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 Emergency Contact Information for Dulverton School 

 Address 

 Dulverton Primary School 
 Dulverton Road 
 New Eltham 
 SE9 3RH 

 Telephone  0208 302 3573 

 Head Teacher  Mrs K Herbert 

 Deputy Head Teacher  Miss S Beale 

 Assistant Head Teacher  Mrs C Robson 

 Site Manager  Mr K Thomson 

 Office Manager  Mrs T Edwards 

 Total Number of School Staff  67 + 6 Kitchen Staff 

 Total Number of Children  444 (including Nursery) 

 Dulverton  School  is  constructed  of  a  brick-built  structure,  the  building  consists  of  a 
 two-storey block of 14 classrooms and the rest of the building is at ground floor level. 

 There  is  also  a  single  storey  mobile  classroom  constructed  of  wood,  a  two-storey  building 
 (The  Jubilee  Building)  which  is  constructed  of  brick  and  block  on  the  ground  floor  and 
 wooden  construction  on  the  first  floor  and  a  single  storey  brick  built  outdoor  classroom.  All 
 three of these buildings receive their services from the main building. 

 See attached plan for detailed lay out. 

 The  building  has  its  own  fire  alarm/  lockdown  systems  which  consist  of  the  following 
 functions. 
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 Smoke Detection 
 Heat Detection 
 Bells throughout the school building. 

 The system is serviced every 6 months by Trustee Fire & Security. 

 Fire Extinguishers are serviced annually. 

 Emergency Evacuation Plan 

 Purpose 

 The purpose of this plan is: 
 ●  To ensure that the people who work in the school know what to do in the event of a 

 fire. The same procedure will also apply in the event of any other emergency where 
 evacuation is required. 

 ●  To ensure that all people within the school, including pupils, members of the public, 
 ancillary staff and temporary staff are safely evacuated in the event of an emergency. 

 ●  To form a basis for the training of staff. 

 Evacuation is implemented when there are serious security risks due to, for example: 
 ●  Fire 
 ●  Bomb Threat or Suspicious package 
 ●  Gas Leak or risk of explosion 

 Detail 

 The evacuation alarm sound is a continuous bell which is easily recognised. 

 All call points should be tested every 13 weeks so that they are all tested on a termly basis. 
 The alarm will be initiated from different call points each week to ensure their correct 
 functioning. The Site Manager will keep test records. The aims of the rests are: 

 ●  To test the system 
 ●  To ensure the fire alarm (sounders) covers the whole building 
 ●  To ensure the alarm can be heard by everyone throughout the building 
 ●  To familiarise staff, pupils and visitors with the sound of the alarm 

 Drills 

 Drills are carried out each term or when alterations have taken place which affect the escape 
 routes, to test procedures, staff knowledge and highlight deficiencies in procedures. 

 Actions on discovering a fire (all occupants) 

 Actions to be taken by person(s) who discovers a fire: 
 ●  Immediately stop whatever you are doing and alert everyone in the vicinity 
 ●  Operate the nearest fire call point/break glass to sound the alarm. 
 ●  Ensure the emergency services are called (see section later). 
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 Ensure no one is in immediate danger, ensure the room is clear of people and close the door 
 to the room. 

 ●  Assist visitors and people with disabilities on your way out if needed. 
 ●  Leave the building by the nearest available exit. 
 ●  Report to the assembly point(s) located at the main playground or back field. 
 ●  Give relevant information to the Head teacher/SLT 
 ●  Do not stop to collect personal belongings. 
 ●  Do not re-enter the building until you are told that it is safe to do so 

 (By emergency service when in attendance/have been called – once they have taken charge 
 they have sole authority to enter or re-enter the building). 

 A MEMBER OF STAFF SHOULD ONLY ATTEMPT TO FIGHT A FIRE IF THEY 
 ARE TRAINED TO DO SO AND ARE CONFIDENT THAT THEY CAN DO SO 
 SAFELY I.E. WITHOUT BEING OVERCOME BY SMOKE OR TRAPPED BY THE 
 FIRE –  YOUR PRIORITY IS TO GET OUT! 

