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Emergency Evacuation Procedure

Whole School Approach

Introduction

The primary purpose of the Emergency Evacuation Procedure Policy is to ensure that all
members of the school community are aware of the required actions in the event of a fire,
fire alarm or other scenario (gas escape, bomb threat etc) requiring an evacuation in order
keep them safe and preserve life. It is vital that every person leaves the premises safely
and can be accounted for at the pre-arranged muster point.

Key guidelines for all staff

e |tis essential that all staff read the “Action on Discovering a Fire” notice in every
room in which they teach or occupy and know the exit route to take out of the
building. All forms/classes that staff teach should be told of the exit routes.

Form/class teachers should inform their form where to assemble when out of the
building. Support and office staff should familiarize themselves with the nearest
exit route and assembly point.

e Upon hearing the alarm all staff and boys must leave the building calmly and quietly. If
safe to do so, staff should shut all doors and windows including fire doors on staircases.
All fire doors will close automatically when the alarm sounds.

e Designated staff, acting as Fire Marshalls are responsible for checking that no boy is left in
the lavatory or left behind in certain areas of the building if not in class.

e Registers are electronically recorded twice a day at school. Staff must take out the form
that they are teaching and hand the group over to the form/class teacher. The registers
and absentee list will be circulated by the School Secretary/Matrons.

e All staff who are not form/class teachers should assemble at the staff fire assembly point
detailed in the “Action on Discovering a Fire” notice and in this document.

e Any member of staff leaving the Junior/Middle/Senior School premises during the
school day, other than transferring from one building to another, should inform the
respective Staff Office.

e Boys are to be reminded of the drills at the start of each term. Importantly they are
also told that if they are not in their classrooms or with their teacher when the
alarm sounds, they must not return to their classroom, but leave by the nearest
exit, or join the nearest class of boys until they arrive at the assembly point when
they should rejoin their class.

e All staff are to report any malfunction of the fire doors or other equipment as soon
as it is spotted, for example door jamming, exit blocked or unsafe to the Facilities
Manager or the Maintenance Request Form on the Staff Portal.

If staff discover a fire
e Break the glass in the nearest fire call point. This will then alert the Fire Service

automatically.
e Notify the relevant School Office depending on building location if possible.



e The School Office via a ‘walkie-talkie’ will contact both the Facilities Manager and
the Caretaker (on the same radio channel) to attend and assist with the evacuation
and liaise with the Fire Service.

e Secondary communication channel if needed is mobile phones; Facilities Manager —
07776 657304 or Caretaker - 07776657307

e The person discovering the fire after raising the alarm verbally and activating the
nearest fire alarm call point must call the fire service or delegate somebody to
undertake this task. This is a safeguard in case for any reason the Fire Service are
not automatically notified and state the building address.

e Leave the building following the information on the “Action on Discovering Fire”
notice and the green “running man” signs and fire exit signs.

e The fire alarm is monitored by a monitoring company and the Fire Service will be
automatically alerted once the alarm has been set off.

e The Fire Service even if it's a false alarm should not be stopped in attending.

e Staff should only attempt to use the fire extinguishers if a fire is very small and
manageable or if they find themselves in a situation where using the available fire
extinguishers is key to creating an escape from the building. Regardless the fire
alarm should be activated, and the building evacuated, and the Fire Service allowed
to take over.

Fire drills / fire management

e Fire drills carried out at least once a term. Results and lessons learned are
documented to ensure continuous improvement.

e The fire alarm systems throughout the school are maintained through external
contracts for reactive maintenance and scheduled service visits at the required
frequencies.

e The fire fighting equipment is serviced annual by external contractors and is
checked monthly by the Caretaker.

e The alarms are tested on a weekly basis. All schools between 7am and 8am on
Friday’s. Results are recorded in the fire log books which are in each fire cabinet
within each school. Senior School — next to the fire alarm panel. Middle School —in
the Catering Managers Office. Junior School — next to the fire alarm panel in
reception.

e The Caretaker and the Facilities Maintenance Team are responsible for reporting
any faults and issues as part of their statutory weekly and monthly checks.



