SECTION 5 FIRE & EMERGENCY EVACUATION PROCEDURES i Next Review Date: Completion of interface works or September 2017

Key Responsibilities: Reception, Eastbury Caretakers, Fire Marshals, Business Manager, Facilities Manager, SLT, Bouygues

All staff must familiarise themselves with these procedures and evacuation maps, any questions should be asked at the staff communications meeting on Monday
morning or put in writing to the Businessmanager and Executive Head teacher. All staff must sign to say they have read and understood the plan after every
update.

When teachers are with their Tutor group / Teaching Group , or Eastbury staff working with any visitor / contractor for the first tim e they must clearly explain the
fire evacuation route, and alternative route in case of a blocked exit, from the Tutor / Teaching room / Location of work.

The Fire & Emergency Evacuation procedures will be reviewed after every calendared practice evaciation during the first year of the operation of the new school
campus.

The alarm will be sounded in the event of fire, chemical incident or bomb threat. The alarm will not be sounded in the event of an intruder on site until the
Executive Headteacher authorises.

EASTBURY FIRE ALARM ACTIVATION PROCEDURE

OVERVIEW

Introduction

These procedures detail the response to be taken by Bouygues and the School staff upon activation of the fire alarm system, including the controlled process by
which the alarm can be silenced should it be necessary.

Purpose / Objectives

These proceduresdetail the fire alarm activation response process both during school hours and out of school hours. It also clarifies respon sibility for monitoring
and silencing the alarm.

Scope

This procedure applies to Eastbury Community SchoSchooldchntracth f or ms part of Bouy
A minimum of three evacuation practices will be held each academic year. One drill will be announced to all staff (who should not inform pupils); and two without
warning, one with the knowledge of SLT and facilities managers only; and one with only the knowledge of the Executive Head te acher. Drills will be at varying times

so that possible problems can be identified and countered as necessary. At least one drill per year must be out of lesson hours at break or lunch time. Full details

of the drill will be entered into the Fire Log Book. All false alarms must be recorded as stated above. A full review of the procedures will take place after every
evacuation practice during the first year of the school move to the new buildings.
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EMERGENCY EVACUATION OF SCHOOL
Raising the Alarm

The alarm will be sounded in the event of fire, chemical incident or bomb threat.

Anyone discovering the outbreak of a fire should without hesitation, activate the alarm at the nearest break glass call point . Students should be taught to alert or
report to a member of staff.

Fire Marshals should evacuate everyone to themuster points when the alarm sounds.

It is the responsibility of the Caretakers / Bouygues / Reception staff to monitor the fire panel as the alert occurs. Recept ion staff will notify LFB if the alarm is found
to be false. All false alarms must be recorded and fully investigated to minimise the chance of reoccurrence.

Disciplinary action  will be taken against anyone raising a false alarm or interfering with the alarm, fire evacuation signage, fire fighting equi pment or covering
up vision panels on doors or windows. (Vision panels may be covered temporarily for specific science experiments or during medical treatment of a student when
two members of staff must be present.

Action to be taken when hearing an Alarm i During Normal School hours

On hearing the alarm, students must stand behind their chairs. The teacher / staff member in charge of the class will then instruct them to exit the building following
the route indicated on the fire evacuation plans. The teacher / staff member will ensure the room is ¢ ompletely clear and must leave the Classroom door unlocked
The Class Teacherwill escort their class in silence from the building, leaving bags behind, evacuating the building via the nearest fire exit. The best escape route is
shown on a plan of the area by the door of each room, (also displayed at the back of this procedure).

I Teachers must follow each group of students out of the building and accompany / monitor closely any student with medical needs during the evacuation.

Students must be escorted around to the muster point before any member of staff joins their own year group.

Students will assemble on the school field in the areas allotted to their year groups

All teachers / staff must ensure that students stand in silence in their fo rm groups, in two straight lines.

Teachers / staff should ensure that to the best of their knowledge no -one is missing from their form / area of work, and must not go back to look for

someone who appears to be missing. They must alert a Fire Marshal to this effect.