 Out of School Hours 

 Telephone the fire brigade and meet them on their arrival (see later for instructions on calling 
 the fire brigade). 

 Action to be taken on hearing the evacuation/fire alarm sounding 

 Role of Fire Marshals, including Teachers / Teaching assistants / Midday Supervisors 
 and all other staff members. 

 All Teachers & Teaching assistants and considered to be fire marshals. Supply staff must be 
 made fully aware of these procedures and the school layout. 

 ●  On hearing the alarm immediately stop everyone working. 
 ●  Teachers in charge of classes should instruct pupils which exit to use. 
 ●  Ensure students remain together and leave in a quiet and orderly fashion. 
 ●  Teachers should check that their area is clear and follow at the rear and close all 

 doors (check that no-one is hiding in fear). 

 Teachers need to be aware where pupils are at all times i.e. in toilet, on errand, 
 reading outside class etc. and ensure safe evacuation of all pupils 

 ●  If teachers are using central areas in the school e.g.: Hall, Jubilee & OLC then they 
 should follow specific evacuation plans for these areas. 

 ●  Teaching assistants or other adults to escort the children by leading them to the 
 assembly point.  All children will have a degree of evacuation training but their 
 behaviour may be unpredictable in a fire situation. 

 ●  Report to the assembly point(s) located at the main playground or back field. 
 ●  Conduct a roll call to ensure all are present. 
 ●  Give relevant information to the Incident Controller. 
 ●  Do not stop to collect personal belongings. 
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 ●  Do not re-enter the building until you are told that it is safe to do so.(by emergency 
 service when in attendance/have been called – once they have taken charge they 
 have sole authority to enter or re-enter the building). 

 KEEP CALM – KEEP THE CHILDREN CALM 

 Head Teacher/SLT 

 ●  In the event of the fire alarm sounding the Head teacher or their appointed deputy 
 will: 

 ●  Leave the building by the nearest exit and co-ordinate the evacuation from the 
 assembly point. 

 ●  Establish from staff members the evacuation status. 
 ●  Contact the local authority to request any other assistance that might be needed (the 

 main council number 020 8303 7777 should be used in the event of a major incident 
 and ask for emergency planning – they will then locate individual officers that may be 
 able to assist you). 

 ●  To liaise with the Press Office at the local authority if required 

 Office Staff: 

 ●  The office staff will: 
 ●  Call the emergency services 
 ●  Take the ipads, defibrillator, medical equipment and registers (if safe to do so). 
 ●  Check both the toilets in reception  on the way out. 
 ●  Complete a roll call of staff/visitors to ensure all are present. 
 ●  The Business Manager will gather information from others about the fire and whether 

 the school building is clear of people. 
 ●  Identify themselves to the fire service and report on whether the school has been 

 cleared or not as the case may be. 
 ●  Report on the location or information about the fire. 
 ●  Report on where any people may remain and what their circumstances are. 

 Site Staff 

 In the event of the fire alarm sounding the Site Staff will: 
 ●  Check the control panel to ascertain the location of the problem 
 ●  Investigate whether the alarm is a false alarm or an actual fire/other emergency 

 (always keep a clear escape route behind you and leave the second you are sure it is 
 a fire – open any doors carefully in accordance with training.  If you have been 
 notified it is a genuine fire – do not investigate to confirm). 

 ●  Leave the building by the nearest available exit and report findings to the Head 
 Teacher & Business Manager. 

 ●  Ensure any gas/electricity supply cut offs have been activated if safe to do so on the 
 way out of the building. 

 ●  Do not re-enter the building until you are told that it is safe to do so. 
 ●  Do not use the radio where there is a suspicion that gas may be involved in the 

 incident. 
 ●  Do not sweep an area greater than 2 minutes (walking), your safety is paramount 

 and you must leave the building. 
 ●  Report to the fire services and assist them on arrival. 

 Dulverton Primary School – Emergency Plan and Critical Incident Procedures 2023 



 Assembly Points 

 Once clear from the building all pupils and staff are to assemble at: Main Playground or Back 
 field, depending on the location in the building at the time of the alarm. 

