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St John Fisher Catholic College

FIRE AND EMERGENCY EVACUATION
PROCEDURES
This document details the fire and emergency evacuation procedures for St John Fisher
Catholic College. Staff must ensure that they are familiar with these procedures and act
upon the requirements.
1.
ACTION WHEN THE FIRE ALARM SOUNDS
During the normal school day- (8.45 - 3.15)
During lesson time- on hearing the fire alarm teaching staff should evacuate their classes in
an orderly manner to the lower school yard following the agreed routes which are identified by
signs in all rooms and corridors.

Staff should ensure all students have left the room and then close (not lock) the door behind
them on exit.
Outside of lesson times- all staff and students should follow the signs directly to the upper
school yard.
On arriving at the yard students should line up in register order in the area marked out for their
form group on the yard as shown below;

Non SJF
Students

Lower School Yard

On hearing the alarm the following staff will carry out the specific duties outlined below
Form tutors should make their way to the area designated for their form and ensure
that students stand in an orderly manner until the registers arrive.

Caroline Birchall will print out the fire report from the vis-it system and take it to the
assembly point on the lower school yard.


The VIth Form Learning Mentor will collect the 6th Form ‘Signing in sheets’ and
‘Late slips’ from the entrance hall in the 6th Form Centre and take them to the assembly point
where they will be passed to Mr Burke.

Maxine Wainwright will switch off the gas supply to the school kitchen and collect the
register of kitchen staff, which is kept by the kitchen fire exit, and take it to the lower school
yard.

Carolyn Megyesi will collect the 'Illness', 'Appointments', 'Pupils Late’, 'Registers'
and PEEPs folders and take them to the lower school yard.

Gareth Barbour (or in his absence his deputy) will check the system to see where the
alarm was triggered and then check to see whether it is a real fire. If it is, he will then call the
fire brigade. He will then report to the Headteacher.
Students doing PE at the college
In September of each year the CL for PE, Louise Rundle prepares a timetable for classes
using the sports facilities at Newcastle under Lyme College. Copies of this are then passed
to the main school office and to the attendance officer Carolyn Megyesi. On hearing the fire
alarm she then checks to see which classes are ‘off site’ and prints out the relevant register(s)
which she takes out to the assembly point where the Key Stage co-ordinators collect them
from her.
Students taking examinationsDuring examinations students are to continue with their papers unless it is evident that there is
a real fire and that they are in danger, in which case the invigilators will instruct them on what
to do. On hearing the fire alarm Gareth Barbour (or his deputy) will check the panel and
confirm if there is a real fire, if there is not he will ring the school bell 5 times. If there is a
need to evacuate he will sound the school bell continually for 30 seconds. In this event
invigilators will instruct students to exit the building using the normal emergency evacuation
route and then make their way to the upper school yard (tennis courts). On arrival at the
yard, they will line up in seating order. The exam invigilators will then register them using the
seating plan which the chief invigilator should take with him/her from the exam room along
with the ‘invigilators log’ which should be used to check that all invigilators are accounted for.
The examination officer Tracy Flaherty, or in her absence her deputy, will exit the building
using the designated evacuation route and then make her way to the upper school yard where
she will collect the register from the chief invigilator and confirm if everyone has been
accounted for. She then makes her way to the lower school yard where she reports to Mr
Burke.
Students are required to remain in silence so that when it is safe to return to the exam room
they will be able to complete their paper.
During exam periods Tracy Flaherty will put a notice on the Fire control panel to notify the
site supervisors that they are taking place and thereby alert them to the need for the school
bell to be rung.
Outside the normal school day(Clubs/fixtures/Library/extra lessons/detention Cleaning staff etc.)
On hearing the alarm staff responsible for supervising any students remaining on site should
evacuate them to the upper school yard where they should remain with them (they should not
line-up in their registration areas).
Staff should keep a register of the students they are responsible for which should be taken out
onto the yard with them and checked on arrival at the assembly point.
All cleaning staff are to sign-in in the register in the staff room arrival at school.
On hearing the alarm the Site Manager Gareth Barbour (or in his absence his deputy) will