Emergency Evacuation Procedure
The Hall Junior School, 69 Belsize Park, London. NW3 4EH

e Responsibility for fire safety — Director of Operations supported by Head of School

o Delegated responsibility for fire safety — Facilities Manager, School Caretaker.

e Delegated responsibility on alarm activation School Office staff, Fire Marshals and
Facilities staff.

The date of review for this document will be on an annual basis or when deemed necessary
by the Director of Operations, or when circumstances dictate for example change of staff
or layout.

The next review date is September 2024

Emergency Evacuation Procedure Policy is to ensure that all members of the Junior School
community are aware of the required actions in the event of a fire, fire alarm or other
scenario (gas escape, bomb threat etc.) requiring an evacuation in order keep them safe
and preserve life.

Building evacuation

The building evacuation procedures and systems will be used to evacuate Junior School.
This takes the form of a simultaneous evacuation procedure (one out all out).

The fire alarm system is a sounder which is activated through smoke detectors or break
glass and is linked directly to the alarm receiving centre and Fire Brigade.

The Junior School alarm panel is located inside the front door as well as the Fire box
contained key information for the Fire Service

If you discover a fire

e Operate the nearest fire alarm call point.

e Call the Fire Service by telephoning 999 from the School Office or safe location.
Give the address of; The Hall Junior School, 69 Belsize Park, London. NW3 4EH.

e Attack the fire, if trained to do so with the appliance provided, without taking
personal risks.

e Leave the building by the nearest available exit.

e Go to the assembly point — the ‘triangle’ in front of the Junior School

On hearing the alarm

e When the fire alarm sounds (both the Junior School and the Reception department
buildings are connected by the same alarm), boys’ line up in silence and proceed to
the ‘triangle’ in front of the Junior School. The preferred exit routes are:

o The Reception Department exits 2 Buckland Crescent from the main front
door and proceeds up Buckland Crescent to the front of the Junior School.

o The Junior School classes, exit using the nearest and safest route from their
location.

o Music and Science classes may exit onto Buckland Crescent or out through
the playground.

e The School Office staff use the walkie-talkie to inform the Facilities Manager and
School Caretaker (both on the same communication channel) the alarm has been
activated and request their immediate response.



Secondary communication channel if needed is mobile phones; Facilities Manager —
07776 657304 or Caretaker - 07776657307
Once at the ‘triangle’ at the front of the Junior School, boys should stand in their
class lines facing Belsize Village in alphabetical order. Reception boys should be
nearest Belsize Park and Year Three nearest to Buckland Crescent.
The Fire Marshall is to give each class teacher a coloured card with their class list on
it. The Fire Marshall will also be in possession of the boys’ Absentee List which is
printed by 9.30am every day and is updated should a child leave school early.
Staff are to take a roll call of their class and report back to the Fire Marshall when
they have accounted for all their boys.
List of Junior School boys’ names are kept:

o Onthe noticeboard by the main front door

o By the main front door of 2 Buckland Crescent.
Dedicated Fire Marshalls to sweep the school building to confirm all areas of the
building are clear and no re-entry happens before the Fire Service or Director of
Operations / Head of the Junior School confirms this.
Junior School Office Staff are responsible for accounting for all peripatetic staff,
support staff and contractors that may be in the building at the time of the alarm
and ensure they report to the fire Assembly Point.
Caretaker to stand by and monitor the fire alarm panel and confirm with the Fire
Service the location of the alarm activation.
Facilities Manager and Facilities Team to conduct a sweep of the building, especially
the communal areas and report the building is all clear and the to ensure no one re-
enters the building by staffing the various entry points.

Staff must:

Rehearse boys lining up in alphabetical order and ensure that they understand the
procedure fully. To check that all boys are present at the ‘triangle’ in front of the
Junior School Garden.