 Arrangements for the safe evacuation of contractors and other visitors 

 When contractors and other visitors arrive at the reception area they are to: 
 ●  Be briefed on the fire arrangements and if necessary be shown the fire evacuation 

 routes. 
 ●  Be briefed that emergency escape routes and doors must be kept clear and must 

 never be blocked or inhibited in any way. 
 ●  Sign in, on the Inventry system to acknowledge that they have received this 

 information. 
 ●  Sign out on departure. 
 ●  In the event of an evacuation the office staff will take the ipad with them to the 

 assembly point. 

 Special needs 

 Special arrangements to assist children or adults with disabilities (including visitors) are as 
 follows: 

 Public events in schools e.g. school plays or assemblies 

 Clear instructions are given as early as possible to the audience/public as to the procedure 
 to follow in the event of an emergency.  In an indoor performance this should be before the 
 event commences.  The audience is advised that the children will be evacuated separately 
 by school staff and that parents should refrain from coming forward in an attempt to reach 
 their children as this will hinder the flow of those trying to escape, including their own 
 children. 

 The responsible person for the event is Head Teacher or a member of the Senior Leadership 
 Team. 

 ●  Stay with your group/class or at designated post until emergency services arrive and 
 instruct you otherwise.  Consider in advance that parents may want to leave with 
 their children and how this will be handled. 

 Firefighting equipment & emergency information 

 The map attached shows: 
 ●  The location and type of firefighting equipment available throughout the building. 
 ●  The location of the fire control panel. 
 ●  Smoke and heat detectors. 
 ●  Emergency light units. 
 ●  Electricity mains switch. 
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 ●  Water main stop cock. 
 ●  Main gas shut off valve (and local valves in large kitchen areas). 
 ●  Fire Hydrant location. 

 Firefighting equipment is maintained under contract on an annual basis. The Site Manager 
 will monitor these arrangements. 

 Training 

 The Head Teacher will ensure that the contents of this emergency plan are communicated to 
 staff, pupils, parent helpers, work experience, agency staff etc. on their first day of work or as 
 soon as possible. 

 Fire awareness training is carried out for all staff.  In addition, continuation training based on 
 this plan will be carried out following each of the practise evacuations that will be held each 
 term.  The Head Teacher and their Deputy will closely monitor each evacuation highlighting 
 and recording any problems or observations. Each practise evacuation will be planned so as 
 to include as many members of staff as possible but will be aimed at including each 
 individual in at least one per year. 

 Training (Specific) 

 ●  The Site staff will attend a fire risk assessment course, which will provide them with a 
 sufficient level of competence to maintain the fire risk assessment and manage 
 fire-related issues for the premises. 

 ●  Fire marshals (including all teachers and teaching assistants) will be trained in fire 
 awareness, procedures and precautions, including the use of fire extinguishers. They 
 will also receive specific detailed training for their role as a fire marshal with refresher 
 training taking place every two years. 

 ●  Key staff members will be trained in fire awareness, fire precautions and the use of 
 fire extinguishers.  Refresher courses will take place every 3 to 5 years. 

 Records 

 The premises manager will maintain all fire-related records in the premise’s manual. The 
 following items will be recorded: 

 ●  A copy of the fire risk assessment. 
 ●  An up to date site plan. 
 ●  Monitoring of fire alarm systems. 
 ●  Monitoring of emergency lighting systems. 
 ●  Monitoring of firefighting equipment. 
 ●  Monitoring of escape routes. 
 ●  Details of unplanned fire alarm incidents. 
 ●  Records of fire safety inspections. 
 ●  Records of date and time of fire evacuation drills and observations/comments on 

 their outcome. 

 Records of contracts service visits including: 
 ●  Fire alarm and emergency lighting maintenance & testing. 
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 ●  Fire Fighting equipment maintenance. 
 ●  Portable electrical appliance inspection & testing . 
 ●  Inspection and testing of electrical installations. 
 ●  Lightning protection system maintenance (if applicable). 
 ●  Fire risk assessments, visits and reviews. 
 ●  Boiler and heating system servicing/maintenance. 
 ●  All training including induction (include date, nature of the training & who attended). 

