WIRKSWORTH MUSIC CENTRE
FIRE AND EMERGENCY EVACUATION PROCEDURES

This document details the fire and emergency evacuation procedures during

Music Centre Sessions on the following days:

Saturday Mornings — at Anthony Gell School

Tuesday Evenings — at Wirksworth Memorial Hall.

Trustees, Teachers and Volunteers should ensure that they are familiar with

these procedures and act upon the requirements.

1.

ACTION WHEN THE FIRE ALARM SOUNDS
Leave the building by the nearest fire exit, taking any visitors with
you.
Teachers to instruct and direct children to leave the building.
Do not delay your exit to collect belongings.
Close windows and doors behind you
Go immediately to the assembly point and ensure that you are
accounted for.

Do not re-enter the building until the all-clear is given

ASSEMBLY POINTS:

Saturday Mornings — Enclosed Tennis Court Area

Tuesday Evenings — Memorial Gardens

2.

3.

ACTION ON DISCOVERING A FIRE
Raise the alarm without delay
Report directly to the assembly point, ensuring that you sweep
any areas you move through for anyone who may still be inside.
SUMMONING THE FIRE & RESCUE SERVICE
Your immediate priority is evacuation of the building by the
nearest available exit.
The Duty Manager (or deputy) will telephone the fire brigade
immediately.

On Saturday Mornings, the Duty Manager (or deputy) will also
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4,

telephone the School Duty Caretaker (whose number is also
displayed at school reception) on:

07739 798432
On Tuesday Evening Music Centre, the Duty Caretakers will also
call the Duty Caretaker for the Memorial Hall on:

XXXXX XXXXXX

ROLL-CALL
Each teacher will be given their group register by the Duty
Manager upon entering the assembly point, and they will call the
register and double check numbers to ensure that no person is
left inside the building. The Duty Manager and support
volunteers will count to make sure that all of the personnel have
arrived at the assembly point.

If anyone is missing, this information should be passed onto the
fire brigade.

FIRE DRILLS

Fire drills are carried out each year (one per site) and logged in the

fire log books held by the school/Town Council — subject to where

the drill takes place. Teachers and Volunteers will be warned in
advance of these drills.

FIRE MARSHAL PERSONNEL (Duty Manager/ Nominated Teachers)
The Duty Manager is identified on a Rota maintained by the
Trustees. In the event of a fire, the Duty Manager will wear a
fluorescent bib — kept in the Duty Manager Bag.

The Duty Manager will keep the registers with them at all times
on Duty — these will be kept in the Duty Manager Bag.

All Duty Manager, Fire Marshals, Teachers and Volunteers must
make themselves familiar with the fire exit plans relevant for
their occupied spaces. The nearest available fire exits are set out
on a room plan — located on the wall of each room.

At the start of each music centre day, Fire Marshals and
volunteers will check that fire routes are clear.

In the event of a fire, the Duty Manager will be assisted by Fire
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Marshals — nominated Teachers - who are allocated as follows:
Saturday Mornings — One Fire Marshall in the main building
and one Fire Marshall in the English Block
Tuesday Evenings — One Fire Marshall located in the
Memorial Hall

* Upon exiting the building, thoroughly check the areas you move
through to ensure that all occupants have evacuated. Checks on
toilet areas should include a check on individual cubicles

* Never open a door if you suspect that there may be a fire beyond
it. If in doubt, check the door with the back of your hand.

e If you encounter any persons present, they should be instructed
to evacuate immediately. All visitors and members of the general
public should be ushered to an exit - not just pointed in the
general direction of one

e Do not delay your own evacuation if you encounter somebody
who refuses to leave

* Brief the Duty Manager upon your arrival at the assembly point.

7. TEACHER ABSENCES
Should any Teachers be absent, their duties in evacuating the
children in their care from the building will be undertaken by the
teacher or adult in charge of the class. Replacement teachers will
also be required to sweep any areas they pass through for
personnel as they exit the building.

8. VISITORS
All visitors should report to the Duty Manager, signing in on the
register on arrival and before leaving the premises.
In the event of a fire evacuation the person hosting the visitor is

responsible for escorting him/her to the fire assembly point.

This document should be brought to the attention of Trustees, Teachers and

Volunteers at the Wirksworth Music Centre

Next review:
November 2019
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