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Evacuation Procedure 
 
 
This is a whole school policy; it refers to and includes EYFS, after-school care and holiday clubs held on our premises. 
 
EVACUATION PROCEDURES IN THE EVENT OF A WHOLE SCHOOL EMERGENCY 
 

● By using the ‘lock down’ key on the school telephones all areas of the school will be informed that there is a 

controlled evacuation of the premises 

● All staff and children will assemble on the main front lawn 

● A register of children will be performed  

● Visitors, parents and contractors will be accounted for through the signing in/out process 

● Parents will be informed via email by office staff that an emergency evacuation has taken place 

● Parents will be informed via email that the location of the holding area for all children is at Wilmslow Rugby 

Club, Kings Road, Wilmslow, Cheshire. SK9 5PZ 

● Parents will be asked not to phone the school so as to keep communication open for emergency use 

● Parents will be asked to collect children from Wilmslow Rugby Club as soon as possible 

● Parents will be reassured that children will be supervised and taken care of by a teacher or member of the 

senior leadership team until their child/ren is able to be collected 

● Staff and children will walk to Wilmslow Rugby Club in an orderly manor 

● At least 2 members of the senior leadership team will lead the walk to Wilmslow Rugby Club.  

● A key to Wilmslow Rugby Club must be taken. The key is located in the key cupboard in a large envelope 

marked ‘EVACUATION’ inside the envelope is instructions for when at Wilmslow Rugby Club. School mobile 

phones will also be taken. 

 
 
MONITORING AND REVIEW 
This policy is monitored by the Welfare, Health and Safety Committee, which includes a representative from the 
governing body, and will be reviewed annually.  
 
 
Presented to Governors for approval   Sept 2025 
 
Signed:            
      
Mrs Eileen MacAulay, Chair of Governors  Sept 2025  
 
REVISION LOG 
 

Date Changes Made Version No 

Feb 2020 Created V1 

Feb 2021 Reviewed V2 

Feb 2022 Reviewed V3 

Feb 2023 Reviewed V4 

Feb 2024 Reviewed V5 

Feb 2025 Reviewed V6 

Sept 2025 Reviewed - no amendments, brought into line with Policy Review 
Schedule 

V7 

  
Next Review:   September 2026 


