The Windmill Primary
Federation

Emergency Evacuation
Procedure Policy

Formally adopted by the Governing Board of: -

Windmill Primary
Federation

On: -

September 2026

Chair of Governors: -

Rosemary Kett and Olly
Mackett

Next Review

September 2027




Contents

. Fire Evacuation 3
. General Evacuation for People with Special Needs 4
. Bomb Threats 4
. Lockdown 4-5
. Gas Leaks 5
. Chemical Spills 5




Fire Evacuation

If you find a fire or one is reported to you:

Staff discovering a fire or other emergency for which the buildings should be evacuated should
activate the alarm using the nearest available break glass call point. They should then notify the
main office of the exact location of the incident.

Fire Fighting

The safe evacuation of persons is an absolute priority. Staff may only attempt to deal with small fires,
if it is safe to do so without putting themselves at risk, using portable firefighting equipment.
Ensure the alarm is raised BEFORE attempting to tackle a fire.

On hearing the fire alarm:

All staff, pupils, occupants of building must respond to alarm activations,
The fire alarm is a two-tone alarm,
e The most senior person in school will check the fire panel and, if safe to do so, go to the zone
where the alarm has been activated to investigate if there is a fire or false alarm,
e The office staff will summon the emergency services (DIAL 999) as necessary,
o Staff will supervise / affect the evacuation of pupils/visitors to the designated assembly
oint(s),
o gtaff(vv?ll collect the laminated class list of pupils from their classrooms upon exit.
e Staff not with pupils, visitors and contractors must leave the building by the nearest exit and report
directly to senior member of staff at the assembly point.

The assembly point is the school field

o Pupils should leave in single file when instructed by the adult in charge of the class. Pupils should
then leave by the nearest available escape route. Staff to sweep area close to their nearest exit to
ensure all areas are clear (including back areas and toilets) if it is safe to do so.

e The last person to leave the classroom must close the door. Pupils should walk in their year
groups and remain with their teacher at the assembly point, lined up.

e If a pupil is not in a classroom when the alarm sounds, he/she must walk to the assembly point
leaving the building by the nearest marked escape route.

A calm orderly exit is essential

Walk quickly = DO NOT RUN or stop to collect belongings

e On arrival at the assembly area pupils must stand, in their year groups while staff check their class
lists. Registers, visitors’ log etc. will be taken out to the assembly point by the school secretary.
The result of this check must be reported to the most senior member of staff as soon as it is
completed.

o The most senior member of staff will liaise with the Fire Brigade/emergency services on their
arrival.

e The building must not be re-entered until staff are notified it is safe to do so by the most senior
member of staff (after liaising with the emergency services).

o If the building cannot be reoccupied following an evacuation, pupils will be evacuated and
arrangements made to contact parents.