check the system to see where the alarm was triggered and then check to see whether it is a
real fire. If it is he will then call the fire brigade. He will then collect the register of cleaning
staff and take it to the assembly point on the upper school yard. All staff should report to
Gareth Barbour (or in his absence his deputy). If a member of the Senior Management
Team is on site they will take responsibility for ensuring everyone is accounted for and then
deciding if it is safe for people to re-enter the building. If there is not a member of the SMT on
site Gareth Barbour (or his deputy) will take on this responsibility.
Evening performances/parents evenings etc.
Where the school is used for evening performances /parents evenings etc. areas not in use
are locked-off to prevent people straying into remote areas. (NB. During hours of darkness,
only areas covered by emergency lighting are to be used.)
Prior to the event the organiser should designate a member of staff to act as the Emergency
Evacuation Co-ordinator. At the start of the performance it is their responsibility to instruct
people on the evacuation routes / procedures to follow in the event of a fire and, if there is a
need to evacuate the building, they will liaise with Gareth Barbour (or his deputy) to ensure
that everyone is accounted for.
For parents evenings the KS Co-ordniator should ensure that a notice displaying the
emergency evacuation procedures for the evening are displayed by the entrance.
DISABLED PERSONS Key Stage/SEN Co-ordinators liaise with the Health & Safety Co-ordinator, Richard Milan
to prepare Personal Emergency Evacuation Plans (PEEP) for any student with mobility
problems or any other impairment which might affect them during an emergency evacuation.
Any staff or visitors with mobility problems should do likewise.
If for any reason someone is unable to evacuate the tower block using the stairs they should
remain at the designated 'refuge point' for the floor they are on (rooms 6, 10 and 14) and ask
a member of staff (or a student, if a member of staff is not present) to inform Mr Burke at the
assembly point, of their location.
Under no circumstances should the lift be used in the event of a fire alarm.

2.
ACTION ON DISCOVERING A FIRE
Anyone discovering a fire should use the nearest fire alarm and then follow the evacuation
procedures above.
3.
SUMMONING THE FIRE & RESCUE SERVICE
The Site Manager Gareth Barbour (or in his absence his deputy) is responsible for calling
the Fire and Rescue Service
4.
ROLL-CALL
After registers close at 9:10 am the Attendance Officer, Carolyn Megyesi (or in her absence
Caroline Birchall) prints out a copy of all registers and places them in a folder which is kept by
the attendance office hatch.

On arriving at the upper school yard Key stage co-ordinators collect the registers for their
year groups from Carolyn Megyesi and distribute them to form tutors.
Form tutors check their registers and then stay with their form. Students should be kept in
silence whilst they await further instructions.
Key stage co-ordinators will collect the registers from their form tutors and note the names
of any students who are unaccounted for.
The Key stage co-ordinators will then check the signing out books for any missing
students.
Registers are then returned to Mr Burke along with a list of any students who are
unaccounted for.
Mr Murray will collect the ‘Late book’ from Carolyn Megyesi and then check that all
students who arrived after the morning registers closed are accounted for and then report to
Mr Burke.
All teaching staff who are not responsible for a form group, (including ATs) should report
to Vicky Bowers at the assembly area in front of the students as identified on the map and
wait in silence for further instructions.
Any non SJFCC students should assemble in the area beyond the SJF students at the Year 7
end of the student assembly point where they will be registered by Mr Stevens (who will first
collect their registers from Carolyn Megyesi). Mr Stevens will then report to Mr Burke.
On arrival at the assembly point visitors should register with Caroline Birchall. (Anyone
hosting visitors is responsible for instructing them on what to do in the event of a fire.)
Non teaching staffNon teaching staff should report to the member of staff they are designated to below, who
should then report to Caroline Birchall. Staff should then wait in silence for further
instructions.
Lunchtime supervisors .............................. Tammy Swann
Visually Impaired team ............................. Charlotte Brough / Gaynor Wright
DT support staff ......................................... Andrew Eccleston
Science Technicians ................................. Catherine Read
IT Technicians ........................................... Yohane Kasiya
Teaching Assistants .................................. Elizabeth Stanley
Admin. Staff ............................................... Caroline Birchall
Lay Chaplain ............................................. Caroline Birchall
Student support staff .................................. Vicki Hulme
Supply teachers and Cover supervisors .... Andrea Degg
Site supervisors ......................................... Gareth Barbour
MAC team ................................................. Vicky Bowers
Caroline Birchall will then inform Mr Burke of anyone who is unaccounted for.
Key PersonnelTo help identify key personnel those highlighted in yellow on the diagram at the top of the
next page should collect a high viz waistcoat from Caroline Birchall at the assembly point
which they should return at the end of the evacuation. These staff will also be issued with an
A3 laminated sheet which identifies who should report to them.
When all students, staff and visitors have been accounted for Mr Burke will report to the
Headteacher who will make a decision on whether or not it is safe for people to return to the
building. If so, Key Stage Co-ordinators will send half of their form tutors back into the
school and then discharge the students in an orderly manner. The remaining form tutors will
assist the KS co-ordinators before returning to their normal duties.
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5.
FIRE DRILLS
The Health & Safety Co-ordinator, Richard Milan is responsible for carrying out a Fire Drill
each term. The Site Manager Gareth Barbour keeps a record of all such drills.
6.
CONTRACTORS
Contractors, including any contract cleaners working on the premises, shall be informed of the
fire and emergency procedures that apply including: 
action to be taken on hearing the fire alarm or discovering a fire;

