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FIRE PROCEDURE AT PEAK SCHOOL

1. Any outbreak of fire must be reported to the Principal or a member of the Senior Management Team (SMT) AT ONCE.

2. The Principal, or SMT Member, will phone the Fire Brigade – tel : 2849 7313.

3. The Office Manager will see that the alarm is rung continuously for a minimum of one minute (should electricity fail handbells, one per staircase, to be used).

4. The Vice Principal will collect Pupil, Supply Teacher & Visitors’ Registers from the Office and proceed directly to upper playground to assume control until Principal arrives.

5. The School Caretaker/Finance Manager will unlock the main gate to the lower playground.

6. After the alarm has been ringing for 1 (one) minute the School Caretaker will switch off all electricity at the mains.  持續一鐘火警鐘響後，留宿工頭須關閉所有電源總掣。
7. There must be silence in the classes on hearing the alarm.

8. The teacher currently in charge of the class should adopt the role of class teacher and direct the class out of the room in silence and ensure that the last one out of the classroom closes the door.  That same person should take the class to the appropriate line-up area in the upper playground (see sequence at 9).  Where appropriate, the class teacher should re-assume responsibility for the class once in upper playground

Unless blocked by the fire:

9. Y1 classes and any class in the Library will lead out through the glass doors near the boys’ toilets and then up the outside stairs to the upper playground.
Y2, Learning Support Class and Mandarin Room will lead out through the glass doors near the girls’ toilets and then up the outside stairs to the upper playground. 

Y3 and Y4 classes and groups using the Kitchen will lead down the staircase at the Learning Support Class end of the building, and out through the main entrance near the office and up to the upper playground.

Y5 and Y6 classes will lead down the ‘Library’ end staircases exit via the multi-purpose room, and proceed to upper playground up the back stairs.
Any classes in the ICT room or Art room should go down the stairs at that end of the school and lead out through the glass doors near the boys’ toilets and then up the outside stairs to the upper playground.
Any class in the Music Room should go out through the music room at the back then carry on up the back stairs to the upper playground.
Children using the Hall and Planning Base will exit via the multi-purpose room, and proceed to upper playground up the back stairs.

Should a route be blocked the class teacher should take their class out via the best route available.

Classes or groups using rooms other than classrooms should be directed out of school via the nearest available exit and take up their place on the upper playground.

10. A class roll call should be carried out immediately on reaching upper playground.

11. The PYPC will check the first floor toilets to see that they are empty.

12. The Office Manager will check the ground floor toilets to see that they are empty.

13. The Office Assistant will check the lower ground floor, hall and toilets to see that they are empty.

14. The site staff must ensure that all other toilets, kitchen quarters and caretaker’s quarters are empty. 所有清潔工人必須確保所有洗手間、員工茶水間及員工宿舍沒有人。

15. The school nurse will support any child who may need physical assistance.

16. ALL PERSONNEL IN THE BUILDING MUST ASSEMBLE IN THE UPPER PLAYGROUND. 所有人必須前住露天球場集合，若沒有校長批准，不論任何情況，不得擅自返回學校內。

17. The Head of ICT will complete the Evacuation File checklist and report to the Principal when everyone is present and accounted for.

No-one must return to the building for any reason until given permission to do so by the Principal.
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