
Evacuation Procedures

Fire and Bomb Scare: A repeated and extended blast of the Air Horn
Evacuate the classrooms and offices and follow the designated evacuation routes to the assembly point.

For fire evacuation close windows and doors. For a bomb threat, evacuate without action on doors and
windows. Bags are always to be left behind.

In the event of a bomb scare the person receiving the call must take note (or ask for) of the position of the
bomb if given and communicate this to the Heads as this may affect the evacuation routes.

All staff and pupils on arriving at the top field pupils must join their class group and must sit in a row,
arranged alphabetically.

The Grade 000 class must sit closest to the pool followed by the other classes in sequence.

ALL teachers must have a class lists / registers and must take roll call. These registers will be provided, by
the Academic Secretary, once on the field. Once roll call has been taken, all teachers must report to the
Heads of School with feedback regarding pupils who are not present at the assembly point.

Contact details of parents, staff and emergency services should accompany the secretaries to the
assembly point.

The staff must ensure that...
● The pupils move away from buildings as quickly as possible and in an orderly fashion.
● The pupils assemble in the correct positions on the field (See below).
● An accurate roll-call is taken accompanied by a head count
● They assist in maintaining a calm and structured environment.

Further information will be communicated to staff and pupils by the Heads as the situation develops.

All non-academic staff (including admin, grounds, and housekeeping) and staff not having register classes
must report to the area next to the Astro turf. Admin, housekeeping and grounds managers must check
that their staff have all been accounted for.

The following staff are responsible for sweeping the areas below and reporting to the Heads. Sweeps of the
school campus will be conducted to ensure that all pupils/staff have been evacuated.

● College Head and Director of Student Affairs to sweep the College quad, classes and toilets
● Academic Secretary to sweep hall and Milkwood block
● Directors of Sport to sweep the Sports admin area, school shop, tuck shop, copy shop and boys’

toilets
● Academic Directors (College and IP) to sweep Staffroom
● Marketing Manager to sweep Admin block
● Little Oaks Secretary to sweep the Little Oaks area including bathroom and office
● College Art teacher to sweep Art, Drama and Learning Commons
● Prep Drama teacher to sweep Prefabs and FP block and girls’ toilets
● College Director of Music to sweep music block and band room
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Evacuation Routes to top field:

Little Oaks & Admin Walkway to staff parking

Millwood Block Walkway to staff parking

Foundation Phase Swimming pool stairs

Intermediate Phase Swimming pool stairs

College Classes (admin side of quad) Walkway to staff parking

College Classes (learning commons side of quad) Swimming pool stairs

AllSound must be informed of the evacuation (by the Academic Secretary) and no vehicles or pedestrians
may enter or leave the premises.

The SAP or Fire Brigade will have been contacted by the Academic Secretary.

First Aid Group to be ready to assist where necessary.

The Grounds Manager to wait for SAP or Fire Brigade to arrive, to inform them and show them to the
area/s required.

Once SAP or Fire Department has been given the “All Clear”, the Heads will direct pupils and staff to return
to class.

The Academic Secretary is to try to note time, voice sound, etc. in the event of a threatening telephone call.

All staff and students to read and memorize drills that have been posted on the notice boards and
classrooms throughout the School.

In the case of a hold-up, kidnapping or burglary both staff and pupils are not to attempt to apprehend the
criminals. Rather move out of the danger area, if possible, and notify the SAP or office as soon as possible.
AllSound service will respond and be on site within minutes and they will know what to do.

Emergency Numbers:

SAPS 044 302 6602/8

Fire Dept 044 302 6300

ER24 084 124

Allsound 044 382 5589

EDU Emergency *120*7257# or 0861 000 286
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Health and Safety Teams

Firefighters Trained First Aid (Trained 2020) Level

Rodney Anderson
(Chief Fire Marshall)

2019 Rejoice Takadiyi 1

Kevin Kruger 2019 Robyn Luyt 1

James Cross 2019 Annette Nelson 1

John Qwesha 2019 Joy Beggs*

(collect first aid kit from reception)

1

Zolani Jenteza 2019 Liam Bell 1

Francois Prince 2019 Tiemke Rijpstra 1

Catherine Grootboom 1

Caroline Cross 1

Andile Ntaba* 1

Darren Kamfer*

(collect first aid kit from sports office)

1

Hanette Bouwer 1

Justin Damons* 1

Chandré Strydom 1

Roydah Kalumba 3

Elvin McCallum* 3

Rodney Anderson 3

Laticha van Wageningen* 3

Brendan Keevey 3

* First Aiders in bold to act as first responders and to be on standby for evacuations. Other first
aid staff to remain with classes unless required.
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Emergency Procedures

Incident type Who to call 1st Who to call 2nd When to notify
parents

Notes

Medical
emergency

Edu Emergency
*120*7257# or

0861 000 286 and
First Aider

Heads of School Immediately Note claim number given by Edu
Emergency. Brief incident report to be
emailed to the Academic Secretary

including name, date and claim number

Fire, Water,
Mains, etc.

Grounds Manager
or Heads of School

and Fire fighting
team

Heads of School Only if injuries occur Grounds Manager to call plumbers,
electrician if necessary

Pupils
Missing

House Mentors &
Academic Directors

Heads of School Immediately upon
being missed

Call parents only after all reasonable
avenues have been exhausted.

Injury at
away sports

match

Edu Emergency
*120*7257# or

0861 000 286 and
Director of Sport

Parents (if serious or
requiring

hospitalization)

As soon as possible
(if serious or requiring

hospitalization)

Pupil accompanied by parent or
coach if taken to hospital. Brief

incident report to be emailed to the
Academic Secretary including name,

date and claim number.

Evacuation
of school

Heads of School Emergency Services Only if absolutely
necessary

Follow evacuation procedures below.

Vehicle
accidents

Transport Manager
and Grounds

Manager
school vehicle

involved & no. of
injuries

Heads of School
if any injuries to
staff, pupils or

campus visitors

Immediately if any
injuries are evident or

suspected.

Use medical emergency procedures
above if necessary.

Bus
breakdowns or
transport issues

on tours

Transport Manager
Front Office

Secretary

Heads of School At discretion of
Coach after liaison

with relevant Heads
and determining best
solution to problem

Should there be more than an hour
change to the arrival schedule, a staff

member should be delegated to
meet parents at school and inform

them of change to times.

Alarm
Activation
(accidental

or drill)

AllSound will automatically
respond: AllSound onsite or Grounds

Manager to liaise with Alarm
company on their arrival.

Alarm
Activation

(Entry)

AllSound to act
based on the

situation.

AllSound and then
Grounds Manager

only if serious

Only if pupils are
involved.

AllSound will contact you.
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