
Allow guests to re-enter main building. 

If fire brigade are en-route do not reset alarm until they have seen the panel.

If fire brigade have been confirmed as stood-down the alarm panel can be reset.
Call —report false alarm.
Silence alarm—Do not reset.

Identify smoke detector or call point that has been activated. Look for a red light on detector/call point.

Call 999 immediately and report details of the fire.
Fire Action Plan: guests on site






In the event of the fire alarm sounding...





All members of staff and all visitors/guests report to the Fire Assembly Point.
Duty Person checks fire alarm panels located at front office of main to identify zone of activation.



Duty Person investigates activation zone.

	
	Fire Found
False Alarm

[bookmark: _GoBack]	Check in with— LS/SM/ES/DM
is everyone accounted for?

Wait for Fire Brigade to arrive and assist as required.

Ensure group needs are met.
Useful information and numbers can be found in the grab bag.
Exit building, 
LS/SM/ES/DM to check Inventry App for visitors



[image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ]Check in with Assistant Fire Marshal—is everyone accounted for?
Exit building and return to Fire Assembly Point.
Report findings to Fire
Marshal when they return from the building.
Call 999 immediately and
report details of the fire
Fire Found
False Alarm

Check everyone is accounted for, using the Inventry App
Fire Marshal investigates activation zone by checking the fire alarm panels located at front office & entrance of school.
Fire Action Plan: no guests on site






In the event of the fire alarm sounding


[image: ]

All staff and visitors to report to the Fire Assembly Point.

[image: ]

Designate ‘Fire Marshal’ role to a member of staff. Designate ‘Assistant Fire Marshal’ role to another member of staff.

[image: ]	[image: ]
[image: ][image: ]	
Identify smoke detector or call point that has
been activated.
Silence alarm
     Do not reset
Wait for Fire Brigade to arrive and assist as required.
Ensure group needs are met.
Useful information and numbers can be found in the grab bag.

Allow guests to re-enter main building.
If fire brigade are en-route do not reset alarm until they have seen the panel.
If fire brigade have been
confirmed as stood-down the alarm panel can be reset.

 Call Southern Monitoring
report false alarm.
Open Inventry App & Grab Bag from Site Manager Office in admin office.
Fire Marshal
Assistant Fire Marshal
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