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Robin Hood Primary School 
Evacuation Plan 

 
 
Roles and Responsibilities 
 
Any member of staff including students and volunteers who sees a fire will sound the alarms by 
breaking the glass and pressing the alarm button at one of the alarms situated throughout the 
school. These are clearly labelled. 
 
Staff oversee the safe and orderly evacuation of the pupils in their care at that time. TAs 
designated to phase groups will check the toilets in their phase. 
 
The member of staff in overall charge of a class checks the register at the assembly point to 
ensure all pupils are accounted for. 
 
Printed copies of the register and INVENTORY Evac report (which will show which pupils have 
come late or left early, staff in the building and all visitors) will be produced by the office in 
event of a fire alarm: the office staff take these out into the playground and hands these over 
to the member of staff in charge of each class. 
 
In the event of the automatic fire alarm being out of action (during the school operational hours 
8am-6pm) the office staff phone the fire service. 
 
The Head Teacher or member of staff in charge of the school and Fire Marshall checks with staff 
to ensure that all have been safely evacuated. If any pupils or members of staff are missing the 
Head Teacher, or member of staff in charge, will make arrangements for them to be located. 
 
Identified members of staff will be allocated to pupils who have a Personal Emergency 
Evacuation Plan (PEEP). 
 
Assembly Points 
 
Nursery  
The assembly point for the nursery is along the fence furthest away from the building. 
 
Kitchen  
The assembly point for those leaving the kitchen is the upper school playground by the raised 
beds. 
  
Rest of the school 
The assembly points for the rest of the school are on the playgrounds. Each class lines up with 
the front of the line starting at the shape playground markings and the line leading away from 



the building. This is the same as when the pupils line up at the end of playtime to return to the 
classroom. 
 
 
 
Lesson time 
 
Nursery 
The pupils and staff in the nursery will exit via the fire door (main exterior door) leading into the 
playground.  
 
Years R, 1  
The pupils and staff exit via the fire doors directly onto the terraces away from the building and 
into the playgrounds.  
 
Year2 
The pupils and staff exit via the fire exits and then walk down the path leading to the playground.  
 
Years 3,4 
The pupils and staff exit via the fire exits and then walk around the building to the Upper 
playground 
 
Years 5,6 
The pupils and staff exit via the fire escape, out of the back of the building, and then walk around 
the building to the Upper playground 
 
Lower School Hall 
The pupils and staff exit via the fire exit door which leads directly onto the terraces and then 
walk down the ramp away from the building to the playground. 
 
Lower School Main entrance hall, PPA room, staffroom 
The staff and pupils will exit via the fire exit leading onto the terraces, down the ramp to the 
playground. 
 
KS1 shared area 
The staff and pupils will exit via the fire exit onto the path leading to the playground. 
 
Upper Hall 
The staff and pupils will exit via the fire exit onto the path leading to the playground. 
 
Learning Base / Staff Room 
Staff and pupils will leave the rooms and follow the corridor to the exit leading onto the path 
leading to the playground. 



 
Playtime and lunchtime 
The staff and pupils will leave the buildings following the routes identified above and assemble 
in the designated assembly points. The midday supervisor in charge of bringing in the children 
for dinner will blow the whistle in the playground and the pupils will line up in their classes at 
the assembly points. The midday supervisors will stand with their designated classes and take 
the register. The teaching staff will stand with their classes and take over the supervision of their 
class until they are told it is safe to return to the building. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
  



 


