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Emergency Evacuation 
 
The school has a fire alarm system installed which is a siren activated 
by break glass points. Please find attached a plan of Rackheath 
Bombers accommodation showing Fire Exits, Fire Alarm Points, the 
Assembly Area and the location of fire fighting equipment. A copy of 
the plan and these instructions are also displayed on our notice board.   
Emergency Evacuations are practised at least once a term. 
 
Actions on Discovery of Fire/Emergency  : 
 
. On discovering a fire, or any other situation that necessitates an emergency evacuation, ensure 
the safety of all children in the immediate vicinity and operate the nearest break-glass point. 
. A staff member will call the Fire Brigade immediately. 
. As soon as it is safe to do so inform the Head teacher of location and nature of the 
fire/emergency. 
 
Actions on Hearing the Alarm : 
 
. School office staff will call the Fire Brigade if the fire is in the school building.  
. Denise Coe (Manager) will collect the key to side gate, register and visitors book then with adult 
helpers and students assist all children to leave the building via the nearest safe exit. In the event 
of absence this role will be taken by Jo Biddle (staff). 
. Staff and children playing outside will proceed immediately to the Assembly Area. 
. All pre-school personnel and children will assemble in their designated area on the playground by 
the wooden shelter. 
. The Assistant Practitioner will collect the phone then help with evacuation. The Assistant will 
also, while maintaining a safe distance, watch for any late evacuees. 
. Dannie Webb (Manager) will check all rooms for children, ensure all doors are closed, then 
collect the Fire Bag and proceed to the Assembly Area. In 
 the event of absence this role is taken by Denise Coe(co/manager). 
. Children, students and adults will be checked off against the register and visitors book. The Head 
teacher is to be informed immediately if any person is unaccounted for. 
. When safe to do so parents/carers should be contacted to arrange collection of the children. 
 
There is no expectation that staff should use fire extinguishers. Safety of children and adults is the 
priority.  
 