Explain to the boys that if they are not in their classrooms or with their teacher
when the bell rings, they must not return to their classroom, but leave by the
nearest exit, or join the nearest class of boys until they arrive at the ‘triangle’ in
front of the Junior School when they should rejoin their class.

Report any malfunction of the fire doors or other equipment as soon as it is
spotted, for example door jamming, exit blocked or unsafe to the Facilities Manager
or via the Maintenance Request form on the Staff Portal

Specific scenarios

Year 2 and Year 3: Lunch in the Middle School Hall

All staff are to assist in the calm movement of boys through the rear fire exit door
and around onto Eton Avenue beyond the Middle School classes. Boys should
stand, in silence, in their class lines, in alphabetical order.

The teacher on ‘lunch patrol’ is to collect the Years 2 and 3 class cards from the
Middle School Office / Catering Managers Office along with the Junior School
absentee list (which is taken over daily to the MS by the SS Matrons).

The ‘lunch patrol’ teacher is to distribute the class lists to the class teachers. If the
class teacher is not present the ‘lunch patrol’ teacher assigns members of staff to
appropriate classes.



Staff are to take a roll call of their class and report back to the ‘lunch patrol’ teacher
when they have accounted for all their boys. There must be silence throughout the
drill.

All staff are to report their attendance to the ‘lunch patrol’ teacher.

The ‘lunch patrol’ teacher is to report attendance of boys and staff to the Head of
the Senior School

MS crossing staff sweep the MS toilets for any JS boys

The JS fire cards indicate when a year 3 boy is in orchestra or not. On Tuesdays
these boys return with year 2.

List of Junior School boys’ names are kept:
o Inthe Middle School Office.

Year 1, Year 2 and Year 3: Gym, Games, Pottery, The Senior School

When the fire alarm sounds boys are to line up in silence and proceed to Eton
Avenue as directed by staff via the quickest and safest route. Staff and boys are to
follow the emergency fire procedure for the Middle/Senior School. Boys attend
these lessons as a class with their teacher who will account for them before
reporting to the Head of the Senior School.

Boys and Staff with Assistance Needs

The use of Personal Emergency Evacuation Plans (PEEPs) is used within the building, to
ensure suitable and sufficient measures are in place to enable persons with assistance
needs to comply with the building’s emergency evacuation plan.

The PEEP (appendix 3 in the Fire Safety Policy) must be completed and retained securely in
the School Office for retrieval by the Fire Service if needed.

Fire Marshall / Evacuation Officer staff and duties
Evacuation Officer — Head or Deputy Head of the Junior School

Go to and take charge of the principal assembly point.

Confirm with each Teachers / Fire Marshalls their section of the building is clear.
Head counts are correct and ascertain if any pupils are missing.

Assign a Fire Marshall to conduct another sweep of the building in the likely
location of the pupil(s).

Consider the welfare of the pupils at the assembly point and take any actions
required.

Fire Marshalls
All Teaching Staff when teaching a class will provide the duties of a Fire Marshall

Teachers to support / escort pupils in their lesson from the classroom to the
nearest exit and onto the assembly point

If time allows close doors and windows

Report to the Evacuation Officer and conduct a headcount based on the class
register and report any missing pupils.

Do not allow any re-entry, even if the alarm has been silenced until told by an
unauthorised person.

Facilities Team — divide the building into manageable sections / floors and conduct
a full sweep of the building concentrating on toilets and communal areas.



Emergency Evacuation Procedure
The Hall Middle School, 54 Eton Avenue, London. NW3 3HN

e Responsibility for fire safety — Director of Operations supported by Head of School

o Delegated responsibility for fire safety — Facilities Manager, School Caretaker.

e Delegated responsibility on alarm activation School Office staff, Fire Marshals,
and Facilities staff

The date of review for this document will be on an annual basis or when deemed necessary
by the Director of Operations, or when circumstances dictate for example change of staff
or building layout.

