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     EVACUATION POLICY
         One long uninterrupted blast of the school bell
In the event of an emergency (fire etc), the safety of the children and staff is the paramount consideration.

If an emergency situation arises

a) Inform the Principal and the office staff.

b) Follow the building evacuation procedure.

EVACUATION  PROCEDURE

EVACUATION ALARM:

· One long uninterrupted blast of the school bell will be given to indicate evacuation procedures are to commence.
TEACHING STAFF DUTIES:- LESSON TIME

Class teachers will evacuate all students and personnel from rooms taking with them class rolls and closing all windows and doors. (Do not lock these!)

a) The children will be taken in an orderly manner from the room / hall / library/ computer room directly onto the oval and assembled in Stage groups and class line formation.

b) Each Teacher will check the roll to ensure that all children are safe.

c) Teachers will report any missing child to their appropriate Stage Leader who will then notify the Principal who will instigate a search.

d) Pupils MUST NOT be allowed to leave the group for any reason at all.

e) Any Teacher on Release (including Scripture Release) will return to their class immediately to resume responsibility for their class.

- RECESS or LUNCH TIME

· The Duty Teachers will move the students in an orderly manner to the end of the oval and assemble them in Stage groups and class lines. Class teachers will conduct a count of their students, after receiving their current class list from Mrs. Wright, and report any missing to their team supervisor who in turn will notify the principal who will initiate a search for the missing students.

NON-TEACHING STAFF DUTIES

1. The Administration Officer, Mrs. Wright, will: collect the current class lists; give the warning signal; and check that the Administration Block is clear before proceeding to the oval.
2. The Administration Officer, Mrs Kelly will: print out the Evacuation Summary from SENTRAL to have a list of students who are absent.
3. The Administration Manager, Mrs. Campbell will ring for the emergency personnel; and then wait at the School Road gate to direct emergency service crews.

4. The Principal will check the Hall, Hall toilets (Block B), Toilets in Block D and canteen.

5. The Librarian will clear the Library and Computer Lab.

6. The Deputy Principal will check the toilets in Block C and collect the staff sign on book from the Staffroom.
7. SLSO’s to accompany the class they are working with to the assembly area.

8. General Assistant will cordon off the hazard area then join the Administration Manager to direct the emergency personnel. The GA will check that access to the back access road is kept clear for emergency vehicles.
No – one is to return to the building until permission is given.

CONCLUSION:

· Permission to return to rooms will be given by emergency personnel to the Principal who will then inform staff.
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