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Fire Drill and Evacuation Policy
In reading this policy, it should be noted that the term “Parent(s)” also includes
Guardians and should be interpreted as such.

Introductory Statement:

The fire drill/evacuation policy of St Francis NS has been formulated
following a collaborative consultation process by staff in response to
changing circumstances in the school.

Aims:
This policy aims to;
e Enable the school to provide for the immediate needs of students,
staff and visitors in the event of a fire
e Have in place appropriate safety procedures which comply with the
Health, Safety and Welfare at Work Act
e Ensure a safe school environment for all

School Ethos:

The school is committed to the care of the whole school community and
the provision of a safe and secure environment for learning. This policy is
in keeping with those ideals.

Objectives:
e To develop a tried and trusted framework which will ensure the
safety of all school personnel in the event of a fire.
e To utilize outside agencies (Security Zone, local fire station, fire
officer) for training and staff development, so as to enhance safety
procedures.

Internal Procedures:



For pupils /staff members using a wheelchair/ crutches/support
boot, clearance is required from a medical practitioner as to the fitness
of the person to be at work / school. Initial training should be given by a
provider (hospital, GP, OT) on safe use of crutches.

If the individual is not competent on crutches then the person
should remain at home.

Fire Safety - Prior to a return to school, a discussion will be had with

parent/staff member re. fire safety procedures depending on the location
of the classroom. In the event of a fire/fire drill, the person should wait
for assistance in the designated safe place until assistance arrives.

In the event of a fire, the following steps must be taken:

ON HEARING THE FIRE ALARM

e When the alarm sounds the fire brigade is automatically notified via
the National Monitor set up by “Security Zone”. (The School’s
Designated Fire Officer (DFQ), Brigitte Nelson, contacts the National
Monitoring Centre before a fire drill.)

e Each teacher and SNA is responsible for ensuring that everyone in
their care has been evacuated and if there is any concern they
report it to the principal or DFO, Brigitte Nelson.

e After school hours, the responsible adult/leader for activities and
homework club will be responsible for ensuring that everyone in
their care has been evacuated.

e Toilets must be checked by the teachers on the way out the door.

e Teachers will take their Class Lists (by the exit of each classroom)
and accompany their classes in an orderly manner to the Appointed
Assembly Area using the Fire Escape Route Map for the class. (Fire
Escape Route Maps are located on the Health & Safety notice board,
by the exit of each classroom, or in the ancillary rooms/bathrooms
these are located by the door.) DFO Brigitte Nelson will also take
out a copy of each class list should it be needed. (These are located
beside the Fire Extinguishers to the left of the main reception door).

e Children attending Special Education Teaching (SET) classes at the
time of evacuation will be evacuated by their SET teacher and will
be returned to their class teacher at the Appointed Assembly Area.

e Classroom doors to be closed after the last person has exited, in
particular doors designated as internal fire door (displaying blue Fire
Door Disc on door).

e There must be no rushing or overtaking on the way to the
Appointed Assembly Area. No Talking.

e Classes using ancillary rooms should exit through the nearest



Emergency Exit and assemble at the Assembly point. (see the Fire
Escape Route Map in each room). Qutdoor classes (PE, External
coaches, etc.) should go directly to the Assembly point. DFO,
Brigitte Nelson will have a copy of each class list.

e DO NOT RETURN for anything forgotten.

e Other members of staff will immediately make their way to the
assembly point, evacuating their rooms by the Fire Escape Route
Map for their location.

e Any pupils unable to use the stairs needs to be left at the Refuge
Point located at the top of each set of side stairs. These children
are to wait at the Refuge Point alone until the Designated Fire
Officer contacts them via the Refuge Telephone. (In the event of a
fire the Fire Brigade arranges for these children to be evacuated).

e As soon as classes are assembled, each teacher will count their
classes twice to ensure the correct number of pupils present. Roll
call is used to identify missing pupils. Teachers report to the
principal if anyone is missing or waiting at a Refuge Point.

e If anyone is deemed to be missing, an immediate check must be
made by members of the SET team (as they don't have a class).

External Procedures:
In the event of a fire occurring during playtime or when a class is outside
in the school yard, the following steps must be taken:

ON HEARING THE FIRE ALARM

e Teacher/staff member will organise the children into class lines.

e Teacher/staff member will escort the class out of the nearest gate
to a designated fire assembly point.

e FEach teacher/staff member will then count their classes twice to
ensure the correct number of pupils present. Roll call is used to
identify missing pupils. Teachers report to the principal/ staff
member if anyone is missing or waiting at a Refuge Point.

FIRE EVACUATION: ASSEMBLY AREA INFORMATION

Each Class will assemble at their Appointed Assembly point as indicated
on the Fire Escape Route Map. Laminated A4 Fire Escape Route Maps are
located on the Health & Safety notice board, by the exit of each
classroom, or in the ancillary rooms/bathrooms these are located by the
door.

Role and Responsibilities:
1. All school staff are responsible for the safety and well-being of the
pupils in their care.
2. The principal has overall responsibility for ensuring proper
procedures are in place.



3. The Designated Fire Officer, Brigitte Nelson, is responsible for
arranging termly fire drills and for maintaining the School’s Fire
Safety and General Register book.

Evaluation:

e Positive feedback from all stakeholders

e Maintaining safety standards

e Achieving a coordinated and orderly evacuation in the shortest time
possible
Review following termly fire drills.
Review of the Fire Drill and Evacuation Policy every three years or
as required.

The Fire Safety and General Register

A copy of the Register is maintained by Brigitte Nelson, Designated Fire
Officer and by our outside Safety and Security providers. The Register is
kept in the School Office at all times and is available for inspection by any
Authorised Officer of the Fire Authority.

The following data should be recorded in the register:-

1) The name of the Fire Safety Manager, (the secretary and the
SEN co-ordinator in their absence).

2) The details of specific duties that have been assigned to staff.

3) The details of instruction and training given to staff, and by
whom.

4) The date of each fire and evacuation drill, the names of staff
taking part, and the type of exercise held.

5) The type, humber and location of fire protection equipment on
the premises including water supplies, hydrants etc.

6) The date of each inspection and test carried out on fire
protection equipment and systems, along with brief comments
on the results of the checks and actions taken (and by whom) to
remedy defects.

7) The details of all fire incidents and false alarms that occur and
the action taken.

References:
o Fire safety in the home - National Safety Council
e Fire safety in the school — National Safety Council
e The Fire Safety and General Register, supplied by Dundalk Fire
Brigade Station Manager

Communication
This policy will be available in the Plean Scoile and on the school website.

Responsibility for Review:



All members of staff, Parent Association, BoM.

Timeframe for Review:
This policy will be reviewed every three years or as required to meet the
needs of the school.

Next review: February 2029
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