Fire Marshals are to make sure that all toilets and classrooms are checked before evacuating the building to the muster point.

Nominated Fire Marshals are responsible for checking designated areas of the schooli see table below.

The Primary School will evacuate from emergency exits and muster points in their designated area.

All associate staff (without Fire Marshal or fire evacuation responsibilities) and visitors will assemble on the school playground adjacent to Main Street.

Teaching Assistant / Mentors / Youth Workers will be designated to assist with the evacuation procedure.

Fire marshals should check that, to the best of their knowledge, their designated area is clear and ensure all areas used by staff and students have been

evacuated.

1 All staff that are not responsible for a teaching group or class group should assist with the traffic flow around the buildings, ensuring that students walk on
the left and no one walks upstairs during evacuation.

=A =8 =4
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Students with accessibility difficulties

Reception/Attendance Staff should inform the Head Fire Marshal of the last known teaching location of the wheelchair user(s), who should then ensure via radio
that the student is receiving assistance. The Class Teacher will take gudent(s) with disabilities will be taken to the refuge points if on the upper floors after all the
other students have left the classroom. Teacher/Staff leaving a wheelchair user at a refuge point should notify the Head Fire Marshal of the refuge point location by
radio. They should also seek to receive confirmation of message. These students will remain at the safety refuge point and LFB will be notified on arrival to ensure
there is immediate evacuation. Refuge points are labelled on the Fire Evacuation Maps.

Use of Radios

Fire Marshals should report on the 2-way radio when their area has been safely cleared to the best of their knowledge. Emergency channel should be used during
the fire evacuation procedure. Only evacuation related broadcasts are to be made on the radio system during the evacuation procedure.

Exit Routes for Wilmington Building

The exit routes are identified on the evacuation maps. In general, staff and students should leave the premises by the neares t exit. In the case of a blocked exit
the next nearest route should be selected.

As guidance during familiarisation of staff and students to the new campus:

1  Wilmington building for the ground floor, rooms ending in 01 to 07 should move toward the west exit, rooms ending in 08 to 014 should move to the
South exit and rooms ending in 15 to 18 should exit via the East exit.

91 For the first floor, rooms ending in 01 to 07 should move toward the West exit, rooms ending in 08 to 013 should move to the North st airs and leave by
the North or South exit and rooms ending in 14 to 18 should exit via the East exit.

1 For the second floor, rooms ending in 01 to 06 should move toward the West exit, rooms ending in 07 to 10 should move to the North stairs and leave by
the North or South exit and rooms ending in 11 to 12 should exit via the East exit.

Visitors and Contractors on site

Building contractors will respond to the school fire alarm and muster within their compound if safe to do so.

If a fire alarm is triggered within the building compound it is the responsibility of the contractor to ensure that the fire  alarm of the main school is immediately
manually activated.
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Visitors must be clearly told / given written instructions when signing in of the fire evacuation procedure and muster points. The member of staff on the front desk
will bring the visitors list to the evacuation point.

During holidays it is the responsibility of Bouygues / Site team managers to ensure the safe evacuation of all visitors / con tractors.

Action to be taken when hearing an Alarm i Break or Lunchtime

If an evacuation should take place at break or lunchtime, staff and students should leave by the nearest exit and should proceed to their normal assembly point.
Fire Marshals should aim for full safe evacuation of buildings. Bouygues will ensure that the emergency shutters by the serving hatches are raised as soon as the
alarm has been confirmed as false.

Action to be taken when hearing an Alarm i Out of School hours

If an evacuation should take place after the end of school bell has sounded, staff should leave by the nearest exit and esc ort students to their normal assembly
point.

Returning to Building

When instructed, teachers should dismiss their classes back to their teaching rooms in silence and in an orderly and controlled manner. All available staff should
assist with traffic flow t owards and through the buildings. Youth workers and other available staff should monitor the areas around the School, to ensu re that all
students are in the school.

It is the responsibility of the reception staff to monitor the fire panel as the alert occu rs. Caretakers/Reception staff will notify LFB and Barking Control if the alarm
is found to be false.

