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APPENDIX I 
 

EVACUATION PROCEDURES FOR LETTINGS  
 

 
 

 
 

Welcome to the school. 
 

We want your time on site to be both enjoyable and safe so please read this advisory note carefully.  When you are happy 
that you understand the instructions provided (do not hesitate to ask staff any questions you feel are necessary), please 

sign below. The signed form will then be retained in our Fire Safety File and a copy will be handed to the named hirer/lead 
organiser of your group. 

 
 
 
The named hirer/lead organiser is personally responsible for ensuring that all members of their group comply with all letting 
conditions and the following fire procedures. All hirers must familiarise themselves with all notices and equipment related to health, 
safety, and fire precautions relevant to the facilities used. For the safety of occupants, you must not exceed the maximum capacity 
of the facilities used, i.e. too many people in one area who may not be able to evacuate quickly enough in an emergency. Please 
ensure you have asked the school for this information where appropriate.  
 
The named hirer/lead organiser must take responsibility for noting how many persons are attending a session, their names and 
maintain full supervision of all persons in the group. It is strongly recommended that some form of registration/sign in procedure is 
adopted. In the event of an emergency, it is important that these details can be quickly provided to ensure that all persons have 
safely evacuated and that anyone who may be missing can be reported either to the Site Staff, or to the emergency services on 
arrival.  
 
The fire alarm is a high pitched two tone siren, on hearing the alarm -  
 
Evacuate by the nearest fire exit – exits are identified by the green running man signs. Make your way to the designated Fire 

Assembly Point where you will be met by a member of Site Staff.  
DO NOT stop to collect personal belongings 
DO NOT try to fight a fire. 
DO NOT return to the building for any reason unless authorised to do so. 
DO NOT use the lift. 

Assembly point (Sports Lettings)  Car park in front of main reception 
Assembly point (Main buildings)  Car park in front of main reception 
 
Hydrotherapy Pool 
Swim Groups should Evacuate the Pool and Congregate by the Pool Hall Fire Exit and wait for instructions from the 
member of Site Staff once they have assessed the situation.  

 
If you encounter a fire - Please raise the alarm by using the red call points/break glass units located at all exit points and then 

follow the instructions above. 
 
 

 
Smoking is not permitted on this site, this includes the car park, main grounds and all buildings. If you wish to smoke you must 
leave the site by the front gates. Please ensure that you dispose of cigarette ends responsibly, there are suitable bins located at the 
front of the site for this purpose. 
 
Thank you in advance for your co-operation in maintaining the safety of all site occupants. We hope you enjoy your time 

on site. 

------------------------------------------------------------------------------------------------------------------------------------------------------------------ 
I declare that I have read and understood the above safety information and agree to abide by the instructions provided when 
occupying the premises.  
 
Name     ……………………………….         Signature …………………………… 

 
Organisation    ………………………………………………………………………………… 

 
Position in Organisation    ………………………………………………………………………………… 

 
Witnessed by  (on behalf of school) ………………………………         Signature  …………………………….   
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Emergency Evacuation 
 

Emergency Evacuation Procedure (after school hours, evenings + weekends) for 
Contractors, Visitors and Lettings. 
 

The action to be taken in the event of discovering a fire is as follows: - 
 

1. Sound the alarm by activating a call point. 
2. Only tackle a small fire if your exit is blocked or you have been trained in the use of fire fighting equipment. 
3. Leave the building or activity area using the nearest exit route. 
4. Close all doors behind you and DO NOT use the lifts. 
5. All staff report to the Fire Assembly Point on top car park and account for anyone within your area of 

responsibility or group.    
- Visitors:     Staff Car Park (Near Reception) 
- Contractors    Staff Car Park (Near Reception)  
- Lettings     Staff Car Park (Near Reception) 
- Lettings (after 3.00pm + Weekends)  Staff Car Park (Near Reception) 
 

6. Do not re-enter the building until the Site Staff give the all clear. 
 

On hearing the fire alarm: (a high pitched two tone siren supplemented by flashing lights in some work 
areas):- 

 
1. Leave the building by the nearest exit route. 
2. For people with disabilities the following refuge points are available; 

      Science                  3 Story Block  
Science Stairwell Call points: 3&5 Maths Stairwell           Call points: 7, 8 &12  
Science Fire Escape Call points: 4&6 English Stairwell Call points: 9, 10 & 11 
Admin Block 
6th Form/Language Stairwell Call points: 1&2  

 
3. Leave personal belongings behind. 
4. Close all doors behind you and DO NOT use the lifts  
5. Report to the Fire Assembly Point 

- Visitors:     Staff Car Park (Outside Reception) 
- Contractors    Staff Car Park (Outside Reception)  
- Lettings     Staff Car Park (Outside Reception) 
- Lettings (after 3.00pm + Weekends)  Staff Car Park (Outside Reception) 

6. Do not re-enter the building until the Site Staff give the all clear. 
 
Site Staff 

(Evenings and weekends only) 

 Account for visitors, contractors and lettings.  

 Any people with disabilities not accounted for may be at a refuge area. You must look to locate using 
disabled refuge call points and evacuate from building in a safe manner. These are located at; 

      Science                   3 Story Block  
Science Stairwell Call points: 3&5 Maths Stairwell  Call points: 7, 8 &12    
Science Fire Escape Call points: 4&6 English Stairwell Call points: 9, 10 & 11     
Admin Block 
6th Form/Language Stairwell Call points 1&2       

      

 You will act as fire warden for the whole school, (this by definition will be the parts of the school 
accessible to the public), therefore locked off areas do not need inspecting.  

 Ensure any new visitors to the school do not enter the premises.  

 Meet Fire Officer at main entrance and inform him of fire location (if known) or else direct to fire alarm 
panel in Main Reception Office. 

 Inform Premises Manager or Business Manager or Principal. 
Wayne Aylesbury 
Premises Manager    