 Hire of school premises 

 Anyone hiring the school or part of the premises is made aware of the fire precautionary 
 arrangements i.e. fire alarm (alarm sound, location of call points, how to use them), the 
 location of fire escapes/routes, firefighting equipment. They should also be advised that 
 emergency escape routes and doors must be kept clear and must never be blocked or 
 inhibited in any way. 

 If no one from the school will be present, the “responsible person” is ascertained and checks 
 made to ensure that they are competent. 

 Dulverton Primary School – Emergency Plan and Critical Incident Procedures 2023 



 Emergency Evacuation Plan from School Site 

 Evacuation Venue: 

 New Eltham Methodist Church & Centre 
 435-439 Footscray Road 
 New Eltham 
 London 
 SE9 3UL 

 Telephone  - 0208 859 4932 

 (Nursery will be in front hall, KS1 will be in back hall & KS2 will be in Church) 

 In the event of a full school evacuation when the front entrance/driveway cannot be 
 accessed, the two green perimeter gates at the bottom of the front (playground) field by 
 Wyncham Stream are to be used. Under supervision of staff, children should walk alongside 
 the stream, through the access gate onto Dulverton Road and continue to New Eltham 
 Methodist Church. 

 Keys for the gates & Church is kept in the School Office at the school – this must be taken 
 by a Business Manager in the event of Emergency Evacuation. If the Business Manager is 
 not in the office, then a member of office staff should collect the key. 

 Keys for the gate and church are kept on the noticeboard in the School Office and should be 
 taken out by one of 

 The spare key for the gas cupboard is kept in the safe and Mrs Herbert and Mr Thomson 
 also have a copy.  In an emergency, where both Mrs Herbert/Mr Thomson are offsite, the 
 office staff and Assistant Head Teachers have access to the safe for the key. 

 One of the contacts listed below must be informed before the evacuation takes place. 

 Contact details: 

 1.  Mr Graham Milne 
 07810 201818 
 ghmilne@theredspider.com 

 2.  Mrs Jane Cowie 
 0208 859 4932 / 07981 269345 
 church@newelthammethodist.co.uk 

 3.  Rev. Duncan MacBean 
 07432 093353 
 Duncan.macbean@gmail.com 

 Note 

 Other keys are available onsite in the front office of the church if one of the below are not 
 available. 
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 Emergency Lockdown Plan 

 Purpose 

 A lockdown of a building or group of buildings is an emergency procedure intended to secure 
 and protect occupants who are in the proximity of an immediate threat. On very rare 
 occasions it may be necessary to seal off the school so that it is not able to be entered from 
 the outside. This will ensure that pupils, staff and visitors are safe in situations where there is 
 a hazard in the school grounds or outside the school in the near vicinity. 

 Lockdown is implemented when there are serious security risks due to, for example: 
 ●  reported incident/civil disturbance in the local community 
 ●  unauthorised person/intruder on school premises 
 ●  risk locally of air pollution (smoke, gas, chemical, spillage, etc) 
 ●  an extreme weather event 
 ●  proximity of a dangerous animal 
 ●  a major fire in the vicinity 

 Detail 

 If any member of staff becomes aware of any of the above incidents occurring or for any 
 other reason that they consider lockdown would be appropriate they should press a blue call 
 point which are situated in the school office, staff room, outdoor learning centre and the 
 Jubilee Building. This will activate the lockdown alarm. The member of staff should then 
 contact the school office to confirm the reason for sounding the alarm. 

 If a blue call point is not close by then then the member of staff should contact the school 
 office and a member of the staff will activate the alarm. 

 Staff will be notified that lock down procedures are to immediately take place on hearing the 
 fire bells which will  pulse throughout the school  signalling “LOCKDOWN” which differs 
 from the continuous bells during fire evacuation. Where possible classrooms will be notified 
 of the situation via the class radios. 

