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Christ is at the centre of our Church of England school community where we live, love and learn
together within an inclusive and equalities framework, and where students of all faiths and none are
welcomed into our Anglican Christian community. In all that we do, we seek to show God’s care for
our students. We value, respect and celebrate all faiths and cultures because we are inspired by a
welcoming, inclusive and loving God. seen in Jesus Christ and lived out through the Holy Spirit alive
in every person.
Our vision is to create a safe, caring, happy and inclusive community underpinned by our Christian
values of service, compassion, justice and perseverance and our motto CARITATE ET DISCIPLINA WITH LOVE AND LEARNING which come from the story of St Martin of Tours. Central to this is our
school Bible verse from St Paul’s first letter to the Corinthians.
Love is patient, love is kind. It does not envy, it does not boast, it is not proud. It does not dishonour
others, it is not self-seeking, it is not easily angered, it keeps no record of wrongs. Love does not
delight in evil but rejoices with the truth. It always protects, always trusts, always hopes, always
perseveres. Love never fails.
1 Corinthians 13:4-8

FIRE EVACUATION POLICY AND PROCEDURES - Addendum
This addendum will be reviewed and updated as additional groups of students come into
school and more rooms are being used. Further review as school opens further in
September.
Introduction
The safety of all students, visitors and staff at St Martin’s is paramount. During this time of partial
school closure, the current St Martin’s Fire Evacuation policy still remains in place. However, due to
the measures that have been put in place in school to control the spread of COVID-19 through social
distancing, and through the continued need to provide on-site provision for certain groups of
students, there are some important changes to the procedures. This addendum contains details of
these changes and applies until further notice. Revised arrangements will be in place. Evacuation
Procedure (COVID-19) and will include social distancing at assembly points. [Note that social
distancing measures are appropriate for fire drills, but these requirements are of secondary
importance in the case of (suspected) fire.
Ongoing fire risk assessment
A regular fire risk assessment will take place and this addendum will be reviewed accordingly. This
will be undertaken on a regular basis and at any time when there are significant changes to the
school opening procedures. For example, when more students are expected to return to school or if
there are significant changes to government guidance regarding social distancing measures.
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Changes to the use of the school building
Only certain areas of the school building are open and accessible to staff and students.
Currently the following areas are in use by students.
● The sixth form block
● The dining Plaza
● The main reception area
● The Technology Suite (Art students only)
● The Music suite (Music students only)
● Lab 4 on Wednesday (Science students only)
● Lab 5 on Thursday (Science students only)
In addition, the following areas are in use by staff:
● Staff offices including the main office and the finance office
● The staffroom
● The resources room
● The science prep room
● The Progress Leaders office
Contractors are currently working in the Silwood House building from Monday to Friday. They are
working from the basement all the way up to the science floor on refurbishment to doors.
It is expected that all areas in the school are regularly checked for fire risk.
All staff and students are made aware of the nearest evacuation routes and where to assemble.
It is particularly important that staff familiarise themselves with the areas of the school which are
open and those which are closed and that they are always aware of the shortest evacuation routes.
Some exits may not be accessible due to parts of the school building being closed. Exit points that
are not open are the doors into the building by the library and the door leading onto the drive by
the girls toilets. All staff must ensure that they are aware of this. The lower gym doors are open
and access is possible through the gym and the fire doors that lead onto the student path by the
library.
The fire alarm and emergency evacuation procedures
Procedures for sounding the fire alarm an evacuation on hearing the alarm continue according to the
current fire evacuation policy.
In addition, on hearing the alarm sound, everyone in the building must:
●

●

Immediately start emergency evacuation procedures via the closest emergency exit ignoring
any one way routes
Maintain social distancing where possible, but evacuate the building quickly and quietly. This
may mean that it is not possible to maintain the 2m social distancing rule until staff,
students and visitors reach the assembly point. The priority is the safe evacuation of
everyone in the building.
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Assembly Points
Assembly points for specific groups have been set out to reduce transmission by group mixing and
to maintain social distancing. The updated assembly points for each group are as follows:
Key Worker Students/Vulnerable Students/Students with EHCP
Students who are in school Monday to Friday in the category Key worker children/Vulnerable
students/Students with EHCP and who signed in at reception at the start of the day should assemble
in the lower netball court supervised by the members of staff who are on the rota.
Year 10 IT Access Students
Students in Year 10 who require access to IT and are in school on Wednesday should also assembly
in the lower netball court
Year 10 Art and Music Students
Students in Year 10 who are not in the above category and who are in school for face-to-face
practical Art or Music lessons on Monday and Tuesday should assemble in the upper netball court.
They will be supervised by their teachers.
Year 12 IT Access Students
Students in Year 12 who are in school for IT access on Wednesday and Thursday should assemble in
the upper netball court.
Year 12 Science Students
Students in Year 12 who are in school for science on Wednesday and Thursday should assemble in
the upper netball court.
All other staff who are on site should assemble in the lower netball court including catering staff
Contractors on site should assemble at the front of the school. The lead contractor will be
responsible for checking all team members are assembled and accounted for and will report this
to the Lead member of the Premises Team.
Staff on duty will direct students to line up according to the diagram. The demarcation on the
ground will indicate where students should stand in a line with 2 metre social distancing. Members
of staff will also maintain social distancing whilst they are on the netball courts. The supervising
member of staff will check that all students are accounted for and immediately inform the SLT lead
should a student be missing.
Once the all-clear has been given. The students will be escorted back to their classroom with social
distancing. All staff and students will be required to sanitise their hands prior to going back into the
classroom.
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Registers
All students must register on arrival in reception (Key worker children/Vulnerable students/Students
with EHCP) or at their lesson (Year 10 and 12 students - IT access, Science, Music and Art). Registers
taken at the start of the lesson must be sent to the Attendance Officer as soon as they are taken. All
staff who are in school must sign in in reception as per the usual procedures.
Office staff will bring the registers from the office to the assembly points. A staff register will be
taken by Jo Goldsmith. Completed student registers should be handed to the member of SLT on
duty, please see below for the duty days:
Monday

Tuesday

Wednesday

Thursday

Friday

SPO

SWI

SWI

SPO

SPO

Induction to new fire procedures
All staff who are onsite supervising students must read this addendum and receive a briefing from a
member of SLT.
Fire Marshalls
The Headtecher will liaise with the Premise Team and will check the building to ensure that all staff
and students have safely evacuated. A member of the Premises Team will check that the Contractor
Lead has accounted for their staff. A member of the SLT will deputise should the Headteacher not be
on site.
Drills
The new arrangements for evacuation will be explained to students weekly and a drill will take place
every half term and after any significant changes are made to the procedures. All incidents and drills
will be logged in the usual way according to the school’s fire evacuation procedures.
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