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FIRE REGULATIONS

IN CASE OF FIRE OR EMERGENCY EVACUATION OF BUILDING
INSTRUCTIONS TO STAFF

In the event of a fire or an emergency, it is the duty of all concerned to prevent injury
or loss of life.

For this purpose you should make certain that you are familiar with all the means of
escape in case of a fire.

IF YOU DISCOVER A FIRE OR ONE IS REPORTED TO YOU, YOU SHOULD
SOUND THE NEAREST ALARM IMMEDIATELY.

ON HEARING THE ALARM the fire brigade will be automatically called.
WHEN THE FIRE ALARM SOUNDS:
See that any doors immediately surrounding the fire are closed.

If you do not have a class and only if it is safe to do so, you must become a Fire
Warden for that floor/area. See Instructions to Fire Wardens below.

USE THE NEAREST AVAILABLE EXIT. DO NOT COLLECT PERSONAL
BELONGINGS. DO NOT RE-ENTER THE BUILDING. ASSEMBLE ON THE
ASTRO IN THE RAA CAR PARK AS SHOWN IN THE MAP BELOW.

Staff may attempt to tackle the fire with a fire extinguisher if they have been trained
and feel confident in doing so. If the fire is larger than the size of a waste paper bin,
use of the fire extinguisher should not be attempted.

All boys to be escorted from classrooms (closing doors as you leave) in SILENCE
USING BOTH SIDES OF THE STAIRCASE and or through the FIRE ESCAPES. The
registers will be brought to the assembly point by the School Secretary.

SEN, MUSIC, CLUB and PE TEACHERS should bring children they are teaching.
Do not try and integrate with a class until at assembly point.

Matron will print off the Staff and Visitor Log from E-Sign along with the laminated
class lists and white board markers. If E-Sign is not available, Matron will provide a
list of all current Staff and Visitors (latterly comprising visitors to the school within the
current academic year). This list should be printed on a daily basis, to be readily
available inthe caseofdamage t o t he school 6s | T in

First available staff without a duty are to collect a form register from the matron, stand
in the correct position in the Astro and take the register until the form teacher arrives.

Registers to be taken immediately at collection point. Any missing children to be
reported to the Fire Marshalls who will re-enter building, if appropriate, to search

2

frast



(XJ..-’\I pha Plus
the 5 in education

unless the Fire Brigade are already in place.
) Children are to wait in silence so instructions can be heard clearly.

INSTRUCTIONS FOR FIRE WARDENS

In the event of the Fire Alarm sounding, the Fire Wardens will be responsible for making
sure all staff and pupils have left that floor/area and that all the fire doors and windows
have been closed before evacuating to the Astro.

Both the Principal and Secondary Fire Wardens check their area until the Secondary Fire
Warden ascertains that the Principal Fire Warden is at work, whereupon they can stand
down and leave to the Assembly Point on the Astro.

To ensure that they visit all of their area, the Fire Wardens must collect one of two sets of
purple cards, as detailed below.

Once on the Astro the Fire Warden must hand over the cards to the Headmistress
confirming that section has been cleared and no one has been left behind.

The Fire Wardens are as below:

Areas (location of purple card) Principal Fire Warden | Secondary Fire Warden

Front Ground Floor: Reception
Classroom to front Reception
area (fire door nearest reception,
towards the front of school)
Front First Floor: Music Room Tina Nagle Michael Johnstone
to Year 4 (by lift shaft at the top of
the stairs)

Middle Ground Floor: Library to
Reception Classroom (fire door
nearest library)

Rear Ground Floor: Science
Prep Room to Dining Hall (fire
door nearest science room GF25)
Front of Rear First Floor:

French room to Rear Ground Sophie Matthews Kevin Crawford
FI oor b o Yfisedoort o
nearest French room, towards the
Art room)
Rear of Rear First Floor: History
room to Art room (by fire door
nearest History room)

Matron will print off the Staff and Visitor Log from E-Sign (with Carly Baker as backups)
and take to the Astro along with the laminated class lists and whiteboard markers for form
teachers to tick off pupil names.

The Headmistress must be informed once all pupils and staff have been accounted for or if
any are missing.