 Drills 

 Lock down practices will take place a minimum of once a year to ensure everyone knows 
 exactly what to do in such a situation. Monitoring of practices will take place and then a 
 debrief to be issued to staff so improvements can be made. 

 Action to be taken on hearing the lockdown alarm sounding 

 Office Staff: 

 The office staff will: 
 ●  Close front shutters 
 ●  Call the emergency services (if necessary) 
 ●  Report on the location or information about the situation 
 ●  Try to ascertain if all pupils/staff/visitors are in a locked area. 
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 Communication with parents 
 ●  If necessary parents will be notified as soon as it is practical to do so via the school’s 

 established communication network. 
 ●  Depending on the type and severity of the incident, parents may be asked NOT to 

 collect their children from school as it may put them and their child at risk. 
 ●  Pupils will not be released to parents during a lockdown. 
 ●  Parents will be asked not to call school as this may tie up emergency lines. 
 ●  If the end of the day is extended due to the lockdown, parents will be notified and will 

 receive information about the time and place pupils can be picked up from office staff 
 or emergency services. 

 ●  A letter to parents will be sent home on the nearest possible day following any 
 serious incident to inform parents of the context of lockdown and to encourage 
 parents to reinforce with their children the importance of following procedures in 
 these very rare circumstances. 

 Site Staff: 

 In the event of the lockdown alarm sounding the Site Staff will: 
 ●  Lock exit doors (if safe to do so). 
 ●  Where safe to do so, communicate around the school the reason for lockdown. 

 Teachers / Teaching Assistants / Midday Supervisors and all Other Staff 
 members 

 Supply staff must be made fully aware of these procedures and the school layout. 

 ●  On hearing the alarm immediately stop everyone working. 
 ●  Individual teachers/TAs lock/close classroom door(s) and windows 
 ●  Children or staff not in class for any reason will proceed to the nearest occupied 

 classroom and remain with that class and class teacher e.g. children using toilets 
 when the alarm goes off. If a class is in the open they are to go to one of the nearest 
 rooms. 

 Teachers need to be aware where pupils are at all times i.e. in the toilet, on errand, reading 
 outside class etc. and ensure safe evacuation of all pupils. 

 ●  If teachers are using central areas in the school eg: Hall, Jubilee & OLC then they 
 should follow specific evacuation plans for these areas (This needs to be agreed). 

 ●  If practicable staff should notify the front office by phone that they have entered 
 lockdown and advise of those children not accounted for. 

 ●  Staff should support children in keeping calm and quiet, taking a head count of 
 children present. 

 ●  Staff to remain in lockdown positions until informed by key staff e.g. Senior 
 Management Team, Site Team or Office Staff in person that there is an all clear. 

 ●  As soon as possible after the lockdown teachers return to their own classrooms and 
 conduct a roll call and notify the office immediately of any pupils not accounted for. 

 ●  If it is necessary to evacuate the building, the fire alarm will be sounded (continuous 
 bells sounding). 

 NO ONE SHOULD MOVE ABOUT THE SCHOOL 
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 KEEP CALM - KEEP THE CHILDREN CALM 

 Contacting the Bexley Emergency Planning Team 

 Out of hours 5pm to 9am Weekdays and 24 hour at weekends and bank holidays 

 Call 0208 303 7777 and wait to be put through to the out of hours service 

 The Acting Controllers are a group of Council officers who receive regular training in 
 responding to emergency situations. The AC is on call during all out of hours periods 
 including weekends and bank holidays. Their role is to initially take charge of and 
 co-ordinate the involvement of all Council services in an emergency. 

 During Office Hours 

 Please call one of the following: 

 1.  Emergency Planning Manager 
 Cyril O’Brien 
 0203 045 3748 / 07971 812720 
 Cyril.o’brien@bexley.gov.uk 

 2.  Head of Communications 
 John Ferry 
 0203 045 4867 / 07584 908345 

 If the above are unobtainable phone 0208 3030 7777 and ask for Emergency Planning. 

 ¶ 
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