
 

 

1. Emergency Fire Action Plan – Smithton Primary and ELCC 

1.1. The emergency procedures contained within this document must be adhered to by all 

pupils, staff and visitors at Smithton Primary and ELCC during an incident of fire during 

daytime operating hours. 

 

2. Emergency Procedure  

2.1.On discovering any outbreak of fire, if not already activated by the automatic fire 

detection system, the fire alarm must immediately be raised by operating the nearest 

manual call point. 

 

2.2.The Fire Warden will ensure that the fire alarm panel is checked by a competent person 

who is able to assess from both the Fire Alarm Panel and the Zone Plan the location of the 

fire, the resulting information will be given to the first attending fire officer along with 

the other information detailed at 2.17 below so that firefighting actions can quickly   

commence. 

 

2.3.It must never be assumed that the activation of the fire alarm is a false alarm and this 

emergency fire action plan must be instigated on every occasion that the fire alarm is 

activated.  If there is an issue with false fire alarm activations, for whatever reason, these 

must be investigated and eliminated as soon as a trend is established, consultation with 

the Highland Councils Fire Safety Adviser should be sought if required. 

 

2.4.The fire alarm is not connected to a remote Monitoring Centre so the Fire and Rescue 

Service must be called by use of a telephone from outside the premises by dialling 999, 

this will be done by the Fire Warden. 

 

2.5.The Fire Warden will inform the Fire Control Operator that a fire has occurred at the 

premises giving them the location details: 

Smithton Primary and ELCC  

59 Smithton Park, Smithton, Inverness IV2 7PD 

and also tell the Fire Control Operator, either: 

 

 That a fire has occurred and what is on fire, if known 

 That an evacuation is underway 



 

2.6.The Fire and Rescue Service will mobilise their predetermined attendance to Smithton 

primary and ELCC which is two fire appliances. 

 

2.7.If it is safe to do so, attempt to put the fire out using an appropriate fire extinguisher for 

the type of fire involved.  Do not put yourself at risk and maintain a safe evacuation route. 

(See notes for safe evacuation route.) Evacuate immediately if you cannot put out the fire 

or even if you are successful in putting it out.   

 

2.8.On operation of the fire alarm all electronic locks on the external doors will be 

disengaged which will allow for immediate passage from all parts of the building.  If 

there is any problem with the fire alarm disengaging the locks there is a manual override 

located adjacent to the door, on the wall.  This is a small green box and it is similar to a 

fire alarm call point except that it is green in colour.  On operation of the manual override 

the door lock will disengage. (This detail should be brought to the attention of all school 

users.) 

 

2.9.On hearing the fire alarm every pupil, staff member and visitor within the school should 

evacuate by the nearest usable fire exit and gather at the Fire Assembly Points for a full 

roll call to be undertaken. Each Class Teacher should bring with him/her the laminated 

class list of attendance (as all registers are now recorded through SEEMiS)   

 

2.10. The Fire Assembly Points are in the MUGA for ELCC and P1 CN, P1 RN, ASN, P3 

NS and all other classes to the playground. Office and kitchen staff should assemble at the 

contractor’s site. 

 

2.11. No one is to stop to collect personal belongings and all doors should be closed so that 

the fire is contained to the location of origin.  However any cooking equipment currently 

being used will be switched off. 

 

2.12. Should any visitors or contractors have any difficulty in making an evacuation they 

must be assisted by the person who they are visiting, (i.e. anyone with hearing 

impairment or mobility issues etc.). 

 

2.13. Once all pupils, staff and visitors have evacuated to the assembly point a roll call will 

be undertaken. 

 

2.14. Should any individual require assistance to be evacuated in line with any Personal 

Emergency Evacuation Plan, the Fire Warden will ensure that this is undertaken at the 

earliest opportunity. 

 

2.15. If anyone is unaccounted for during the roll call, the Fire Warden will attempt to 

ascertain the last known location of the person missing by asking staff members, pupils 

and other visitors.  Do not re-enter the building to look for them.   



 

2.16. No one is to re-enter the premises until it has been assessed as safe to do so by the 

Fire Warden. 

 

2.17. The Fire Warden will, on evacuation, take with them a mobile phone and will call the 

Emergency Planning Officer on 01463713479 and inform that 999 has been called along 

with this information: 

 

 The location of the premises and that this is a backup call 

 The location of the fire and what is involved 

 That an evacuation has been completed 

 That a roll call has been undertaken and that all persons have been accounted for, 

or: 

 That a roll call has been taken and that the following pupils, staff  or visitors have 

been identified as missing and that their last known location was (wherever it was) 

 Be prepared to answer any questions the Operator may have 

 Request social media communication for parents and carers to collect their 

children from the Emergency Evacuation Premises 

 

2.18. The Fire Warden will meet the Senior Fire Service Officer when they attend and be 

prepared to offer the information detailed in 2.16 above if not already passed to Fire 

Control and to answer any additional questions the Fire Officer may have, such as: 

 

 The location of the main electrical isolation point for the school. 