When the Fire Alarm sounds you must:

1
1

Use the nearest available exit.

If you are a Fire Warden and in your
designated area, remember to do a
sweep and collect the purple ALL
CLEAR Fire Evacuation signs.

All boys are to be escorted to the Astro in
silence.

SEN, MUSIC, CLUB and PE TEACHERS
are to bring the children they are
teaching.

Fire Marshalls (Andrei Russell-Gebbett
and Michael Johnstone) to manage
crossing.

Matron will print the Staff and Visitors
Log and take to the Astro along with the
Class Lists for registrations and a
medical bag.
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All available staff are to collect a form
register from Matron, stand in form
position with Form class clearly held up
high for boys to know where to go until
form teacher arrives.

As the boys arrive, the register is taken.
Once complete, it must be held aloft with
all names ticked for Headmistress to
know all are present.

While the pupils are being registered,
Tania Gomes will take the Staff and
Visitor register.

Once everyone has been accounted for,
Headmistress will stop the timer and give
instructions back to Staff and Pupils
regarding the next steps.

<

Ealcons Rrep
o % '\IM

-
-



Y

Hg?

Evacuation Plan

Falcons Prep Richmond

_ GF1 to GF17 including OS1 to 0S4

Key

GF# — All the rooms on the Ground
Floor between Kew Road and
Kew Foot Road inside the
School building

O S# — All the rooms Qutside the

School building but on the
School premises

GF4
GF1 GF2 GE3
[Office ] [Office |
[office] | 1
GF5
Office

GF1
Classroom
GF6 F9
F8
F7
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Meeting point on the
Astro in the RAA car park
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\a‘/ Falcons Prep Richmond
Evacuation Plan

_ Front First Floor

FFF1 to FFF9

Meeting point on the
Astro in the RAA car park
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Key

FFF# — All the rooms at the Front of
the building on the First Floor,
where the music room is
located

i O

tl.
Practice

Foom

Fractice
Foom

FFF5

FFF6

First sid
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Falcons Prep Richmond Key
. GF#_— All the rooms on the Ground
Evacuation Plan e

Floor between Kew Road and
GF18 to G26 Kew Foot Road inside the
School building
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i Key
piwes P ke Richmiond GF#_ — All the rooms on the Ground
Evacuation Plan

floor between Kew Road and
GF26 to GF37 Kew Foot Road inside the
School building

I

-
eFze GF28 Flassroom]
GF36 GF37

GF34

Meeting point on the
Astro in the RAA car park
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\\{3/%( Falcons Prep Richmond Key
. GF# — All the rooms on the Ground
Evacuation Plan e

floor between Kew Road and
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School building

Meeting point on the

Astro in the RAA car park

GF33 GF36

lassroom




+
(XJ/’\lph a Plus
the gold standard in education

Falcons Prep Richmond Key

Evacuation Plan RFF# - All the rooms at the Rear of
Rear First Floor the Building on the First Floor,
RFF1 to RFF10 where the Art Room is located

Meeting point on the

Astro in the RAA car park

: / O O

L/ i/ 1 -_Classroom
oilets L’ /

RFF1 RFF2 RFF3 RFF4 RFF5 RFF6 Store RFF8

- Classroom
/
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CRISIS MANAGEMENT PROCEDURES

Distribution

1 SLT members: to be held on their OneDrive.
1 School office.
9 Falcons Preparatory School Site.

Introduction

The aim of this incident and emergency management plan is to ensure that, in the event of
an emergency, staff know what they should do and with whom they should communicate.
Anyone who receives information on any matter, which is likely to affect the running of the
school, must communicate this immediately, to the Headmistress/SLT, Health and Safety
Officer or Fire Marshalls. Incidents could vary from iliness or accident to a member of staff
or a major disaster concerning the building.

All staff are required to read this plan and to ensure that they know the whereabouts of
further copies kept at school. The school office will have the responsibility for ensuring that
the class names and telephone numbers are kept up to date.

The media rarely are helpful and more often &
Other than the Headmistress, all other staff should NOT speak to the media under any
circumstances.