The next review date is September 2024

Emergency Evacuation Procedure Policy is to ensure that all members of the Middle School
community are aware of the required actions in the event of a fire, fire alarm or other
scenario (gas escape, bomb threat etc) requiring an evacuation in order keep them safe
and preserve life.

Building evacuation

The building evacuation procedures and systems will be used to evacuate Middle School.
This takes the form of a simultaneous evacuation procedure (one out all out)

The fire alarm system is a sounder which is activated through smoke detectors or break
glass and is linked directly to the alarm receiving centre and Fire Brigade.

The Middle School alarm panel is located in the Catering Managers Office and the fire
panel box is located in the same location, containing key information for the Fire Service
The fire alarm for the Middle School supports the Middle School, garage, and staff flats /
offices only and is NOT linked to the Senior School or vice-versa.

If you discover a fire

e Operate the nearest fire alarm call point.

e Call the Fire Service by telephoning 999 from the Catering Managers office or safe
location. Give the address of; The Hall Middle School, 54 Eton Avenue, London.
NW3 3HN.

e Attack the fire, if trained to do so with the appliance provided, without taking
personal risks.

e Leave the building by the nearest available exit.

e Go to the assembly point — on Crossfield Road (4E, 4D,5S) / Eton Avenue (4C, 5N,
5P)

On hearing the alarm

e When the fire alarm sounds boys’ line up in silence and proceed to the assembly
points, 4E, 4D and 5S, Crossfield Road outside the Middle School. 4C, 5N and 5P
outside the staff flats entrance on the pavement in Eton Avenue. Catering staff via
either side door in the Kitchen to the corner of Crossfield Road and Adamson Road.
The preferred exit routes are:

o Pupils and staff in the six classrooms, exit via the main staircase and out
through the front doors. Alternatively, out the rear fire exit in the teaching
corridor, down the external steps into Eton Avenue.



o Staff in the top floor offices, exit via the main staircase and out through the
front doors.

o If evacuation during lunch service, pupils and staff to exit out of the two
glass doors onto the exterior decking and onto the assembly point or
through the main front doors.

o Kitchen staff to exit out of either floors fire exit, depending on their location
and onto the assembly point.

e The Catering Manager or Crossing Supervisor use the walkie-talkie to inform the
Facilities Manager and School Caretaker (both on the same communication
channel) the alarm has been activated and request their immediate response.

e Secondary communication channel if needed is mobile phones; Facilities Manager —
07776 657304 or Caretaker - 07776657307

e Once at either assembly points boys must line up in the form group in alphabetical
order.

e The form tutor or deputy must make a roll call and physically walk down the line to
identify the boys visually as well as verbally.

o A daily register and absentees list must be printed each day by the School Matron
and a hard copy left with the Catering Manager or in their absence the Crossing
Supervisor to be collected by the Head of School and distributed to the Form
Teachers.

e Facilities Manager and Facilities Team to sweep the school building to confirm all
areas of the building are clear and no re-entry happens before the Fire Service or
Director of Operations / Head of the Middle School confirms this. One member of
staff to start at the top of the school and check all floors finishing at the front door
and to remain there.

e Catering Manager to clear both kitchen levels, turn off appliances and ensure staff
are accounted for at the assembly point and prevent re-entry to the kitchen.

e Middle School teaching staff are responsible for accounting for all peripatetic staff,
support staff and contractors that may be in the building at the time of the alarm
and ensure they report to the fire Assembly Point.

e Caretaker to stand by and monitor the fire alarm panel and confirm with the Fire
Service the location of the alarm activation.

Staff must:

e Rehearse boys lining up in alphabetical order and ensure that they understand the
procedure fully. To check that all boys are present at their correct assembly
location.

e Explain to the boys that if they are not in their classrooms or with their teacher
when the bell rings, they must not return to their classroom, but leave by the
nearest exit, or join the nearest class of boys until they arrive at their assembly
point when they should rejoin their class.

e Report any malfunction of the fire doors or other equipment as soon as it is
spotted, for example door jamming, exit blocked or unsafe to the Facilities Manager
or via the Maintenance Request form on the Staff Portal



Boys and Staff with Assistance Needs

The use of Personal Emergency Evacuation Plans (PEEPs) is used within the building, to
ensure suitable and sufficient measures are in place to enable persons with assistance
needs to comply with the building’s emergency evacuation plan.

