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PARAMOUNT ACADEMY
Safety and Security Plan
1. Possible security threats to Paramount Academy
Fire, Heavy rain/storms/flooding, riots/civil unrest, earthquake

2. Risk assessment checklist

	Fire
	Heavy rain/storms/flooding
	Riots/civil unrest/

demonstrations
	Earthquake

	Fire has been detected
	
	Falling rain/flooding water/lightning/heavy winds are causing a hazard or damage
	
	Demonstrations/

civil unrest have been scheduled and announced (in a reliable media source)
	
	Earthquake tremors are causing a hazard or damage
	

	Fire is within the primary school vicinity
	
	Hazard or damage is within the primary school vicinity
	
	Group gatherings are within the primary school vicinity 
	
	Hazard or damage is within the primary school vicinity
	

	There is a risk to staff or students
	
	There is a risk to staff or students
	
	School grounds have been secured and watchmen are alerted
	
	There is a risk to any staff or students
	

	An attempt has been made to extinguish the fire
	
	An attempt has been made to divert/stop/contain the water
	
	There is evidence of violent/ destructive behaviour and aggression within the group
	
	
	

	Fire cannot be contained
	
	Hazard cannot be contained
	
	There is a risk to  staff or students
	
	
	

	Check that the fire does not obstruct the evacuation route before starting immediate evacuation
	Check that the falling rain/flooding water/lightning/hazards  do not obstruct the evacuation route before starting immediate evacuation
	Check that the demonstrations/

civil unrest do not obstruct the evacuation route before starting immediate evacuation
	Check that no hazards caused by the earthquake tremors obstruct the evacuation route before starting immediate evacuation


3. Alarm
The school bell is used as an emergency alarm. The bell will be rung continuously. The Secretary is responsible for ringing the bell after the decision has been made by the Primary Head or other responsible person. The bell will be rung according to the risk assessment checklist of threats to safety criteria (point 2.)
4. Evacuation Procedure
a. Upon hearing the alarm the classes line up outside their classrooms with the teacher at the front of the line and the assistant (where relevant) at the back of the line. Classes leave their rooms and walk quickly, but safely to the assembly point, closing the doors behind them. If the emergency causes immediate danger which prevents evacuation then in all cases staff and children should hide under the desks until the instruction is given for evacuation by the Primary Head or other responsible person.
b. The only things to be taken out of the building are:
· Safety file (primary head)

· Class registers (class teachers, or secretary if they are in the office)
· Visitor’s Book (Secretary)
· First aid kit (Secretary)
· Medication (relevant class teachers)

· Mobile phone (primary head)
Children must be reminded to leave all personal belongings behind!

c. Procedure for evacuation:
Walk silently in single file using the quickest route to the assembly point (the dropping off area).
Note:
All classroom doors must be left closed but unlocked. Windows should be left alone and neither closed or opened.

Primary Head checks that every room in the building is empty and calls the Emergency Services.
All classes line up in front of their teacher.  All specialist teachers must report to the Primary Head.
d. At the assembly point: (dropping off area)
(i) All class teachers register their children using the class register. 

(ii) Any cases of injury or medical distress are referred to the nominated first aiders.
(iii) All class teachers instruct their class to sit down in a line and remain calm. 

(iv) All specialist teachers/junior staff report their presence to the Primary Head.
(iv) Primary Head moves along the classes and collects the class registers and makes a list of any people unaccounted for.
(v) Primary Head informs the emergency services of any people unaccounted for.

e. All staff and children remain on the ground until: 

(i) they are given a verbal command to return to their classrooms by the Primary Head if the security threat has passed and the school is undamaged.
(ii) they are given a verbal command to assemble at Wiggles & Giggles by the Primary Head and wait for classrooms to be made safe.
(iii) they are given a verbal command by the Primary Head to wait at the assembly point or at Wiggles & Giggles until all parents have been contacted and have come to take their child home.
f. Parents 

(i) prior to the evacuation alarm being raised then parents may only take their children out of class when given permission by the Primary Head.

 (ii) once evacuation has commenced no parents are allowed to take their child home until all children are assembled at the assembly point and registered and the command has been given by the Primary Head.
(ii) if a child has left the school with a parent it must be recorded in the register by crossing through the present mark (\ ( X).
5. Location of safety procedures and equipment
a. Safety and Security file to be kept in the office containing:

(i) Safety and Security plan
(ii) Emergency phone numbers

(iii) List of staff and contact details

b. Each room contains a safety/security procedure sheet.
c. A fire extinguisher is available in the Reception I classroom.
d. A permanent first aid box is located in the photocopying room.
6. Roles and responsibilities

	Role
	Responsibility

	Attempt to prevent the security risk
	Fire safety officers, management, ground staff

	Make the decision to sound the emergency alarm based on the risk assessment checklist
	Primary Head/Proprietor

	Sound the emergency alarm
	Secretary 

	Make emergency phone calls to outside agencies
	Primary Head/Proprietor

	Take travelling first aid kits
	2 nominated first aiders, secretary, Primary Head

	Take individual medication
	Class teachers

	Keep children calm and moving sensibly and quickly along the evacuation route to the assembly point
	All staff

	Check that every room in the building is empty
	Primary Head/Proprietor

	Provide first aid to anybody injured or in medical distress
	Nominated and trained first aiders

	Check attendance register of all people assembled
	Class teachers, then Primary Head

	Check all rooms to make sure that everyone is out of the building
	Primary Head

	Contact parents in case of evacuation of the school grounds or in case of injury or in medical distress
	Secretary 
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