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Call Response Team  

 
The call response team are responsible for the safe evacuation of our 

establishment. 

We have a call response member for each area of our school. 

The call response team will do a sweep of their corridors to ensure everyone is 

evacuating safely and mindful of all procedures.  They will also be there to 

direct where needed. 

After each evacuation there will be a debrief on the evacuation and 

consideration to improve. 

The call response team will inform DHT H&S / HT of the following – ‘see, 

hear or smell fire’.  HT / DHT H&S will act accordingly and raise an alarm 

with the fire brigade if we believe there to be a fire.   The HT will do a check 

with Amey on the fire panel and inform DHT H&S when it is safe to re enter 

the building.   

 

 

Our Team  

 

Amey Janitorial Staff 

Sharon Watson 

Adele Byrne  

Geoff Nolan  

Andrew Cochrane 

Annemarie McGibbon 

Nino Barcella 

Robin McChesney 

Marianne McCoy 

 

 

 

 

 

 

 

 

 

 
 



 

 Quick Guide to Evacuation and Assembly Procedures 

 
1.  In the event of a fire or any emergency, the priority is the saving of lives 

not property. 

2.  If you discover a fire, raise the alarm by operating the nearest break- glass 

alarm point by first lifting the local alarmed cover. 

3.  If you require to use a fire extinguisher to assist your means of escape 

remember 

a) always use the correct extinguisher for that type of fire. 

b) always attempt to keep an exit door at your back. 

Do not take any risks with your personal safety.  

4. To evacuate the building, follow the fire arrows in the corridors to the 

nearest exit and then proceed to the assembly point. Do not under any 

circumstances use the lift. 

5. When the fire alarm sounds, all occupants of the building must evacuate 

the premises and report to the designated assembly point. There can be 

NO exceptions to this procedure. 

6. Teachers with classes (permanent and supply) should escort their classes 

out of the building in an orderly fashion and lead them to the muster point 

for their year group.  

7. Classes will then line up in their teaching class and be registered by their 

class teacher.  

8.  Visitors should be escorted, by their host, out of the school building to the 

assembly point. Visitors will be checked against the visitors’ book held 

by the Janitor. Special arrangements may have to be made for disabled 

visitors therefore the DHT (H&S) should be informed of any disabled 

visitors to the school. 

9.  The fire procedures double as emergency evacuation procedures in the 

case of any other emergency arising. 

10. The Sports Complex will evacuate with the main building in the event of 

a fire alarm sounding. The Sports Centre will be alerted by phone and by 

Fire Warden.   
11. The Sports Centre may need to be used if an area of temporary shelter is 

required. 
 

 

 

 
 

 

 



 

 

Evacuation Operations  
 

1. The Fire Alarm is signalled by the sound of a siren. In the event of 

failure of the siren, a continuous ringing of the bell will signal the alarm. 

This will continue until the building is evacuated. 

 

2. Pupils and staff should report to the designated muster point where they 

will line up in two’s in current class group.   

 

3. The muster point for our school is at the tarmac area next to the pitch.  

Everyone in our building will evacuate to this point aside of those with a 

PEEP ( who will be at the front of our building )or S5/6 who will 

evacuate to the pitch area ( far corners).  

 

4. Pupils will be registered by there teacher.   

 

5. If we evacuate when there is a break.  Pupils and staff should report to 

their previous teacher who will register them – see example below.  

 

6. Staff will indicate to the Year Head of the year group if a child is 

missing. 

 

7. Each DHT will have a schematic folder of their year group classes to 

quality assure lines. This will be held at reception and brought out to 

muster points.  

 

8. A register should be left visible in all classrooms at all times in event of a 

please take or supply teacher who will need to register pupils. 

 

9. No one should stand in a doorway or car park.  Everyone must be at the 

muster point. 

 

 

10.  The ALL-CLEAR will be given on the instructions of the HT/ DHT 

H&S or Fire Brigade.  DHT H&S will instruct lines to filter in via Year 

Heads. 
 

 

     9. Fire procedures will be explained to pupils at Assemblies. 

 

 



10. A PEEP will be in place for those who are hindered in an evacuation.  

They will register with the HT at the front of the school. 

 

 

  11.    Any staff in the building after 5p.m should inform the janitor so that they 

can be accounted for in event of fire after that time. 

 

 

Example of breaks and operations 

 

10.25 - 10.40 

 

Everyone registers to period 2 

 

10.40 - 11.30 

 

Everyone registers to period 3 

 

12.20 - 1.10 

 

Everyone registers to period 4 

 

 

If it happens between 1.10 and 2.00. 

 

BGE - stay with your teacher 

Senior School - go back to period 5. 
 

 

 

 

Class Dismissal  

 

• S5/ S6 who are on the pitches should be moved to the far corner ie one 

nearest the houses at the back so houses and roadside and the opposite 

corner houses to tarmac side.  This avoids a bottle neck on the way in and 

out. 

• S1 will be the first dismissed. 

• S2 will then be dismissed and exit back through the back of the building 

at tech / drama. 

• S4 will go almost the same time as S2 and once S1 has cleared.  S2 will 

go through car area / English side of the building. 

• S3 will be called last and can filter in both sides. 



 