 There is a fire hydrant available at the entrance to the school main gate. 

 

2.19. The Fire Warden should consider the safe relocation of staff members and visitors  

away from inclement weather should they be required to be out of the premises for longer 

than a short period of time. The Emergency Evacuation Premises is Smithton Free 

Church. The Fire Warden will communicate using a mobile phone to a member of staff at 

each Fire Assembly Point who will then give the message to all to evacuate the building 

or return to class 

 

Notes 

Fire Warden  

This is the Head Teacher. As the school is being refurbished and rebuilt at the moment, much 

of the school community is in portacabins. The HT is likely to be ‘out and about’ rather than 

in the office at the back so the main clerical assistant, Mrs Cornish, will deputise as the Fire 

Warden if there is an emergency and the HT is not in the main office. If safe, The Fire 

Warden will make her way to the front of the school to meet the Senior Fire Officer or will 



use her mobile phone to liaise through the main clerical assistant who will communicate 

directly with the Senior Fire Officer. 

The expectation is that the Fire Warden will carry a mobile phone at all times until the 

building works are complete and all staff and pupils are back in one building. If the Fire 

Warden is not in the building the Depute Head Teacher will take her place and follow this 

policy. 

Fire Assembly Points 

This emergency fire action plan will be revised on a weekly basis until the building works are 

completed. All staff are expected to engage on a weekly basis to ensure that they are fully 

aware of any changes based on new works that are happening in and around the school and 

ELCC. The Fire Warden will revise with the contractor’s site manager on a Friday by 4pm so 

that all staff will be aware on Monday morning of any changes. Dynamic risk assessment will 

be taken daily and the Fire Warden will ensure communication through normal established 

channels. 

Any staff not in class and doing development work should be familiar with assembly points 

different to their class assembly point. 

As of August 2018: 

 

Fire Assembly Point A 

Clerical brings Visitor’s Register 

 

 
 

 Anyone in in the office portacabin should assembly here 

 Anyone in the car park should assemble here 

 Anyone in the kitchen should assemble here 

 

 

 

 

 

 

 

 

 

 



Fire Assembly Point B 

Class Teacher and Early Years Practitioner designated ‘on the door’ brings laminated 

class list 

 

 
 

 

 P3 Mr Speakman’s class 

 P2/3 Mrs Morison’s class 

 Anyone in the ASN base or area outside base 

 P1 Miss Neilson’s class 

 P1 Miss Noble’s class 

 Both nursery rooms will evacuate from the back doors and gates into the MUGA 

 A designated adult from Miss Noble’s room will stand outside her fire exit door to 

ensure that all pupils go into the MUGA. This person will also open the padlock at the 

side exit 

 Should building evacuation procedures commence all to leave the MUGA from the 

back and to side exit of school. The path to the pelican crossing and onto Smithton 

Free Church should be followed 

 Staff should walk at the front of the class so that there is at least one person at the start 

and end of each class as they walk to Smithton Free Church 

 EYPs should walk at least one to every eight children taking the hands of any 

vulnerable and always walking on the road side of the path 

 

Fire Assembly Point C 

 

 
 



 P1/2 Miss MacDonald’s class 

 P2 Mrs Mitchell’s class 

 P3 Miss MacKay’s class 

 P4 Mr Hardie’s class 

 P4/5 Ms Blair’s class 

 P5/6 Miss Nicol’s class 

 P6/7 Mrs Ross’ class 

 P6/7 Mrs Goodall’s class 

 P6/7 Mr Jamieson’s class 

 Staff in games hall staff bases 

 Class if in games hall 

 Kitchen staff if in games hall helping children at lunch time 

 Children and staff in games hall at lunch time 

 All staff should lead their children out by the fire exits designated in each portacabin, 

class or games hall to the areas marked on the playground 

 Mr Grandison to open padlock of back exit 

 Should building evacuation procedures commence all to leave orderly from P1/2 

through the back exit of school. Turn left onto Smithton Park and follow the path onto 

Murray Road. The path to the pelican crossing and onto Smithton Free Church should 

be followed 

Expectations of all Staff 

All staff are expected to read the weekly update of this fire action plan until the new 

building is complete. 

All class teachers are expected to have walked through these new procedures informally 

by the end of August 2018 with their classes with an expectation of a full fire drill in 

September. EYPs should be familiar with the plan and decide when their key worker 

group/small groups are ready for a practice. All EYPs should have walked through the 

route by the end of August 2018. 

All class teachers to have a discussion during class discussion time about fire escapes and 

routes if not in class at least once a term and this should be recorded in the class 

minutes. Student Council meeting once a term to ascertain if there are any ideas from the 

class discussions to be incorporated into this action plan. 

Fire Warden and designated deputies expected to carry a mobile phone at all times and to 

have walked through the routes by the end of August 2018. 

Fire Warden expected to liaise with contractor’s site manager weekly to ensure this action 

plan is accurate. 

 

Aileen Mackay HT August 2018 
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