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ST. JOSEPH’S CATHOLIC PRIMARY SCHOOL OTLEY,  

A VOLUNTARY ACADEMY 

 
 

 
FIRE DRILL PROCEDURES POLICY 

 
ETHOS STATEMENT 
 

The School was founded by and is part of the Catholic Church.  The School is to be 

conducted as a Catholic School in accordance with the canon law and teachings of the 

Catholic Church and in accordance with the Trust Deed of the Diocese of Leeds in 

particular: 

 

1. Religious education is to be in accordance with the teachings, doctrines, discipline 

and general and particular norms of the Catholic Church; 

2. Religious worship is to be in accordance with the rites, practices, discipline and 

liturgical norms of the Catholic Church; 

And at all times the school is to serve as witness to the Catholic faith in Our Lord Jesus 

Christ. 

 

MISSSION STATEMENT 

 
This school exists for its pupils - to help their spiritual, mental, emotional, physical 
and social development. 

 

This Catholic School is to provide an education, which has Christ at its centre. 

 

 

All staff at St. Joseph’s will undertake emergency fire extinguisher training on a regular 

basis as necessary. 

 

A fire drill will be held once per term.  This will be indicated by a long ring on the school 

fire horn.  On hearing the horn, all children and staff will file out of the building in a calm 

and orderly way by the nearest exit.  (If in the Classroom, children will use their fire door, 

which will be unlocked throughout the school day).  All possessions will be left behind, 

and no one may return to the building until the “all clear” to do so is given by the 

Headteacher. The fire exits should be closed by the last adults leaving the building. 

All fire exits to be opened at 8am.  

 

Any children or adults with a disability must have a written Personal Evacuation Egress 

Plan (PEEP). See page 26 of 66 in Health and Safety File. 

Adults in charge must precede the children to the fire exit to ensure safe access and exit. 
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The assembly point will be in the KS1 playground where the children will line up in class 

lines.  If fire in Yr3/4 Classrooms, assembly point will be on the field.   

 

The secretary will distribute the class registers to class teachers, who will take a role call 

to ensure that all children are present. The late arrivals/early departures book will be 

taken out with the registers.  Key to gate at riverside path will be taken out with registers 

incase evacuation is needed by this route (see note below). 

 

The Office Staff will need to ensure they release the maglock gate before leaving the 

Office.  Upon departure from the Office area, the first person out must hook the inner 

entrance door open.  The will also need to bring the key to the Reception area gate with 

them and release the gate for their evacuation onto the KS1 Playground.  This key has a 

red cover and is attached to a red key-ring, hanging on a hook beside the door between 

the Office and the Headteacher’s Office.  Attached to this key-ring is the key to the 

riverside path.   

 

The Headteacher will time the evacuation to ensure efficient drill procedures, and will 

give instructions for everyone to return to school. 

 

 

MIDDAY 
When the fire horn rings during the lunchtimes a special action plan has been formulated 
which takes into account the location of the children, the adults, and the weather. 

 
The registers will be placed in bags and taken out daily by the Supervisor no matter what 
type of weather exists. 

 
Assistants who are in the hall will check yr.6 and clear the hall.  They will quickly check 
toilets, corridors, changing rooms and go to the assembly place on the playground. 

 
During "wet playtimes" the class where the adult happens to be will be started off through 
the fire door, they will go immediately next door and do the same with the class.  They 
will then go quickly to the assembly point checking assigned areas on the way.  

 
The Supervisor will in the meantime be lining the school up on the lines as they arrive 
from various parts of the school. 
 
All teachers who are in the building at lunch time will proceed out to their classes in the 
playground. 

 
The Supervisor will give out the registers for checking before dismissing the school at the 
signal from the appointed person. 

 

The kitchen staff will respond to the fire alarm and make their way to the assembly point. 

The kitchen supervisor is responsible for checking that all her staff are present. 
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