It is the responsibility of the Health and Safety Officer and school office to review and update

this plan immediately before the children start school at the beginning of each term, including
an update of phone numbers etc. and any new address list pages.
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Crisis Management Team:

Area of Responsibility

Headmistress Team Leader and Incident Commander
Liaison with Media

SLT Member(s) Team Leader and Incident Commander in the
absence of the Headmistress
To assist and advise the Team Leader

Health and Safety Officers Assist and advise the Team Leader
Liaison with parents

Fire Marshall(s) Assist and advise the Team Leader
Liaison with parents

Headods PA Assist and advise the Team Leader Liaison with
parents

Communications

The He a d mi sadfficeasgosbé the central point for all communications, information and
decision-making.

The school secretary will take the responsibility of telephoning parents under the direction
of the Headmistress, informing other staff where assistance is needed.

Alternative central point: The Headmi str ess 06 -®redaratoresiteaz
Burnaby Gardens, Chiswick, W4 3DT.
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Emergency phone numbers

School Number
Emergency Services

Local Hospitals:
West Middlesex University Hospital

Queen Mary Hospital

Kingston Hospital

Electricity

Gas

Thames Water

Falcons Pre-prep Site
Falcons School for Girls
Local Police Station:

Richmond Council:
(out of hours emergencies)

Mark Hanley-Browne: C.E.O. Alpha plus 020 7487 6010

Liz Francis: Director of Education
Richard Jones: Director of Property
Mark Sample: Financial Director
Russel Seaman: IT Director

Paul Brereton: HR Director

West Bus Coaches:
Oscar Cleaning Services:
Keith Summons:

(Fire Inspector)

Spy Alarms
Site number

RM IT Support
Southern Communications

RAA:

020 8948 9490

999/112

020 8321 2121

020 8487 6000

020 8546 7711

0800 096 2255

0800 111 999

0845 920 0800

020 8747 8393

020 8992 5189

0300 123 1212 or 101

020 8891 1411
020 8744 2442

020 7487 6004
020 7487 6038
020 7487 6005
020 7487 6018
020 7487 6011

020 8756 4099
0794 9021 255
07970 765 612
01732 464649

T16569

0330 333 4303
084 5056 7765

020 8940 0397
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Lockdown Instructions for Staff

1) Once the alarm has been raised; Matron, Marketing or Registrar (Admin Team) are to
|l ock the front door (i f safe to danddook)
themselves inside.

2) Once safe and secure, one of the Admin Team will call SLT office inform why the
Lockdown Alarm has been activated. Admin Team will then contact any staff members
offsite and ask them to either go to the Sports cabin (if in the cage) or stay away from
the site.

3) Any staff on duty in the gallery at sound of alarm is to lock the doors to the playground
bef ore moving to Dep uthephohteal tfanghe ddminiTeam. t o

4) Once the Alarm sounds, SLT plus Health and Safety Officer and Facilities Manager to
stay vigilant and head to meeting pointintheDe put vy He a(uhless teachifg). c e

5) Rest of School are to follow Lockdown Procedure (see below) and lock themselves in
their classroom until instructions are received from SLT member, Facilities Manager or
Health and Safety Officer.

6) Once SLT have been informed of the situation, a decision is made if it is a Full or
Partial Lockdown or all is clear.

1 Inthe event of a FULL Lockdown, SLT will need to contact the emergency services
and take advice.

1 If the situation can be downgraded to a Partial Lockdown, SLT will contact the team
intheHeadds PAG6s Office to turn off the al
system to inform parents and e-mail staff.

() The rest of the School will still be in Full Lockdown mode.

(1 SLT, Facilities Manager and Health and Safety Officer will move around the
School to check staff and pupils are safe, ask for registers and inform of the
situation. They will use the safe-word to confirm the door can be unlocked. They
are to follow the Partial Lockdown procedure and await an e-mail from Admin
Team to confirm all is clear.

(1) Once SLT, Facilities Manager and Health and Safety Officer have finished
informing the staff, they are to reconvene in the gallery to share information and
confirm no one is missing. When ready to give the all clear sign, SLT will e-mail
all staff confirming all is clear.

1 Inthe event of an emergency evacuation, SLT to take advice from emergency
services and follow the Emergency Evacuation procedure.
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LOCKDOWN PROCEDURE —

If you hear the LOCKDOWN alarm (a non-continuous pulse alarnr
single note of the same pitch) you MUST go into LOCKDOWN mode

1) Move to the nearest Classroom or Office.