Ple ase familiarise yourself with the flow diagrams below.
Please note

1 Inthe event that the School needs to evacuate to an offsite location, the School will first assemble on the field as per the normal evacuation procedure,
where they will wait for further instructions.

1 Inthe event of adverse weather conditions and snow coverage on the field, staff should continue to assemble on the school fi eld in the normal way.
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Resp. Tasks Record
C Fire Alarm Activated >
1. Sch 1. Evacuate building and attend assembly points
2.Sch 2. School Receptionist to attend Main Fire Panel
3. Sch 3. Communicate exact location of incident to
Caretakers/ Senior Management team
4. Sch 4. Caretakers / Senior Management team to attend
location of activation
4
5. Sch 5. Confirmation of cause of activation to person
monitoring main fire alarm panel
6. Sch 6. Call Fire/Emergency Services <Yes No 7. Ask person monitoring
and open main gate panel to cancel alarm
7. Sch .
8. Caretakers to inform 8.
Bouygues E&S Maximo
helpdesk of fault and reactive
g-oi(:h / location job
ygu sheet
es
A
9. 9. Bouygues engineer
Bouygu to attend fault
es
Can Bouygues
v E&S engineer
10. es rectify fault?
Bouygue
s E&S No
11.
Bouygues
E&S / sub-
contractor / - 12. Helpdesk 1(_). Helpdesk to Fire
P Fire g'f:; ”F:"'e‘:g db°°k )« informs Client of «—| 11. Rectify fault Con't’:jgt‘;fttsuat:{en d alarm
12 Job Completion site log book
Bouygues

Sch = School
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Fire Evacuation during School hours 8.00am -4.30pm
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S

Resp. Tasks Record
Fire Alarm Activated
Yes Fire? No
4. Leave Alarms
1a4 1. L_eave Alarms sounding & evacuate
I ) sounding & evacuate the building and attend
A the building and attend assembly point
assembly point
v :
2&5. 2. LFB to silence fire 5. LFB to silence fire
LFB alarm panel alarm panel
A 4 M 6.‘
3. All f - aximo
3. Await authorisation 6. LFB to inform EFM of reactive
from LFB to re-enter the > fire alarm activation job sheet
6. LFB building J
7. 4
Bouygue 7. Bouygues engineer
s to attend fault
Can Bouygues
E&S engineer
rectify fault?
Yes No
8.
Bouygue
s - .
9. Fire alarm log book 10. Helpdesk 8.Helpdesk to instruct Fire
B / g informs Client of ¢— 9. Rectify fault sub-contractor to alarm log
ouygues completed ) :
sub- Job Completion attend site book
contracto
10.
Bouygue
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Fire Evacuation Out of School Hours 4.30pm

Fire Marshalls

T 8.00pm and during school closure periods

Surname First Name Area Special notes
Abate Sam Wilmington Building Science 2" Floor / 1%t Floor First Aider
Alkis Cemil Wilmington Building 1% Floor/ Sixth Form

