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SOUTH WIGSTON HIGH SCHOOL 
 
 
 
 

EMERGENCY EVACUATION PROCEDURE FOR EXAMINATIONS 
 

 
 
The invigilator must take the following action in an emergency such as a fire alarm or a 
bomb alert. 
 

• Stop the candidates from writing. 
 

• Collect the attendance register (in order to ensure all candidates are 
present). 
 

• Evacuate the examination room in line with the schools Fire and Emergency 
Evacuation Procedure.  (See overleaf) 
 

• Advise candidates to leave all question papers and scripts in the examination 
room. 
 

• Candidates should leave the room in silence. 
 

• Make sure that the candidates are supervised as closely as possible while they 
are out of the examination room to make sure there is no discussion about the 
examination. 
 

• Make a note of the time of the interruption and how long it lasted. 
 

• Allow the candidates the full working time set for the examination. 
 

• If there are only a few candidates, consider the possibility of taking the 
candidates (with question papers and scripts) to another place to finish the 
examination. 
 

• Make a full report of the incident and of the action taken, and send to the 
relevant awarding body. 
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FIRE & EMERGENCY EVACUATION PROCEDURE 
 

Detailed Instructions for School Staff 
 
1. The fire/emergency alarm is a continuous "wail", quite distinct from the normal lesson change bell. 
 
 2 When the alarm sounds the ‘Link’ will automatically contact the Emergency Services. 
 (If a false alarm office staff will contact to stop departure) 
 
 3. All persons will proceed to the nearest most convenient exit, and thence towards the field, half-way down, 

lining up in form columns, Year 9 to the West (Blaby side), Year 6 to the East (Wigston side). 
 
 4. Staff in charge of hazardous areas, e.g. kitchen staff, science and design teachers etc., will see that all 

gas and electricity is switched off, before they leave, and any other hazard rendered impotent. 
 
 5. Those students who are out of class, i.e. at break or dinner times, or at the toilet or on a message, should 

go straight to the field without rejoining their classes. 
 
 6. Staff in charge of a class should evacuate their rooms closing, not locking the door behind them, and then 

direct the class to use the nearest convenient exit.  Staff not in charge of a class should assist with the 
evacuation as necessary, checking carefully all rooms and areas they pass as they leave the building. 

 
 7. It is essential, a) that staff check at each corner, door and stairway, that no student is left behind, and b) 

that staff maintain contact with the front of the group so as to enable them to direct the class in a 
different direction should a chosen route be blocked by fire, smoke or fallen masonry. 

 
 8. Given the dangers of the situation nothing less then military style discipline is acceptable.  When walking 

out of doors the class should proceed rapidly but in a tightly knit group so that the class teacher can easily 
be heard by all students.  Teachers should be alert to the hazards of being too close to a burning building, 
e.g. exploding windows, and ready to direct the students to avoid speeding fire engines and police cars. 

 
 9. When within the vicinity of the field, staff may discharge their responsibilities to the classes they have 

been escorting, and take over their tutor groups, or in the case of some year heads, overall charge for 
their year, or any group within that year without a class teacher.  At this stage, all staff must be prepared 
to assume responsibility for any class within their vicinity and order must be maintained. 

 
10. Register wallets will be taken out by whoever has them at the time of the alarm, students/staff/office 

staff, and collected on the field by the office staff who will distribute them to the teachers (who will stay 
with the classes). 

 
The Visitors Book will be taken out by the office staff, who will check that visitors are accounted for. 
Cover lists, late book and student and staff signing out books will also be taken out by the office staff. 

 
11. Tutors will report to their Year Heads, who will collect the registers, and report to their respective 

Deputy Heads whether all tutors and students are present.  Registers will be returned to the office staff 
by the Deputies after reporting to Headteacher/H&S Co-ordinator. 

 
12. The office staff will provide checklists for non teaching staff and for teaching staff who are not tutors.  

Persons designated on the checklist will be responsible for checking the presence of staff and reporting to 
Headteacher/H&S Co-ordinator. 

 
13. When persons are reported ‘missing’ to Headteacher/H&S Co-ordinator then a check of the cover list, 

signing out books should be made immediately to check whether the persons covered could still be on the 
premises. 

 
15. The Senior teacher will then direct the dispersal of the school as appropriate. 
 


