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SOUND OF THE ALARM 

The sound of the alarm will be a continuous warning siren. 

 

RAISING THE ALARM 

If a fire is discovered by a staff member or a visitor notifies a staff member of a fire, the 
alarm will be raised by activation of the nearest call point. If fire is detected by automatic 
detectors, this will trigger the fire alarm. 

 

EVACUATION PROCEDURE 

• All staff and students are be briefed that the Fire Assembly Area (FAA) is 
Newmarket Road underpass. 

• All students are be briefed to go to the FAA immediately upon hearing the alarm.  

 

 

SKETCH OF VARSITY HOUSE FIRE ASSEMBLY AREA (FAA) 

 

• On the fire alarm sounding, fire wardens on site are to gather the registers amd 
report to the incident control point (ICP) where the incident commander (IC) will be 
based.  

• Students are to evacuate the building and move to their designated zone within the 
fire assembly area (FAA) in silence. (IC: House Leader / Deputy House Leader).  

FAA 

ICP 
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• Completed registers are then passed to the Incident Commander and the fire report 
sent by email to the H&S Manager.  

• All House parents have a fire bag containing clipboard, torch and high-visibility 
jacket. There will be outdoor LED lights available.  

• It is the House Leaders’ responsibility to ensure the fire registers are live.  
• All fire wardens on site are expected to assist with the evacuation procedure. 

 

LONE WORKING 

During school hours most students are not in the building, and it may be the case that only 
one staff member in the boarding staff is on duty. This would usually be the Residential 
Day Coordinator. In such a case, the evacuation and meeting point remains the same, 
however the fire warden’s sequence of actions is as follows: 

 

1. Fire warden will take charge and lead in the fire evacuation, take fire bags with 
equipment, take photo of keyboard, visitor log and staff sign in-out book. 

2. Fire warden opens the gate for evacuation of the building. 
3. Fire warden checks the source of the alarm. 
4. Fire warden dial 999 and request attendance by the Fire Service if appropriate. 

Staff member gives their name, name of building, building address, contact number 
and details of fire. 

5. Fire warden calls Head of Boarding and Residential Life. 
6. Fire warden meets all people gathered at the meeting point and take register for 

students/visitors, contractors and staff. 
7. Fire warden to sweep building to ensure all students vacated the building 

(including common areas) if safe to do so and ensure all doors are closed on the 
way out. 

8. Fire warden to ensure nobody re-enters the building until confirmed safe to do so 
by the Fire Service or fire warden in the case of false alarm or drill. 

9. Senior member of staff to liaise with Fire Service upon their arrival. 

 


