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The nominated member of staff should check their allocated zone and collect a numbered baton from that zone. Batons are to be placed in the correct order at the assembly point.
Kitchen staff to cover their own work area.
When the fire alarm sounds the EHT/Head teacher will check the fire alarm panel to see which call point has been activated and will investigate the cause. DHT to liaise with the fire brigade and unlock the main gate. 
Admin staff will collate registers, visitor book and any medication before making their way to the assembly point via the nearest fire escape. 

	Baton
	Zone 
	Where 
	Primary
	Deputy

	1
	Zone 1
	Reception classrooms, toilets and external play area.   
	Miss Boatfield
	Mrs Lancaster

	2
	Zone 2
	Key Stage 1 classrooms, toilets, sensory room, SENco office, courtyard and corridor

	Miss King
	Miss Alexander

	3
	Zone 3
	Inclusion office, server room, rainbow room and toilets. disabled toilet and medical room.	
	Mrs Ashton
	Mrs Ferris/Mrs Summers

	4
	Zone 4
	Kitchen area, toilet, store and office, main hall and long cupboard.

	Kitchen Staff
	Kitchen Staff

	5
	Zone 4
	OPAL office/resource room.
	Mrs Mannering
	Kitchen staff

	6
	Zone 5
	Main office area, disabled toilet and small hall.                  
	Mrs Wilson collecting visitor book

	7
	Zone 5
	EHT office, staff toilets and staff room.            
	Mrs Paterson collecting medicines/registers

	8
	Zone 6
	Key Stage 2 – Y3/Y4 classrooms, corridor, Art studio, library and toilets.                   

	Miss Kemp
	Miss Lynn

	9
	Zone 6
	Key stage 2 - Y6/nurture classroom, DT courtyard/nurture courtyard and toilets.                  
	Miss Pittam
	Ms Bashford

	10
	Zone 7
	Nursery  
	Nursery staff

	11
	Zone 8
	Phase 3 both classrooms, locker area and Toilets         
	Mr Jobber
	Mr Graham

	
	SEN and Vulnerable children                                                           
	Miss Allenwood
	Mrs Myers


 
	      