2) Follow the C-L-O-S-E protocol:

Close all windows, doors and pull down any blinds.

Lock the door and turn off any lights including computer screens.

Out of sight by moving to the back of the room and minimise movement thereafter.
Stay silent and avoid drawing attention. Keep phone on silent and with you.

Endure—be aware you may be in lockdown for some time.

3) Register all in your room on a piece of paper — these registers will be collected later to ensure all
are accounted for.

Matron, Registrar or Admin Team will lock the front door and call a mem
of SLT to tell them why the Alarm has sounded.
Any staff in the gallery will lock the gallery doors.

SLT will contact the emergency services and take advice. If necessary start the Cascade
System to inform parents.

When safe, a SLT member will move through the School to collect the registers, give
further instructions and advise if it is a PARTIAL LOCKDOWN or give the all clear.

If downgraded to a PARTIAL LOCKDOWN:
Follow instructions of SLT member.

Unlock the door and turn on the lights.

Keep windows closed and blinds down.

Resume normal activity and can move freely around the School.
No one to enter or leave the building until all clear given.
Remember to stay vigilant.

Refreshments may be handed out if necessary.

Only when a SLT member informs all is clear, may staff offsite return and
daily activity resume as normal. Parents to be informed via Cascade System.
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INCIDENT ON SCHOOL PROPERTY DURING SCHOOL HOURS

Non-Emergency Evacuation

1.

In Touch Message Service. A message is sent via the system to all parents, carers
and staff informing them of the situation.

If this system for any reason does not function properly we will implement the
Cascade system:

Evacuation: Cascade system comes into action.

Cascade System

Deputy Head of Pastoral telephones Head/Vice of the PA who in turn phones class
reps to communicate to parents. Reps will confirm communications to Heads PA and
any parents not contacted will be called via emergency numbers at school. Boys will
be held at school until contact is successful. Contact tree has relevant numbers of
the Head and Vice of the PA. The contact tree can be found here.

Children will remain in classroom with class teacher until safe evacuation is
complete.

Immediate Emergency Evacuation

In the event of an immediate evacuation follow directions from police.

1.

If directions from police are not available, the Fire Marshalls will sound the fire
alarm and the Senior Management Team will direct children and staff to the
following local areas. Please follow the Fire Drill Procedure to exit the building
to the first meeting point:

A Astro in the RAA car park

School Matron to take mobile/registers/pupil & class reps contact numbers
Normal cascade to follow advising parents to collect boys: see above

Any child not collected will remain with Headmistress or a member of SLT.
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Chemical / Biological Bomb in immediate area

1.

2.

School Office to activate lockdown alarm system.
Full Lockdown Procedure to be followed.

All boys and staff to stay in their classrooms.

All teachers to close windows and doors.

Close vents.

School office to bring contact sheets and puts In Touch call or cascade procedure
in operation to notify parents that we are being held within the building.

Refreshments will be dispensed when required by Office Staff.

School under gunfire

1.

2.

School Office to activate lockdown alarm system.

A Member of SLT to notify all staff of nature of lockdown via In Touch or e-mail
when safe to do so.

All boys to remain in classrooms with staff members away from doors and windows.

Any pupil or staff member not in a classroom at the time of the Lockdown alarm
being activated must move to the nearest available classroom immediately.

School office to begin school cascade procedure or send In Touch message
informing parents and any staff off site of situation.

When o6all <c¢cleardé is given, parents wil

. School Office to activate Lockdown alarm system.

Lockdown Procedure to be followed.
All boys and staff to move to classrooms and take cover under desks.
If not in classroom i return to classroom immediately.

Foll ovenmeragrency evacuationdé above
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IN THE EVENT OF CHILDREN NOT BEING ABLE TO LEAVE THE SCHOOL FOR A
PERIOD OF UP TO 24 HRS

Adequate supplies of dry food products are kept on site. This includes water and biscuits. The
Health and Safety Committee will check this on a half-termly basis.