The PEEP (appendix 3 in the Fire Safety Policy) must be completed and retained securely in
the by the Head of School for retrieval by the Fire Service if needed.

Fire Marshall / Evacuation Officer staff and duties

Evacuation Officer — Head of Middle School

e Go to and take charge of the principal assembly point.

e Confirm with each Teachers / Fire Marshalls their section of the building is clear.

e Head counts are correct and ascertain if any pupils are missing.

e Assign a Fire Marshall to conduct another sweep of the building in the likely
location of the pupil(s).

e Consider the welfare of the pupils at the assembly point and take any actions
required.

Fire Marshalls
All Teaching Staff when teaching a class will provide the duties of a Fire Marshall
e Teachers to support / escort pupils in their lesson from the classroom to the
nearest exit and onto the assembly point
e If time allows close doors and windows
e Report to the Evacuation Officer and conduct a headcount based on the class
register and report any missing pupils.
e Do not allow any re-entry, even if the alarm has been silenced until told by an
unauthorised person.
e Facilities Team — divide the building into manageable sections / floors and conduct
a full sweep of the building concentrating on toilets and communal areas.



Emergency Evacuation Procedure
The Hall Senior School, 23 Crossfield Road, London. NW3 4NU

e Responsibility for fire safety — Director of Operations supported by Head of School

o Delegated responsibility for fire safety — Facilities Manager, School Caretaker.

e Delegated responsibility on alarm activation School Office staff, Fire Marshals,
and Facilities staff

The date of review for this document will be on an annual basis or when deemed necessary
by the Director of Operations, or when circumstances dictate for example change of staff
or building layout.

The next review date is September 2024

Emergency Evacuation Procedure Policy is to ensure that all members of the Senior School
community are aware of the required actions in the event of a fire, fire alarm or other
scenario (gas escape, bomb threat etc) requiring an evacuation in order keep them safe
and preserve life.

Building evacuation

The building evacuation procedures and systems will be used to evacuate Senior School.
This takes the form of a simultaneous evacuation procedure (one out all out)

The fire alarm system is a sounder which is activated through smoke detectors or break
glass and is linked directly to the alarm receiving centre and Fire Brigade.

The Senior School alarm panel is located in the foyer area of the Centenary Building by the
glass doors and the fire panel box is located in the same position, containing key
information for the Fire Service

The fire alarm for the Senior School supports the Senior School only and is not linked to
the Middle School or vice-versa.

If you discover a fire

e Operate the nearest fire alarm call point.

e Call the Fire Service by telephoning 999 from the School Office or safe location.
Give the address of; The Hall Senior School, 23 Crossfield Road, London. NW3 3NU.

e Attack the fire, if trained to do so with the appliance provided, without taking
personal risks.

e Leave the building by the nearest available exit.

e Go to the assembly point — on Crossfield Road, Eton Avenue end (6L, 6D and 6P).
Senior school side on the pavement. On Crossfield Road, exiting to the left once
outside the Senior School (7S, 7G, 7C, 8G, 8L, 8P, 80) on the Senior School side on
the pavement.

On hearing the alarm

e When the fire alarm sounds, boys’ line up in silence and proceed to the assembly
points. Classes 6L, 6D and 6P on Crossfield Road, Eton Avenue on the Senior School
side of the road. Classes 7S, 7G, 7C, 8G, 8L, 8P and 80, exit right out of the school
and assemble on the senior school side of the payment to the right of the school
outside the staff flats entrance on the pavement in Eton Avenue.



