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CHAPEL-EN-LE-FRITH C of E VC PRIMARY SCHOOL 
 

FIRE SAFETY AND EVACUATION PROCEDURE GUIDELINES 
 

ALL FIRE EXITS MUST BE KEPT UNLOCKED AND CLEAR AT ALL TIMES 
 

Fire Safety/Prevention 
 

 Radiators and convectors must be kept clear at all times.  They must not be used as shelves. 

 There must be clear access to fire extinguishers, electric meters, fuse boxes and isolator 
switches, all of which must be clearly labelled. 

 All electrical appliances will be regularly inspected and maintained in good condition or taken 
out of use (only a qualified electrician can repair electrical equipment).  In accordance with 
legal requirements all portable appliances will be checked by a trained person at least once 
every two years.  Plug tops and leads should be visually inspected each time an item of 
equipment is used to ensure that they are not broken and are safe. 

 The fire alarm will be tested at least once a week and employees, pupils and regular visitors 
made aware of their escape routes. 

 Fire doors must be kept closed at all times. 

 Practice evacuations will take place at least once a term. 

 Smoking is strictly forbidden in the school buildings and grounds. 
 

Evacuation Procedures 
 

Please take time to look at the ‘Fire Evacuation Routes’ which are placed around the school 
advising of the primary route to be taken if the alarm sounds. Please familiarise yourself with this 
route and explore alternative routes to use in the event of this route being blocked. 
 

On discovering a fire, an employee should activate the fire alarm at the nearest alarm point.  The Fire 
Service will be contacted by Tracey Ward, School Business Manager on the instruction of Jacquie 
Conacher - Headteacher, Alison Barnes - Deputy Headteacher or person in charge if they are both 
off site. 
 

On hearing the fire alarm the class teacher will prepare the children and any classroom helpers for 
evacuation.  The children/adults should be led through the designated exit, in a calm orderly manner, 
to the designated collection point as follows:  
 
 Nursery, YR and KS1   
 Reception Area and Children’s Centre  Assemble on the KS1 playground on the "Ball Area" 
          
 KS2 *    
 Cook and Kitchen Staff   Assemble on the tarmac area of the KS2 playground 
 Reception Area and Children’s Centre              
        
    *A gate key is available by the external door in the Y3 corridor to allow staff to open the gate to the 

KS2 playground. This must be collected by a member of staff in the event of an evacuation. If this 
is unavailable for any reason, the designated assembly point will be at the side of the main 
entrance to the car park.  A member of the teaching staff will liaise with the Headteacher/Deputy 
Headteacher through the main playground gates to ensure that all personnel are accounted for. 

    

You must not:- 
 Collect coats/bags/any other items. 

 Tidy anything away. 
 

Any child, who at the time of the evacuation, is unable to keep pace with the other children should be 
evacuated on a 1:1 basis if possible and always with additional assistance.  
 

ALL DOORS MUST BE CLOSED ON LEAVING THE BUILDING. 
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The Headteacher/Deputy Headteacher or Person in Charge and School Business Manager will do a 
‘sweep’ of the buildings to ensure that everyone has vacated. 
 
The register will be taken outside by either the class teacher or a member of the administration team 
– depending on their location at the time.  When everyone has assembled, the register is to be called.  
If there are any visitors/parents/helpers in the classroom at the time of the evacuation, the class 
teacher is responsible for ensuring that they leave the building with the class and are accounted for 
afterwards. 
 

In the event of any of the designated exit routes being blocked by fire or other sources of danger then 
the class teachers should use the best possible route available to them. 
 

The School Cook and the Person in charge at the Children’s Centre are responsible for checking that 
all their staff and visitors have arrived at the assembly point and for notifying the Headteacher/Person 
in Charge if anyone is missing. 
 

If there are children on the premises, no attempt should be made to extinguish the fire.  The sole 
responsibility of teachers, teaching assistants and volunteer helpers is to escort pupils to the 
assembly point, closing fire doors behind them as they leave the building. 
 

When there are no children on the premises an adult may attempt to extinguish a fire using an 
extinguisher if it is safe to do so.   
 

N.B. Water-filled extinguishers must not be used on electrical equipment. 
 

No one may return to the building until given permission by the Headteacher/Person in 
Charge if it is a practice, or the Fire Service in the event of a real fire. 
 

Evacuation Procedure at Lunch Time 
Procedure is exactly the same as for all other times, with the exception of the following: 
 

 Lunch staff to assist children to evacuate the building 

 Class teachers must take responsibility for their classes, taking the register and reporting any 
absences. If the class teacher is not on site, the lunch supervisor responsible for that class will 
take the register. Please note that registers for KS2 may be in class after 12.50pm. 

 If children are on duty on the opposite site (for example peer mentors) they must notify the 
class teacher or lunch supervisor.  

 If a child is missing when register is taken, class teacher/lunch supervisor must contact the 
other site to check if missing child is there.  

 

NOTE: There are two fire alarm systems in operation, one in each building.  The Main School 
Reception and the Children’s Centre are to be evacuated whichever alarm is sounding. The 
Children’s Centre will follow their primary route to either KS1 or KS2 depending upon the fire 
alarm being sounded.  The Fire Beacons in the Main Reception Area will inform the Admin 
Team of the location of the fire and which building is to be evacuated.  Warning beacons will 
sound and illuminate in the following areas: 

 

  KS1 – In the corridor adjacent to KS1 kitchen in front of the double doors to the link 
corridor. If this beacon is activated you must not enter the corridor as this is a warning 
that the alarm has been activated at KS2. 

 

  KS2 – In the corridor adjacent to the Staffroom in front of the door to the link corridor.  If 
this beacon is activated you must not enter the corridor as this is a warning that the 
alarm has been activated at KS1. 

 

A sounder will also be activated in the School Business Manager’s Office when the fire alarm has 
been activated at KS2.   The purpose of this bell is only to inform that the alarm has been activated in 
the other building - you need only evacuate if the actual fire alarm is being sounded.  
 

 