Amoah Vera Wilmington Building Science2™ Floor

Anum Bernice Rosslyn Building Sixth Form

Bhamra Sunita RosslynBuilding Ground Floor Drama

Biring Savo Rosslyn BuildingMain Office / Waiting room First Aider
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Booth Justin Wilmington Building Humanities 15t Floor
Cannock Jacqui Wilmington Building Science 2™ Floor
Cain lan Rosslyn Building Music Classrooms1st Floor
Campbell Tony Wilmington Building Science2™ Floor
Collins Sharon Rosslyn Building 1%t Floor Main Street, Technology Head Fire Marshall
and Sixth form
Conway Simon Rosslyn Building Sixth Form block oversight Oversight of fire evacuation
Dalrymple Davina Rosslyn Building Staff Room/Repro Ground Floor First Aider
Davies Rhys RosslynBuilding PE Ground Floor
Dickson David RosslynBuilding Admin Block 15t Foor Oversight of Fire Evacuation
Dunnell Karen Rosslyn Building Admin Block £ Floor
Fergey Helen Rosslyn Building Technology 1%t Floor
Fleet Sangita Wilmington Building Maths 2" Floor
Gale Tony Rosslyn Building Admin Block 15 Floor Evacchair trained
Surname First Name Area Special Notes
Goy Jeff Rosslyn BuildingAdmin Block 15 Floor Deputy Head Fire Marshal
Green John Site Staff First Aider
Harold Paul RosslynBuilding IT Rooms 15t Floor
Henderson John Site Staff
Higginson Jennifer Rosslyn Building Art Corridor 1% First Floor
Eustace / Hooper | Louise Wilmington Building Ground Floor On maternity leave
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Jenkins Wendy Primary School Oversight of fire evacuation
Jhita Jaspal RosslynBuilding Ground Floor Oversight of fire evacuation
Evacchair trained /  First
Jomanday Hamzy RosslynBuilding Curriculum Access Internal exclusion | Aider
Jones Lisa Rosslyn Building Main Office / Waiting room First Aider
Lee-A-Tin Andrew Technician Technology Ground Floor First Aider
Leech Phillip Wilmington Building 15 Floor
Lyons Lorraine Rosslyn Building Main Office / Waiting room First Aider
Mair Harry Rosslyn Building Art Corridor/Staff Room/Repro
Miller Daphne Rosslyn Building Curriculum Access Internal exclusion
Minnot Michael RosslynBuilding Curriculum Access Internal exclusion
Moshin Din Wilmington Building Science 29 Floor / 1st Floor
Mizan Tazkia Wilmington Building Humanities 1%t Floor
Morris Steve Rosslyn Building Curriculum Access Internal exclusion
Surname First Name Area Special Notes
Oberholzer Cornelius Wilmington Science Floor 2 / Floor 1
Owen Matt Wilmington Building i Humanities
Owusu-Attafuah Olive RosslynBuilding Ground Hoor Admin block, Main Hall
Evacchair / Defibrillator
Paulding Lisa RosslynBuilding Curriculum Access trained
Pradham Shareena Wilmington Floor

Pagellof 22



Rall Anita Wilmington Building i English Dept -Ground Floor

Rose Mick RosslynBuilding - PE Dept First Aider

Sargent Francoise Primary School Admin and Ground floor First Aider

Smith Steve RosslynBuilding Curriculum Access

Thwaites William Site Staff First Aider

Trayler Daniel RosslynBuilding i Main Hall and Ground floor Main

Vincent Sarah Rosslyn Building Ground floor admin block, Hall

Wallace Lucy RosslynBuilding Art department corridor First Aider
Oversight of fire evacuation

Ward Kerry RosslynBuilding 1%t Floor Main Street (SLT)

Witt Karen Sixth Form

EASTBURY WILMINGTON BUILDING
Please note if an exit is blocked the next nearest

exit should be used.

Exit / Exit /
Room Entrance Room Entrance
WO001 | WEST W101 WEST
WO002 | WEST W102 WEST
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W003 | WEST W103 WEST

W004 | WEST W104 WEST

WO005 |WEST W105 WEST

WO006 | WEST W106 WEST

WO007 | WEST W107 WEST

WO008 | SOUTH W108 WEST

WO009 |SOUTH W109 SOUTH

WO010 |SOUTH W110 SOUTH

WO011 | SOUTH W111 SOUTH

W012 | SOUTH W112 SOUTH

WO013 |SOUTH W113 SOUTH

WO014 | EAST W114 SOUTH

WO015 | EAST W115 EAST

WO016 | EAST W116 EAST

WO017 | EAST W117 EAST

WO018 | EAST W118 EAST
Exit/

Room Entrance

W201 | WEST

W202 |WEST

W203 | WEST

W204 | WEST

W205 | WEST

W206 | WEST
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W207

NORTH

W208

NORTH

W209

NORTH

W210

NORTH

W211

EAST

W212

EAST
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Primary Building Fire Evacuation Route & Assembly Points
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Primary Building Fire Evacuation Route & Assembly Points
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Wilmington Road

FIRE EVACUATION PLAN - GROUND FLOOR
Wilmington Building

Always walk on your left
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Buller Road
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