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SAGE COLLEGE - POLICIES AND PROCEDURES

FIRE PROCEDURE

e Senior Fire Marshall: Alexander Wickham
e Deputy Senior Fire Marshall: Adrian Stephanides
e Fire Marshall: Fernando Alvarado

L.TAIM

To ensure that, in the event of fire, children and adults evacuate the building
quickly and safely a procedure has been developed by the school.

1.2 Rationale

This ensures that when the fire alarm rings, students and adults should leave the
building in a quick and safe manner. The School will confirm as early as possible
that all students are outside the building and with adult supervision.

1.3 Prevention of fire from the school community

With a significant number of young people on site at any one time our principle
aim is, by acting in a responsible and considered manner, to prevent a fire
breaking out in the school or the grounds. Acting in a responsible way can reduce
fire risk.

The following points are provided as a guide and are not definitive — we should
all use our common sense in taking sensible precautions to reduce the risk of fire:

1. Electrical appliances in school are safety inspected. Staff should not plug
in items that have not been included in our annual electrical safety check.

2. Portable heating devices should only be used if supplied by the school
and included in our annual electrical safety check.

3. Smoking, Vaping or Juuling is not allowed on any part of the school
grounds. This is in accordance with law. If an adult is seen smoking on the
school grounds, it is our collective responsibility to ask them to stop.

4. Smoking is not permitted in the school or outside the school's main
entrance. Please take extreme care with all smoking materials and make
sure that they are safely extinguished and disposed of in a suitable
receptacle.



5. Cigarette butts should not be left on the ground as, especially in the
summer months, this presents a very real risk both to the school and to our
neighbours as well as presenting a very bad image of our school.

6. Fire doors are designed to prevent the spread of fire, smoke and toxic
fumes. They should be left closed and should never be propped open.

7. Fire escape routes are clearly marked throughout the building. They
should be kept clear at all times.

8. When leaving a room, all electrical equipment should be switched off
and if necessary, unplugged to prevent a ‘standby’ state. This includes
lights, fans, computers and any other equipment.

1.4 Responsibilities

1. All adults in school should be familiar with this policy at all times and able
to respond immediately on hearing the fire alarm.

2. The role of the Fire Marshall is to, when the fire alarm sounds, check their
designated area to ensure that it is clear and report to the Senior Fire
Marshall at their designated assembly point.

3. Fire Marshals are not expected to fight fires and should never put
themselves in a position where they are at risk. All staff and students
should cooperate with the

4. Fire Marshals and follow the instructions given to exit the building in a safe
and efficient way.

1.5 On discovering a fire: Indications

1. Alarm Operation
Any adult discovering a fire must, without hesitation, sound the alarm by
operating the nearest fire alarm. If a child discovers a fire, they should
inform the nearest adult. In the case of a Fire Drill, the Head Teacher or a
member of the Administration staff will sound the alarm. In the event of a
power failure, battery powered back-up alarms are located on each floor.

2. Calling the Fire Brigade

All outbreaks of fire should be reported to the fire brigade. It is the
responsibility of the Administration staff to call the fire brigade.

3. Tackling a Fire

Tackling a fire is always secondary to life safety. A fire, other than one which
can be readily extinguished, should not be tackled unless safe to do so.
Evacuating the premises is more important than fighting the fire. The
school is equipped with fire extinguishers and these are safety checked
once per year.



Fire Drill

The school will ensure:
e Afiredrill iscompleted at least once a term.
e Staff have copies of evacuation plans and they are displayed in the
classrooms and offices.

1.6 Evacuation Procedures

DURING LESSON TIME

On hearing the alarm:

10.

1.

12.

13.

The teacher in charge of the class will count the number of students in the
room and write it down on a piece of paper. Then he/she will direct the
children quietly out of the classroom in single file.

The person in charge of the class must lead the line and indicate the exit
route.

All property should be left behind and, if possible, windows and doors
shut.

The maintenance staff will be responsible for checking the toilets and
communal areas are empty.

Stage Heads to station themselves on the gates (Colin Maclean - gate 1,
Mark Ambrose - gate 2 and Tara Foster - gate 3)

Children in Reception and Year 1 should leave via the Fire Exit at the end of
the corridor, walk through the Year One/Two outdoor area and through the
covered playground, exiting through Gate 2. They should walk to the
Assembly Point which is in front of the Main Entrance, in the Yellow Sand
Park.

Children in pre/Nursery, Years 2 and 3 should leave via the Primary Office
Entrance (Gate 3). They should walk to the Assembly Point which is in front
of the Main Entrance, in the Yellow Sand Park.

