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Appendix 1 
 

Evacuation Protocol 

In the event of a fire, an alarm will sound, and this indicates that all pupils and staff on the school 

site must make their way to the muster point for each campus.   

The muster points for the Clarence Lane site are: 

- Prep – Maclead House Playground 

- Pre- Prep – Priestman House Playground 

- Senior – Hardcourt 

The muster point for Coopers Campus site is: 

- Pre-Prep/Prep/Senior – Sports Field 

Pupils and Staff 

All pupils and staff exiting the building must ensure that they do the following: 

1. The class teacher or member of staff will inform pupils of the route to follow to exit the 

building and or alternatives if these are blocked.  The lift must not be used. Students on 

PEEPs should make their way to the nearest EVAC point and await assistance.   

2. Staff should take their school device with them so that they can complete the fire register 

at the muster point.  

3. Pupils must lead out in single file with staff bringing up the rear after closing the 

classroom door.  

4. On stairs and in corridors, two parallel files of pupils may walk together to clear the 

building as rapidly as possible 

5. A strict no talking rule must be maintained. Pupils must walk from the building and not 

run  

6. Where there are double doors, staff should ensure that both doors are opened to facilitate 

exit.   

7. Anyone who is not in class when the fire alarm sounds must go immediately to the 

muster point 

8. At the muster point, pupils will be directed to line up in class groups and the register 

taken by the class teacher to ensure that all pupils are accounted for.   

9. Class teachers should report to the respective Heads of School (Prep, Pre-prep, Lower, 

Middle, LVI) any missing students.   

10. Staff who are not teaching at the time, non-teaching staff or peripatetic teaching staff are 

registered by the Director of Safeguarding and Attendance officer at the Senior muster 

point.    

11. Pupils must maintain total silence from the time when the alarm sounds until they are 

dismissed by the Fire Marshall for each muster point, so that they can hear any 

instructions 

 

 

 

 

 



 

 

Sweepers and Fire Marshalls 

The Maintenance team are the sweepers and have been given pre-allocated roles and areas to 

manage in the event of an evacuation.  These may be subject to change on the day depending on 

circumstances. 

All sweepers must ensure that they do the following: 

 Check classrooms, offices, loos, etc are clear for their allocated area 

 Leave the building and report via walkie talkie to the Chief Fire Marshall that 

their area is clear or task completed 

 

All Fire Marshalls have allocated responsibilities.  They will either be: 

• Liaising with emergency services and or establishing the nature of the emergency 

on the school site 

• Managing a key muster point, responsible for collating missing people and 

coordinating messaging.  

Fire Marshall post holders 

Chief Fire Marshall - JH 

Deputy Fire Marshalls – PD/KB 

Senior Fire Marshall (Clarence Campus) – JPR 

Senior Fire Marshall (Coopers Campus) – LFA 

Prep Fire Marshall - LPA 

Pre-Prep Fire Marshall - ADE 



 

 

 



 

 

 

 



 

 

 



 

 

 