INCIDENT ON SCHOOL PROPERTY OUT OF SCHOOL HOURS

1 Headmistress to inform members of the crisis management team by the
phone tree.
1 Headmistress to issue a statement to media, in collaboration with Alpha Plus.

INCIDENT ON SCHOOL OUTING

Party leader to appoint an assistant and to establish nature of the incident.

Party leader to call emergency services where necessary.

Party leader (or SLT Member) to call Headmistress and advise immediately.

Headmistress (or SLT Member(s) to decide if APG to be informed and will

action the Alpha Plus Protocol for Crisis Management.

1 Party leader to ensure a member of staff accompanies any casualty/(ies) to
hospital.

9 Party leader to ensure all members of the party are accounted for, safe and
adequately supervised.

i Party leader to contact the school giving names of casualties, injuries if known,
name and address of A&E hospital.

1 Assistant to take names and addresses of witnesses and make notes of

incident when the incident is under control.

Party leader to inform school of arrangements for return to school.

Do not speak to the press or the media.

Party leader may delegate any of the above duties as necessary.

Headmistress or School Secretary to contact parents of those injured giving

names and address of A&E hospital and name of school representative at the

hospital.

1 Headmistress or SLT to decide if parents of uninjured/ or those not involved to

be contacted.

= —a —a A
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DEATH OR EXTENDED UNFORESEEN ABSENCE OF KEY PERSONNEL

Headmistress
SLT to assume temporary control of the school, under the guidance of Alpha Plus Head
Office. Heads of Departments to advise and assist.

All other personnel
Headmistress or SLT Member(s) to decide on appropriate action

18
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DISASTER RECOVERY

Distribution: All Staff

In the event of the school being inaccessible or unsuitable for normal lessons, we will
move the boys to another site for learning to continue. This will come into effect following
consultations between Head Office and the Headmistress.

Please refer to Business Continuity Plan kept by the Headmistress and Head Office.

In school hours, the phone tree must be kept on site. In other words, do not delegate the
calling of people down the tree to another person not on site or physically remote from the
incident commander.

Deliver your message as clearly and as briefly as possible. Do not stop to discuss details.
Do NOT leave important messages on the answer phone.

When you receive a message you should be told how far down the line it is necessary to
phone.

If it is not possible to reach any of your branches it is your responsibility to phone all the
peopleonthatper sondés branch

Pl ease phone only the personnel you have
offering to phone others - you will confuse the issue.

If you receive a message from anyone parallel/below you on the phone tree it is your
responsibility to phone that person from whom you should have received the message.

In a crisis it is not always possible to keep to a plan. Use your common sense! Do not clog
phone lines by having lengthy phone conversation.
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TESTING OF FIRE AND LOCKDOWN ALARMS

In order to ensure the full functioning of the fire and lockdown alarms, and to enable staff
to understand the difference between the two alarms, both alarms will be tested each
Thursday afternoon at 2pm.

The lockdown alarm shall be tested first i thisisanon-cont i nuous f#Apul sed al
alarm shall be tested second i this is a continuous alarm.

Notices regarding the differences between the two alarms are located beneath or
alongside the evacuation routes in each classroom.

FIRE AND LOCKDOWN DRILLS

A fire drill and a lockdown drill will be conducted once per term in accordance with the
regulations above.
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Protocol for crisis managementi APG i Revised September 19

Communications Protocol for Crisis Management
Alpha Plus Group

In the event of a serious incident/situation

In the event of a serious incident at any school or college, the Head or Principal or any member of
their SLT who are dealing with the matter will firstly establish the facts of the position.

Making Contact with Alpha Plus Group (APG):

Based on this information, the Head/Principal or the SLT member identified above, after using their
professional judgement, and if they deem the matter to be of sufficient seriousness, or if they are in
any doubt, will call either the Director of Schools or the Director of College Operations, to advise
them of the details.

In their absence or unavailability, the person will call the CEO.

Actions Arising:

If this Director (assuming it is not the CEO) determines the matter to be of sufficient concern, they
will contact the CEO who will decide if the matter is to be managed as a crisis situation. In the
absence or unavailability of the CEO, this Director will take this decision and perform the functions
of the CEO outlined below.

