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 The safety of all personnel is of prime importance. Movement and assembly of people must be 
done quietly and quickly 

 Form Tutors to take a head count of students; 

 Directors of Learning to check the presence of the Staff attached to the Year; 

 Deputy Headteacher to check presence of Senior Staff and have overall responsibility for the safe 
assembly of the Academy; 

 Office Staff, Technicians, and any staff (including supply staff) not registering forms should 
assemble at the Gym end of the tennis courts; 

 Caretaking and catering staff complete their own checks; 

 Staff with visitors to be responsible for their leaving the building and assembling; 

 There are special arrangements for students unable to get to the Fire Assembly points. The SENCO 
ensures that staff and students are aware of these arrangements. 
 

Immediate action to be taken on sounding of alarm: 
 

Staff should ensure that rooms are safely vacated, electrical and gas appliances turned off, doors 
closed, and to accompany the form to Assembly Point via the routes indicated below: 

 Rooms N1-N8 exit via the fire door opposite Room N5; 

 Rooms N9-N27 should proceed to the tennis courts via the car park at the front of the 
Academy and then follow the path between the Main Hall and Sports Hall; 

 Rooms S8-S13, S14-S16 (6th Form Centre), S17 (Library), S18, S19, should make their way 
to the tennis courts via the front of the Academy and along the path between the Main 
Hall and Sports Hall; 

 Rooms A1-A2, S1-S7, S21-S35 exit via Design Block pathway; 

 Design Block D1-D6 exit by the main entrance to the building; 

 Technical Block T1-T6 use the fire doors on the West and North side of the building 
 
Students are to assemble in a SILENT straight line in the order in the register.  Years 7 to 9 on South Side 
of tennis courts facing south; Years 10 to 13 on North Side facing north. 
 
Registers and the late book to be taken to Assembly point by Office Staff.  Sick students to be taken from 
the medical room to the assembly point by a member of the Office staff. 
Form Tutors to check numbers of students against the registers and report immediately to Director of 
Learning or Leadership team member. 
Staff should then return to their form and stay with them, ensuring they stand still and in silence. 
Registers to be returned to Office Staff.  
Deputy Headteachers report to Fire Officer who will then decide when it is safe to return to the buildings 
and authorise the return.   
Fire Officers, will investigate cause of fire alarm sounding. 
 