Any primary staff not teaching to go straight to EYFS to support the
children to exit the building as quickly as possible.

Children in Year 4, 5 and 6 should leave via Gate 2. They should walk to the
Assembly Point which is in front of the Main Entrance, in the Yellow Sand
Park.

Secondary School students should leave via Gate 1, (Main entrance). They
should walk to the Assembly Point, in the Yellow Sand Park.

If @ group of Primary students is in the Theatre or any other classroom in
the Secondary Building they will exit with the teacher in charge via the
Main Entrance, or Gate 2 (whichever is nearest).

If a group of students are outside on the sports courts, track or pitches they
will exit with the teacher in charge via Gate 2.

Once at the Assembly Point, children line up in their classes (MAP 1). The
office staff will issue registers and Form Tutors will perform a roll call, fill in
the class list and hand the register to the Senior Fire Marshall.




14.

15.

6.

17.

18.

The Senior Fire Marshall//School Head will check that all adults and children
are accounted for and contrast with an attendance register of the day .
Classes should stand still and quietly until the School Head informs them
that they can return to the school building.

As the attendance register reflects the true number of children in school
each day, it is important that it is completed quickly and accurately. Please
ensure that children arriving after registration has taken place report to the
school office. Teachers should be mindful of any child that is later taken off
site for illness or an appointment.

If any visitors are present, the adult they are working with should ensure
that they know what to do.

Any member of staff needing to go off site during the day are required to
inform stage Heads.

DURING BREAK OR LUNCH TIMES

On hearing the alarm

Children and adults in classrooms should evacuate in the manner
described above.

Any adult/s on duty outside should instruct children to line up and then
direct them out of the nearest available exit gate. They should walk to the
Assembly Point, in the Yellow Sand Park.

Teachers and/or assistants of those children should meet them as soon as
possible.

Any adult/s on duty in the dinner hall should ask children to stand.

Children should be instructed to leave, class by class, using all available
exits.

All children should make their way to the Assembly Point and should be
joined by their teachers and/or assistants as soon as possible.

Once at the Assembly Point a roll call will take place, as detailed above.

After the fire alarm

The maintenance team will be responsible for:

Checking all doors are free from obstructions and slip/trip hazards.
Checking all escape routes are clear.

Checking all doors can be opened quickly and easily.

Rubbish and waste materials are not being allowed to accumulate.
Checking the fire alarm regularly.

Ensuring extinguishers are checked on a regular basis.



1.7 Evacuation Procedures MAP

FIRE EVACUATION PROCEDURE il e
GROUND FLOOR

Y2c
Ps

M.Cannizzaro

Y2H
P6

J.House

Y3D
P7

L.Doddimeade

Y3B
P8

L.Bennett

Y4R

3

A.Ross

Y46
P10

J.Gordon

Heeting
Room

Primary Head

Primary

——
FF

e
I—b

—
r

—
I—b

|

r

YIA SUPPORT RECEPTION PRE-NURSERY/NURSERY Tollet Tollet
P4 - P2 P1
J.Weale K.Josie N.Bunch
OUTDOOR SPACE

PRIMARY ENTRANCE

PRIMARY BUILDING
FIRE EVACUATION PROCEDURE FIRST FLOOR

J.Arthur

Y5A
Pl4

mr—

Toilets

PRIMARY
INTERVENTION
Roon

§$.Guest

Y56
P13

PRIMARY
RESOURCE
ROOH

A.Torrente

Y6T
P12

C.Edwards

Y6E
PTl

Toilets

PRIMARY STAFF
ROOM




R.Gomez SCIENCE
KITCHEN K.Docherty TMNavarro || D.Zamacola ABull Drama/German 6
]
. 13D TN 102 8B 136 s s
& ICT and m s 2 $—
English English Humanities Business Hedia Studies @5
DG ROOH 1 Sth S13 S12 o sn S0 < l
[U— P — r—— R — — —p *@i-"’ PREP
ROOM
L SAGE BAR | -
MAIN BUILDING
TIM ey
peon FIRE EVACUATION GROUND
SHorsy S5
PHYSICS AND
GENERAL SCIENCE
ue o
%f 3’0?4% Sy%
& & = 9R
FP RECEPTION Y s D.Roberts
E:;;ZI - I gg; o ﬁz; ‘@9 &f Mathematics
Room MUSICROOM | HSD | apmiN
L OFFICES
$.Boyle R.Caja/AVieitez r
$.Roberts Humanities dp
Humanities 10B s18 s19 ﬁ &@* % STAFF ROOM R"""‘"‘ JBﬁﬂaph
natnemamsn‘t namcmatlts
S16 s17