Support staff not supporting an evacuation to assemble on the corner of Crossfield
Road and Adamson Road.
The preferred exit routes are:

o Pupils and staff in the Centenary side of the school to exit out of the double

glass doors to their relevant assembly point.

o Pupils and staff in the main section of the school to exit our of the main

front doors to their relevant assembly point

o Lower ground floor classrooms and Cooper Hall to exit out of the music door

into Crossfield Road or the North Passage into Crossfield Road depending on
location within the building.

o No exit into the yard unless the front evacuation routes are compromised.
The School Office staff to use the walkie-talkie to inform the Facilities Manager and
School Caretaker (both on the same communication channel) the alarm has been
activated and request their immediate response.

Secondary communication channel if needed is mobile phones; Facilities Manager —
07776 657304 or Caretaker - 07776657307

Once at either assembly points boys must line up in the form group in alphabetical
order.

The form tutor or deputy must make a roll call and physically walk down the line to
identify the boys visually as well as verbally.

A daily register and absentees list must be printed each day by the School Matrons
and its their responsibility to distribute it to the relevant school staff.

The School Office staff are responsible for accounting for any contractors on site
who have signed in via the Inventry system.

Members of staff not in charge of a class, are to make their way outside, closing all
windows and doors, if possible, and assist any colleague who may need it. They
should then assemble opposite the Main Entrance to 23 Crossfield Road, where
they may be allocated tasks to help with the evacuation.

Facilities Manager and Facilities Team to sweep the school building to confirm all
areas of the building are clear and no re-entry happens before the Fire Service or
Director of Operations / Head / Deputy Head of the Senior School confirms this.
Specific areas —

o Areal-top two floors

o Area 2 - Ground floor

o Area 3 —lower ground floor / yard
Caretaker to stand by and monitor the fire alarm panel and confirm with the Fire
Service the location of the alarm activation.

After 4.00pm once any After School Activities have started the staff taking the
activity are responsible for taking the group register and evacuating the boys.
Before and after school the boys should assemble on the left-hand side of
Crossfield Road, having turned left on leaving the main building.

Staff must:

Rehearse boys lining up in alphabetical order and ensure that they understand the
procedure fully. To check that all boys are present at their correct assembly
location.

Explain to the boys that if they are not in their classrooms or with their teacher
when the bell rings, they must not return to their classroom, but leave by the
nearest exit, or join the nearest class of boys until they arrive at their assembly
point when they should rejoin their class.



e Report any malfunction of the fire doors or other equipment as soon as it is
spotted, for example door jamming, exit blocked or unsafe to the Facilities Manager
or via the Maintenance Request form on the Staff Portal

Boys and Staff with Assistance Needs
The use of Personal Emergency Evacuation Plans (PEEPs) is used within the building,
to ensure suitable and sufficient measures are in place to enable persons with
assistance needs to comply with the building’s emergency evacuation plan.

The PEEP (appendix 3 in the Fire Safety Policy) must be completed and retained
securely in the by the Head of School for retrieval by the Fire Service if needed.

Fire Marshall / Evacuation Officer staff and duties

Evacuation Officer — Head of Middle School

e Go to and take charge of the principal assembly point.

e Confirm with each Teachers / Fire Marshalls their section of the building is clear.

e Head counts are correct and ascertain if any pupils are missing.

e Assign a Fire Marshall to conduct another sweep of the building in the likely
location of the pupil(s).

e Consider the welfare of the pupils at the assembly point and take any actions
required.

Fire Marshalls
All Teaching Staff when teaching a class will provide the duties of a Fire Marshall
e Teachers to support / escort pupils in their lesson from the classroom to the
nearest exit and onto the assembly point
e |f time allows close doors and windows
e Report to the Evacuation Officer and conduct a headcount based on the class
register and report any missing pupils.
e Do not allow any re-entry, even if the alarm has been silenced until told by an
unauthorised person.
e Facilities Team — divide the building into manageable sections / floors and conduct
a full sweep of the building concentrating on toilets and communal areas.



