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EMERGENCY EVACUATION PROCEDURE FOR KING EDWARD STREET

Purpose
To ensure all students, staff, tutors, contractors and visitors can evacuate safely and quickly in an emergency, and to confirm everyone is accounted for at the assembly point.
Applies to
· All staff (permanent, fixed term, agency, casual, tutors)
· All students and visitors on site
· Contractors and third parties working on site
Key roles 
Responsible Person (Fire Safety): Ben Llewelyn, Principal
Deputy Responsible Person: Katarina Cicmanova, Vice-Principal Operations
Lead Fire Marshal: John Baron
Fire Marshals/Wardens: Hugh David, Frankie Moody
First Aiders: John Baron, Hugh David, Frankie Moody

Assembly Point: ORIEL SQUARE
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IF YOU HEAR THE FIRE ALARM 
1. Everyone: immediate actions (staff, students, visitors)
1. STOP what you are doing immediately.
2. LEAVE the building by the nearest safe exit.
3. DO NOT:
· stop to collect personal items
· finish a task or “just quickly” do anything
· re-enter the building for any reason
4. GO STRAIGHT TO ORIEL SQUARE (assembly point).
5. STAY THERE and wait for instructions.
2. If you are teaching or supervising students
1. Tell students: “Stand up. Leave everything. Follow me.”
2. Take the closest safe exit.
3. Keep the group (if applicable) together.
4. On arrival at Oriel Square, keep students together and wait for roll call.
5. Immediately report any missing student to a Fire Marshal.
3. If you are at Reception / Front Desk
1. Bring the visitor sign-in iPad.
2. Direct visitors to the nearest safe exit.
3. Proceed to Oriel Square and support roll call.
4. If you are a Fire Marshal/Warden
1. Sweep your allocated area only if safe to do so.
2. Do not put yourself at risk.
3. Close doors as you leave, do not lock.
4. Report “area clear” or any concerns to the Lead Fire Marshal at the assembly point.
 
AT THE ASSEMBLY POINT (ORIEL SQUARE)
1. Roll call and accountability
1. Staff leading groups must take a headcount or register check (as applicable).
2. Reception/admin confirms visitors and contractors are present using the sign-in list.
3. Anyone unaccounted for must be reported immediately to the Lead Fire Marshal.
4. No one leaves Oriel Square until instructed.
2. Re-entry rule (non-negotiable)
· Re-entry is only permitted when the Lead Fire Marshal, or emergency services say it is safe.
· “The alarm stopped” is not permission to re-enter.

 IF YOU DISCOVER FIRE, SMOKE, OR STRONG BURNING SMELL
1. Activate the fire alarm at the nearest call point immediately.
2. If safe, call 999 and state:
· Building name and address: 4 King Edward St, Oxford OX1 4HS
· Nature of emergency: fire/smoke
3. Begin evacuation using the steps above.
4. Do not attempt to fight the fire unless you are trained and it is safe, and you have a clear exit route behind you.
 IF YOU CANNOT EVACUATE (trapped / smoke in corridor)
1. Close the door to the room you are in.
2. Call 999 and give:
· exact location (building, floor, room number)
· number of people with you
3. If possible, signal for help from a window and keep low to avoid smoke.
4. Do not open the door if smoke is coming in.
 PERSONAL EMERGENCY EVACUATION PLANS (PEEPs)
1. People who may need assistance
This includes anyone with:
· mobility impairment
· temporary injury
· pregnancy-related evacuation needs
· sensory impairment
· anxiety/panic conditions that affect evacuation
2. What we must do
· A PEEP must be in place for any staff member or student who needs support to evacuate safely, as part of reasonable adjustments duties.
· Trained staff must know the plan and any equipment (for example evacuation chair) location.
3. What staff/students must do
· Tell the Principal or Vice-Principal immediately if you require evacuation support or your situation changes.
 WHAT COUNTS AS AN “EMERGENCY EVACUATION”
Evacuation may be triggered by:
· Fire alarm activation
· Gas leak suspected
· Structural risk
· Serious incident requiring clearing the building
· Instruction from emergency services
If told to evacuate, you must evacuate immediately.
REMINDERS THAT PREVENT FIRES 
· Fire doors must never be wedged open.
· Escape routes must never be blocked.
· Report hazards immediately (blocked exits, faulty alarm sounders, damaged fire doors, missing signage).























* This policy will be reviewed as required and in response to any significant changes, incidents, or updates to legislation.
Issued: January 2026
Issued by: Katarina Cicmanova, Vice Principal Operations
Approved by: Benjamin Llewelyn, Principal
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