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If the smoke detectors sound or a fire is located by an adult, the adult must raise the alarm by shouting “EVACUATE FRONT” or “EVACUATE BACK” to alert staff in the building.
A lead person inside the building collects the nearest whistle.  These hang at the front door and at the back door.  The lead person blows the whistle (if necessary) which ensures staff outside are aware of the emergency.
The lead person inside collects the register and exits the building.  If staff and children are outside in the gardens, the lead person uses a walkie talkie to confirm that staff and children should proceed to the assembly point.
Staff indoors gather all children together calmly and exit the building using the same exit as the lead person in an orderly manner.
A designated person sweeps the building ensuring all rooms are checked for persons, collects the medicine box and mobile phone only if it is safe to do so. 
All persons head straight to the assembly point at the farthest corner of St Sampson’s School field.  If using 
· the front exit, walk through St Sampson’s lower school playground or 
· the back exit, walk through the gate at the rear of the Pre-school garden. 
The lead person takes the register to account for all persons present.
The designated person calls 999.
All persons move to St Sampson’s School reception to raise the alarm and to find a safe place to wait.  
The lead person contacts all parents if re-entry is not possible using contact numbers in the register.  
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