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TIKOKINO SCHOOL

HEALTH AND SAFETY

PROCEDURE – Evacuation Drills
GUIDELINES:
1) Evacuation drills are to be performed every term

2) A record of drills and performance to be logged by the Drill Officer (Principal)

3) In the event of a continuous ringing of the bell:
a) Teachers evacuate classrooms in orderly fashion, taking class lists to the cricket pitch area;

b) Classes assemble quietly and teachers do call rolls;

c) Principal or nominee to assume control of situation.

d) Disabled children to be catered for by relevant teacher

e) Disabled adults to be catered for by School Secretary

4) If an emergency arises during interval times then children to proceed directly to emergency area.

a) Any adult may affect an evacuation by ringing the bell if the situation arises;

b) No attempt should be made to save property as the children are our paramount concern.

c) Other staff must ensure that they have an emergency buddy eg dental nurse and cleaner, to be responsible for each others well-being.

5) The Evacuation Evaluation Sheet is to be completed at the conclusion of the drill noting the effectiveness, time taken, etc. These sheets are then filed in the office under Property / Fire Evacuation Evaluations.

6) Dates of Evacuation Evaluations are to be recorded in the Board of Trustee minutes.
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PERFORMANCE LOG
	Date of Drill
	Comments

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