BOARDING SCHOOL

MAIN BUILDING

FIRST FLOOR

Art and Design/French MArroyo TA | MHMateo 12M

sz" SZ H[i‘::’:r::{";lfﬂ Spanish

i $20 "
RESIDENCE 52 T T-
Study Room Learcia 70 §
$23  spanish | $21 12A Spanish é




HIGH SCHOOL
PRIMARY SCHOOL
PRIMARY

SECONDARY

MIDDLE SCHOOL

|8
L -
\’.\
2.1t
=X
L9 |
A
- j

ity

e,

o =
I

The'sritishlInternationalf > B
School of Jerez' W o
Amrcons

g
SECUNDARY SCHUUL -

Procedimiento de
Evacuacion y Prevencion
de Incendios

e Coordinador de Evacuacion : Alexander Wickham

e Coordinador 2° de Evacuacioén: Adrian Stephanides

e Responsable de Evacuacién y Seguridad Fernando
Alvarado

1.1 Objetivo

Garantizar que, en caso de incendio, los ninos y los adultos evacuen el edificio de
forma rapida y segura. Para ello, el colegio ha desarrollado un procedimiento
especifico.

1.2 Funhdamentacién

Este procedimiento asegura que, cuando suene la alarma de incendios, los
alumnos y adultos abandonen el edificio de manera rapida y segura.
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El colegio confirmara lo antes posible que todos los alumnos se encuentran fuera
del edificio y bajo la supervisiéon de un adulto.

1.3 Prevencion de incendios por parte de la comunidad escolar

Dado el numero significativo de jovenes presentes en el centro en todo momento,
nuestro principal objetivo es, actuando de manera responsable y prudente, evitar
que se produzca un incendio en el colegio o en sus instalaciones.
Actuar de forma responsable puede reducir el riesgo de incendio.

Los siguientes puntos son orientativos y no exhaustivos; todos debemos aplicar el
sentido comun y tomar precauciones razonables para reducir el riesgo de fuego:

e Los aparatos eléctricos del colegio son inspeccionados periddicamente por
seguridad. El personal no debe conectar equipos que no hayan sido
incluidos en la revision eléctrica anual.

e Los calefactores portatiles solo deben usarse si son suministrados por el
colegio y estan incluidos en la revision eléctrica anual.

e Estd prohibido fumar, vapear o usar cigarrillos electrénicos (Juuling) en
cualquier zona del recinto escolar, conforme a la legislacion vigente. Si un
adulto es visto fumando en el recinto, es responsabilidad colectiva pedirle
gue cese dicha accion.

e No esta permitido fumar dentro del colegio ni en la entrada principal. Se
debe tener maxima precaucién con todo material de fumar, asegurando
gue se apaga y desecha adecuadamente en los recipientes designados.

e No deben dejarse colillas en el suelo, ya que, especialmente en los meses
de verano, representan un riesgo real tanto para el colegio como para
nuestros vecinos, ademas de proyectar una mala imagen del centro.

e Las puertas cortafuego estan disenadas para evitar la propagacion del
fuego, humo y gases toxicos. Deben permanecer cerradas y nunca deben
mantenerse abiertas con objetos.

e Las rutas de evacuacion estan claramente sefalizadas en todo el edificioy
deben mantenerse libres de obstaculos en todo momento.

e Al abandonar una sala, todo equipo eléctrico debe apagarse vy, si es
necesario, desenchufarse para evitar el estado de standby. Esto incluye
luces, ventiladores, ordenadores y otros dispositivos.

1.4 Responsabilidades

Todos los adultos del colegio deben conocer esta politica en todo momento y ser
capaces de responder de inmediato al escuchar la alarma de incendios.



El responsable de zona (Fire Marshal), al sonar la alarma, debe revisar su area
asignada para asegurarse de que esta despejada y posteriormente informar al
Jefe de Emergencia (Senior Fire Marshal) en el punto de encuentro designado.

Los Fire Marshals no estan obligados a combatir incendios y nunca deben
ponerse en una situacion de riesgo.

Todo el personal y alumnado deben cooperar con los Fire Marshals y seguir sus
instrucciones para evacuar el edificio de forma segura y eficiente.

1.5 Al descubrir un incendio: Indicaciones

Activacion de la alarma

Cualquier adulto que descubra un incendio debe, sin dudarlo, activar la alarma
utilizando el pulsador de alarma mas cercano.

Si un nino descubre un incendio, debe informar de inmediato al adulto mas
cercano.

En el caso de un simulacro de incendio, el Director o un miembro del personal
administrativo sera quien active la alarma.

En caso de fallo eléctrico, existen alarmas de respaldo con bateria en cada
planta.

