ST. MARY’S MENSTON - LETTINGS

EMERGENCY EVACUATION IN THE EVENT OF FIRE
All groups using the facilities at St. Mary’s
must observe and act upon the following standard procedure
· A register of attendance for every student, club or group member using our facilities must be taken at the beginning of each session.  The person responsible for the group is to ensure that this register is complete and accurate
· Please check your register both at the beginning of your session and at the end, making certain that everyone has left the premises upon the conclusion of your letting.
· In the event of an outbreak of fire, activate the nearest breakglass fire point to sound the alarm. Do not attempt to extinguish the fire unless it is minor and at no risk to yourselves.
· Once a breakglass fire point is smashed the school is in an ‘alarm mode’ and the emergency service is automatically called. Additionally during periods of fire fighters industrial action you will need to call 999.

· Upon hearing the fire alarms all groups must immediately evacuate the buildings and assemble on the front car park.
· You must alert the Duty Officer for your night. The name of the Duty Officer is displayed in the school’s pupil entrance.  You should always make yourself aware of which officer is on duty.
· Once you have evacuated the building check your student/club members against your register of attendance. If a student/club member is missing you must immediately inform the Duty Officer. 

· Under no circumstances must anyone re-enter the building until you are instructed it is safe to do so by the Duty Officer.
If you follow the above procedures there will be only a small controlled risk of injury to yourself or group members.

A Risk Assessment is required for your group as it is your responsibility to provide St. Mary’s with a list of any participants in need of special assistance.  This information will be kept in the schools Health & Safety File.
Providing that all groups observe the above procedures then St. Mary’s will continue to be a safe environment in which to meet.
The above procedure will be reviewed as deemed necessary.  

The procedures contained within this document may be used

as the basis for your risk assessment.
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