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Procedures to Outdoor Evacuation Assembly Area





General Movement During an Emergency Evacuation



Procedures: Staff in Learning Spaces

Rehearse the following steps with your children throughout the school year

● Turn off any equipment that may become a hazard
● Teacher stands at exit and reassures the children whilst directing them to calmly line up in Safety Line 

order.
● Make final Check of the room, take your Green Folder (ensure you have class lists)
● Shut the door
● Follow Evacuation Path outlined on current map
● Accompany your class to Evacuation Assembly Area
● On arrival mark the Roll
● Report any Problems to the Communication Officer
● Remain in control of your class

Learning Support Officers remain with the class that you are working with.

Staff - not in the act of teaching - please report to the Wardens

Please keep note of Children who have left your Learning Space - especially during the Evacuation.



Prep and Junior Exit Points



Middle / Senior Building Exit Points



Multipurpose Building Exit Points



Warden Duties

When Alarm is activated - the following procedure is put into action 

Comms Officer Warden 1 Warden 2 Warden 3 Warden 4 Warden 5

Area of 
Responsibility

Coordination Office Area 
First Aid 
Visitors

Multi purpose
Top Garden

Prep / Junior
Toilets

Middle  / 
Senior
Toilets

OHSC
Area 1 
Playground

Evacuation Timing
Oversee 

Direct Movement as per Evacuation Map

Check Note  Issues Check Area of Responsibility. Use Yellow stickers to show that area is checked.

Report Evaluation ● Report any problems or issues to Comms Officer 
● Return ‘missing’ children to class teacher

Wardens are nominated by the School Principal. They are visible by wearing a High - Visibility Vest and 
Helmets



Helpful Hints

Class Lists - Always have copies of your Class List in your Green Folder

Roll Order Number - it helps when the children know their Roll Order Number. Quick call 
out of the number will allow for quick and efficient lining up.

Movement - Watch your line as you move to the Evacuation Assembly Area

Safety - Minimise fuss and reassure children that this is a safety procedure

Accountability - Mark your roll and remain in Evacuation Assembly Area until your class 
is dismissed for return



WWW EBI

Classes organised in roll order We need to be quicker than 9 min

Movement Quicker movement will alleviate congestion

Teachers with Green Folders Stairs to car park area rather than all children going 
down the ramp

Wardens checking designated areas When walking with children - observe the line

Yellow sticky notes to show area checked

Having First Aid Bag Include Epipens in First Aid bag
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Considerations

● Need to close staff car park gate????
● Initiate Emergency Signal - need to locate in Server Room
● Need Hand Bell
● Need Megaphone


