HILLVIEW CHRISTIAN SCHOOL


1.
Hillview Christian School


150 Wilsons Road
2.
Times


Normal occupancy:
7:30 am  -  6pm


Meetings are held on some evenings and some staff may be on site at weekends.

3.
Appointment and Training of Wardens


(a)  Building Warden :

Deputy Principal


       Deputy Building Warden :
Principal

(b)  Warden Identification :

Safety Vest

(c) Wardens :

Each class teacher or their reliever is responsible for their class.  The teachers in Rooms 4 and 7 are responsible for the adjoining cloakrooms and toilets, and the teacher in Room 8 is responsible for the Library.

(d) Teachers do not need any form of identification.

(e) Teacher – warden responsibility is on-going.

(f) Teacher – wardens are reminded of their responsibilities at the start of each year.  Relieving teachers responsibilities are enclosed in an “Information for Relieving Teachers” handout.

4.
Assembly Points

The assembly point is the netball court.  If smoke etc. made this unsuitable the assembly point would be the adjoining sports field.

5.
Display of Fire Action Notices

(a) These are located next to each rooms main exit.

(b) The local Fire station will be informed, (by fax), with 14 days notice of the next intended trial evacuation.

(c) The Fire Service Communications Centre will be contacted 5-10 minutes before a trial evacuation to advise them we are conducting a trial evacuation.

(d) The trial evacuation will be managed by the Deputy Principal.

7.
Monitoring Means of Escape

Monthly inspections of the means of escape are conducted as a part of the Buildings Warrant of Fitness.  This is done by the Deputy Principal.

8.
Special Conditions


None

9.
Evacuation of Persons with Disabilities

Each teacher (and teacher aides) will take responsibility for the evacuation of children with disabilities in their own class.


The Attendance Register is therefore the Assistance Register.

10.
If You Discover a Fire


See attachment.

11.
Teachers’ Duties

(1) Assist all occupants in your area to leave the building via the nearest safe exit.

(2) Check toilets, etc.

(3) Ensure critical appliances are turned off if it is safe to do so.

(4) Watch for children with disabilities who may require assistance.

(5) Note location of any persons remaining inside the building.

(6) Report to the Deputy Principal/Building Warden in the quadrangle indicating your area is clear or occupied.

e.g. Location of any persons fire fighting or location of persons with disabilities.

(7) Only if it is safe to do so should fire fighting be attempted.

12.
Building Warden’s Duties

(1) Ensure the Fire Service has been called.  Dial 111 (or delegate)

(2) Report to quadrangle.

(3) Await reports from Wardens/Teachers.

(4) Initiate action if no report is received from any wardens.

(5) Appoint a suitable person to assist persons with disabilities as necessary.

(6) Advise Fire Service, on their arrival, of the evacuation status, including location of any persons with disabilities still in the building.

13.
After Hours Instruction notice

This notice is to be used when there may only be a small number of people in the building, e.g. cleaners.  It should be placed on the staff notice board.



In the event of an Emergency Evacuation of the building being required outside normal working hours, all building occupants should follow the instructions set out below:

(1) Raise the alarm immediately by operating the nearest Fire Alarm Call Point.

(2) Ensure the Fire Service is notified per 111 call.

(3) If safe to do so, quickly check that the buildings are clear of all other personnel.

(4) Leave immediately by your nearest escape route.

(5) Assemble at :

Quadrangle

(6) Report to the Fire Service on their arrival.

(7) Do not attempt to re-enter the building until the Fire Service have given the “all clear”.

IF YOU HEAR THE FIRE ALARM SOUNDING FOLLOW STEPS 2-7

Adopted on:
…………………………….

Review date:
………………………………

……………………………………………………….

Chairperson- Board of Trustees

Evacuation Scheme
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