staff will leave by the nearest exit and help to supervise the children in the playground. 
Fire Wardens on site will sweep the buildings as normal, to ensure the building is empty. 
Fire Wardens will notify groups when it is safe to re-enter the building. 
 
 
 
 
Date for review:  September 2026 
 
 
Signed :    [image: ]          (Head Teacher) 
Date: 18.09.2025 
 
Signed :        [image: ]                    (Chair of Governors)  
Date: 18.09.2025 
Amended: 12.11.2025
Review Due: September 2026 
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