Llamada a los bomberos
Todo incendio, por pequefo que sea, debe ser notificado a los bomberos. Es
responsabilidad del personal administrativo realizar la llamada.

Extincién del fuego

La extincién del fuego es siempre secundaria a la seguridad de las personas.
Un fuego no debe intentarse apagar salvo que sea pequeno y sea seguro hacerlo.
Evacuar el edificio tiene prioridad absoluta.

El colegio dispone de extintores revisados anualmente por seguridad.

Simulacros de incendio
El colegio garantizara que:

e Se realiza al menos un simulacro de incendio por trimestre.
e El personal dispone de copias de los planos de evacuacién, que ademas
estan expuestos en las aulas y oficinas.

1.6 Procedimientos de evacuacion
Durante el horario lectivo
Al escuchar la alarma:

e El profesor responsable de la clase contara el numero de alumnos y lo
anotara en un papel.

e A continuacion, guiara a los nifos en silencio y en fila fuera del aula.
El docente debe encabezar la fila e indicar la salida de emergencia
asignada.

e Todos los objetos personales deben dejarse atras vy, si es posible, cerrar
puertas y ventanas.



e El personal de mantenimiento comprobard que los bafos y areas
comunes estan vacios.
e Los jefes de etapa se situaran en las puertas:

o Colin Maclean: Puerta 1
o Mark Ambrose: Puerta 2
o Tara Foster: Puerta 3

Rutas de evacuacion por etapas:

e Reception y Year I: salida por la puerta de emergencia al final del pasillo »
zona exterior de Year 1/2 » patio cubierto » salida por Puerta 2 » punto de
encuentro frente a la entrada principal (parque de arena amarilla).

e Pre-Nursery, Year 2 y Year 3: salida por la entrada de Primaria (Puerta 3) »
punto de encuentro en parque de arena amarilla.

e Personal de Primaria sin clase: dirigirse directamente a EYFS para ayudar
en la evacuacion.

e Year 4,5y 6: salida por Puerta 2 » punto de encuentro en parque de arena
amarilla.

e Secundaria: salida por Puerta 1 (entrada principal) » punto de encuentro en
parque de arena amarilla.

e Alumnos de Primaria en el teatro o edificio de Secundaria: evacuar con su
profesor por la entrada principal o Puerta 2, segun cercania.

e GCrupos en las pistas deportivas o exteriores: evacuar con su profesor por
Puerta 2.

En el punto de encuentro, los alumnos se colocaran en filas por clases (MAPA1).
El personal de oficina entregara las listas de asistencia, los tutores pasaran lista 'y
entregaran el registro al Jefe de Emergencia.

El Director o Jefe de Emergencia verificara que todos los alumnos y adultos estan
contabilizados comparando con el registro diario.

Las clases permaneceran en silencio y quietas hasta que el Director autorice el
regreso al edificio.

Dado que el registro diario refleja el numero real de alumnos presentes, es
fundamental completarlo con rapidez y precision.

Los alumnos que lleguen tarde deben registrarse en la oficinag, y los docentes
deben informar si algun alumno abandona el centro por enfermedad o cita
méedica.

Si hay visitantes, el adulto responsable de ellos debe asegurarse de que conocen
el procedimiento.

Cualguier miembro del personal que salga del centro durante el dia debe
informar a su Jefe de Etapa.

Durante el recreo o la hora de almuerzo

Al escuchar la alarma:



Los alumnos y adultos dentro de las aulas evacuaran segun lo indicado
anteriormente.

Los adultos de guardia en el exterior instruiran a los ninos para formar filas
y dirigirlos a la salida mas cercana, caminando hacia el punto de
encuentro (parque de arena amarilla).

Los profesores o asistentes responsables de esos nifos se reuniran con ellos
lo antes posible.

Los adultos de guardia en el comedor pediran a los nifnos que se levanteny
salgan clase por clase, usando todas las salidas disponibles.

Todos los alumnos se dirigiran al punto de encuentro, donde se uniran con
sus profesores o asistentes.

Una vez alli, se realizard el pase de lista como se indica en el procedimiento
anterior.

Después de la alarma de incendio

El equipo de mantenimiento serd responsable de:

Comprobar que todas las puertas estan libres de obstaculos y sin riesgo de
tropiezos.

Verificar que todas las rutas de evacuacién estan despejadas.

Confirmar que todas las puertas pueden abrirse rapida y facilmente.

Evitar la acumulacion de basura o materiales inflamables.

Revisar periddicamente el sistema de alarma de incendios.

Asegurar que los extintores se inspeccionan regularmente.
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