fire evacuation procedures including means of escape, location of the fire assembly
points and name of the person in charge of evacuation procedures;

the location of fire fighting equipment and fire alarm call points in relation to the area of
their work.
Contractor's employees working on the premises when full time staff are absent (e.g. at night
or at weekends), shall have adequate fire evacuation arrangements in place and know how to
call the fire & rescue service.
The risk of fire arising out of the work of any contractor at the premises must be assessed
(use of contractor hazard exchange form/checklist) and appropriate precautionary measures
put in place. Any hot work activities shall be closely monitored using the Hot Permit to Work
system.
7.
CO-ORDINATION WITH OTHER PREMISES OCCUPANTS
Any other organisations using the premises are required to read this document (to be
provided by the bursar) and put in place any alternative arrangements which are required.
8.
EVACUATION ROUTES
Evacuation routes are clearly marked and are to be kept free from obstruction.
Sufficient notices are displayed at appropriate places; these indicate the action to be taken
on discovering a fire or upon hearing the fire alarm.
9.
FIRE ALARM TEST
Each week the fire alarm is tested at a different ‘test point’ (a record of which is to be kept) by
the Site Manager, Gareth Barbour, or his assistant. Staff are informed that the test will occur
via the weekly school bulletin. When the alarm has been tested it is recorded on the Health &
Safety Checklist in the main office.

Issues with the alarm not being adequately heard should be directed towards the Site
Manager - Gareth Barbour and the Health and Safety co-ordinator - Richard Milan.
10. FIRE FIGHTING EQUIPMENT
Fire fighting equipment is examined and tested at least once a year by a competent service
engineer. When the test has been carried out it is recorded on the Health & Safety Checklist
in the main office by Gareth Barbour.
11. STAFF ABSENCES
In the absence of any of the personnel listed in this document their duties will be carried out by
the following ;
Headteacher ............ Mr Kavanagh
Caroline Birchall ....... Andrea Degg
Carolyn Megyesi ..... Caroline Birchall
Gareth Barbour ........ Andy Winstone
Mr Burke .................. Ms Hanrahan
Mr Stevens ............... Ms Hanrahan
Mr Murray ................. Mr Kavanagh
Vicky Bowers ........... Joanne Mountford
Tracy Flaherty ........... Linda Gerrard
Maxine Wainwright ... Joanne Downey
Celia Teague ............ Mr Murray
NinaCanavan ........... Mr Burke
Katie Addison .......... Mr Murray
Form Tutors .............. Cover supervisors / Supply staff
At anytime when a member of staff listed by name in this policy knows they are to be out of
school in advance, they should forewarn the member of staff designated to carry out their
duties.

This document should be brought to the attention of ;




all staff / temporary workers at St John Fisher Catholic College,
any persons organising events on the premises,
any outside contractors working on the premises.
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Important Notice to Site
Supervisors
Examinations are currently taking
place on site
If the fire alarm soundsPlease ring the school bell 5 times
to indicate if there is no need to
Evacuate Examination Rooms
or
Please ring the school bell for 30
seconds
if there is a need to Evacuate
Examination Rooms

