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EMERGENCY EVACUATION / 

SECURITY SEARCH PROCEDURE

Introduction

The plan outlines the steps that should be taken in the event of an Emergency Evacuation of the buildings, for example in the event of a fire.

1. Preparedness
Staff will be familiar with the following policies:

· Health and Safety Policy, 

· Health and Safety Risk Assessments

· Fire Safety Policy

· Fire Risk Assessment Stage 1 

· Fire Risk Inspection & Assessment Stage 2 Guidance

· Fire Risk Inspection & Assessment Form

Key staff members will also be trained in the use of fire extinguishers and evacuation procedures.

All staff will have walked through escape routes as part of their induction

Fire drills are carried out once a term during daytime hours and once a term during residential hours.  Once a year the evacuation should use the alternative emergency route.

2. Action on the discovery of a fire

· Raise the alarm by pressing the nearest fire alarm point.

· Attack the fire with a fire extinguisher or blanket if you are trained to do so, and the fire is no larger than a waste paper basket.

· Exit following the steps outlined below.

3. Steps taken by staff on hearing a Continuous alarm.

3a Primary evacuation routes

Children’s House including adult disabled toilet (20 children aged 3-6)
The assistant opens the lobby door and then the front door and leads the children down to the bottom of the path to the Assembly Point under the oak tree in the centre of the courtyard.
Before the assistant leaves the room, the lead practitioner checks the loos for any remaining children. S/he then collects the children’s register, file of child health forms (which include main and emergency contact details for the children) and exits with any remaining children out of the front door.   
The lead Guide then checks the children present against the register, reporting the outcome to the Responsible Person and waits with the Childrens’ House children until the all-clear has been given by the Responsible Person. 

In the event of a fire in the Children’s House the children use the main building as a safe space.

If the front door route is blocked the children exit by the secondary route – the garden door.
Elementary Room

The children leave by the nearest available exit, either towards the walled garden or the exit at the east end of the room, or the Elementary front door. They walk towards the Assembly Point by the oak tree in the main courtyard.

A Guide from the Children’s House goes immediately to the Assembly Point to supervise the arriving children unless an adult is already present. 

The Elementary Guide checks the Elementary room is being vacated then checks the upstairs toilets.  They then enter the Young People’s Community dormitories to check the upstairs accommodation. They descend the central staircase and check the lower accommodation.  They return to the Elementary via the YPC main room, then collect the Elementary register, attendance board and emergency contact details and exit to the Assembly Point. 

Young People’s Community 

On hearing the alarm the students and adults leave by the nearest exit to the assembly point. The lead Guide checks the ground floor rooms before exiting with register and file of emergency contact information.  The YPC lead guide the collects the visitor book from the Family Room

Kitchen

Staff leave by the garden door and walk around to the Assembly Point.

3b The responsible person talks with other members of staff to establish the cause of the alarm. If there is no obvious cause of the alarm a second sweep of the building is carried out to confirm an alarm fault rather than a fire. 

The Responsible Person checks with the staff to establish whether all persons are present.  If they are not all present then a member of staff sounds the foghorn with ‘dot dot dot’ blasts, walking down as far as the wood workshop before returning to the Assembly Point. 

If no fire is found, the Responsible Person consents to the alarm being reset.  The buildings can be reoccupied at this point.  If there is an apparent fault, this is recorded and the alarm serviced.  

If there is a fire, s/he is responsible for calling the fire service on 999 at this point. 

3c Secondary and tertiary evacuation routes
In the event of a primary route being unusable exit is made through secondary routes.  If the primary routes staircase is unusable, exit is made through a secondary internal or external staircase.

3d Evening/Night-time evacuation

Students follow the same evacuation routes as in the daytime.

If upstairs, the House Mother goes into the middle lobby and unlocks the secondary escape route altering people in the small bedroom.  S/he carries on through the large  bedroom, alerting the students there. S/he carries on towards the small bedrooms and bathrooms before returning down the middle stairs to collect the location board along with the emergency contact folder and evening register. S/he exits to the Assembly Point and checks attendance for any missing students/adults.

If s/he is downstairs at the time of the alarm, s/he sweeps upstairs via the Elementary stair case, checking the small bedroom, unlocking the secondary route door, and sweeping through the large bedroom and small rooms.  S/he returns down the middle stairs to collect the location board along with the emergency contact folder and evening register. S/he exits to the Assembly Point and checks attendance for any missing students/adults.

If one of the Directors is not on site, the House Mother takes on the role of Responsible Person at point 3b. 

4. EVACUATION OF DISABLED PERSONS

Disabled persons that need support in the event of an emergency evacuation will be assigned an able-bodied buddy upon arrival to assist them in such an event.   If they are a student or staff member a specific plan for their safe evacuation is prepared.
5. SAFETY & SECURITY SEARCH 

Purpose of Section

The Montessori Place recognises that there may be a need for an occasional or regular site search in the interests of security and general staff and visitor safety as well as the emergency search procedure for use in the event of an emergency incident such as a fire or bomb threat.

General Guidance

Any regular 'search', usually performed by a nominated member of staff, should include offices, toilet facilities, staff rest rooms, reception areas, classrooms, stairs and car parks, in addition to any production areas. The search is seeking potential hazards such as fire risks, suspicious packages, etc., and also to ensure the site has been fully secured, i.e. windows and doors closed and locked.

This procedure should take into account any cleaners and others who may visit the site after normal working hours. They must be informed of the security measures necessary before they leave site.

In the event of a bomb threat or discovery of a suspicious package then the following points need to be considered:

It is essential that the police and emergency services be contacted immediately.  

Where the location of the threat is not known then the responsibility for area searches needs to be agreed with the managers and safety representatives for all areas. Where permanent contractors are on site then they must be included.

If a suspicious article or package is found then the Responsible Person must be informed immediately. He/she will immediately notify the police and any other emergency service personnel deemed to be necessary.

Suspect devices must not be touched or moved by search staff and the immediate area must be cleared of all personnel. As the location of a dangerous device is technically the scene of a crime any witnesses or staff who worked in the area must be identified and this information given to the police.  Nothing in the area should be disturbed, as vital evidence may be lost.

If one device is discovered the whole site must be cleared and the police allowed to continue the search in other areas.

If an incendiary device ignites when discovered, attempts should only be made to fight the resulting fire if it is small, suitable appliances are available and there is no immediate risk to personnel. Contingency plans will take account of recognised areas such as stairwells, landings, thoroughfares and open areas that, once properly searched, would afford a safe position from which trained fire fighting staff may be able to tackle a small fire.  

Any advice or directions given by the police, fire brigade or bomb disposal officers must be followed.

PAGE  
3
The Montessori Place Eason’s Green; Emergency Evacuation Procedure

February 2019