If the decision is taken to manage the incident as a crisis situation, the following will occur:

1. The CEO will put together a team who will handle all aspects of the response to the issue. This
team will include (as required by the situation):

[0 the Headmistress/Principal or the SLT member identified above should the
Headmistress/Principal be unavailable,

O the relevant Director whether it be a school or a college,

[ the Director of Marketing,

[0 the Director of Property, should the matter involve buildings or related infrastructure, utilities or
be a Health & Safety issue

[J the Director of IT, if network or communications issues are involved

O the Director of Finance, if financial resources or controls are at risk

2. This team will manage all aspects of the response to the crisis. The CEO shall lead this team
and is authorised to make any decisions required

3. The team will decide on the type and nature of communications to parents and staff and other
audiences as required
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4. The Alpha Plus media protocol will continue to apply for dealing with media enquiries. The
media protocol can be found on the portal.

Contacts
Alpha Plus Group main office number +44 (0)20 7487 6000

Mark Hanley-Browne Adrian Langan

CEO +44 (0)7810 820312

+44 (0)20 7487 6010 adrian@langancommunications.co
+44 (0)7384 215 740 - @lang '

MHB@alphaplusgroup.co.uk -

Jenny Stephen

Director of Schools and Colleges

+44 (0)207 487 6004

+44 (0)7741 264 026
jenny.stephen@alphaplusgroup.co.uk

Anthony Kay

Director of Sales and Commercial Development
+ 44 (0)20 7487 6012

+44 (0)7912 241 812
Anthony.kay@alphaplusgroup.co.uk

Rossella Proscia

Director of Marketing

+ 44 (0)20 7487 1286

+44 (0)7860 910 051
Rossella.proscia@alphaplusgroup.co.uk

Rick Jones

+44 (0)20 7487 6038

+44 (0)7771 790 237
richard.jones@alphaplusgroup.co.uk

Mark Sample

Director of Finance

+44 (0)20 7487 6005

+44 (0) 7880 032 821
Mark.sample@alphaplusgroup.co.uk

Russell Seaman

Director of IT

+44 (0)7387 108 939
Russell.seaman@alphaplusgroup.co.uk

Liz Francis
Director of Education
+ 44 (0)20 7487 6036
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+ 44 (0)7741 260 466
Liz.francis@alphaplusgroup.co.uk

Media Protocol

Alpha Plus Group

September 2019

If a call from a media outlet comes to a nursery/school/college or Alpha Plus reception, the
following will occur:

1. The person taking the call will take the name, number and media outlet of the person calling.
They will tell the person that someone will get back to them ASAP. It is important that nothing
further should be said. If caller persists, the person should politely repeat that someone will get
back to them ASAP.

2. The person taking the call will immediately send the details of the call by email to
rossella.proscia@alphaplusgroup.co.uk and adrian@langancommunications.com and will ask for
confirmation that the email has been received. If no confirmation has been received within 30
minutes of the email being sent, the person should call Rossella/Adrian to confirm receipt.

3. Adrian Langan will then call the journalist and ascertain the nature of the enquiry and their
deadline.

4. Following this, Adrian Langan will construct a response to the media enquiry, which will be
signed off by Rossella Proscia, the Headmistress or Principal of the institution affected and Jenny
Stephen, Director of Schools and Colleges, copied to Graham Able.

5. If the matter is time sensitive or occurs outside of normal office hours, Graham Able in the first
instance or any APG Director in the second instance can provide sign off on the response.

6. Adrian Langan will then provide the journalist with the signed off comment.

7. Adrian Langan will then monitor the story and send links to any stories if they become available.

Ends
Contacts Mark Hanley-Browne
. . . CEO

Rossella Proscia - Director of Marketing +44 (0)20 7487 6010

+44 (0) 207 487 1286 +44 (0)7384 215 740

+44(0)7860 910051 MHB@alphaplusgroup.co.uk

rossella.proscia@alphaplusgroup.co.uk

_ Jenny Stephen

Adrian Langan - PR Consultant Director of Schools and Colleges

+44 (0)7810 820312 +44 (0)207 487 6004

adrian@Ilangancommunications.com +44 (0)7741 264 026
jenny.stephen@alphaplusgroup.co.
uk
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