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Fire Precautions and Procedures

Fire Drill and Evacuation

This document sets out the precautions which have been taken to eliminate or reduce risk from dangerous substances and the procedures to be followed in the event of a fire in our school to ensure the safety of staff or anyone else legally on the school premises. 
Precautions 

· All Fire Fighting Equipment is checked annually by the installers and certified satisfactory.

· The Fire Alarm Bell and Shutters are checked on a weekly basis from different call points and a log is kept.
· Smoke alarms are fitted in the required areas and tested as part of the 6 monthly fire panel service.

· Emergency Lights are checked monthly and a log is kept.

· Portable electrical appliances are checked on a regular basis and formally PAT tested by a suitably qualified person at least every 2 years. Faulty electrical appliances are immediately taken out of use and reported to the SMT.

· Gas appliances are checked annually and serviced by a suitably qualified person.

· Electrical systems already in place are checked every 5 years by a suitably qualified person and any new installations are completed with a safety certificate.

· Emergency Routes & Exits are checked and maintained and a log is kept.

· Fire Drills are held regularly at least once every term. Fire drills take place without informing the staff.  A record of the fire drill is entered into the Fire Drill Book.

· A copy of Fire Procedures is kept in every classroom.  The format is very clearly set out (see attached) and regular fire practices are carried out.  All children and staff are aware of the procedures.
· Hazards – all corridors are kept clear of rubbish and clutter; fire doors are kept closed and fire exits are well signed. Matches for use in science subjects are kept by the member of staff and away from a child's reach.

· Health & Safety Checklists - Classroom are completed at least termly.

· Whole Site Checklists – A member of the SMT and the caretaker complete a whole site check and walk about at least once a term.
School Day - Assembly Points: 
· Playground - Between 9.15 am & 3.00 pm – All children, staff and visitors are to muster at the rear of the main playground as indicated by a muster point sign on the fence and line up in register order

· Sports field – Between 7 am & 9.15 am and 3.00 pm to 6 pm -  Children are to muster at the rear of the sports field as indicated by a muster point sign on the fence and line up in register order

After School Club & Holiday Club Assembly Point 
· Sports field - All children, staff, and visitors are to be evacuated from the hall/classroom onto the sports field and register taken. 
· Hazardous Substances: All hazardous substances are kept locked away and a full COSHH register is kept in the School Office and updated regularly.  Individual COSHH folders can be found in key areas of the school which include: Medical Room, Cleaning Cupboards, Maintenance Shed and Kitchen.
· Fire Risk Assessments: Arranged by the SMT, a Fire Risk Assessment is carried out by an external consultant every two years in accordance with the requirements of the Regulatory Form (Fire Safety) 2005. The last external risk assessment was completed on 18th October 2024. Any resulting comments form part of an action plan, and an interim audit is carried out every year by the SMT to monitor progress.  
· Fire Wardens: K Laudan, L Campbell, M Bell and R Serek are the nominated Fire Wardens. 
· Fire Marshals: F Bradbury, T Baragwanath, E Frise, R Donovan, E Bentine, F Gran, E Thrupp and           H Gostelow         
· Staff Fire Safety Awareness and Training: 
· Fire Marshals/Wardens complete training at regular intervals and hold an in-date certificate of achievement

· All new staff receive fire awareness information and training at induction.  
· Existing staff are kept up-to-date via, inset, staff meetings the information board in the staff room and training via Educare.
· Visitor Fire Safety Awareness: 
· Digital sign in for visitors contains information regarding fire procedures
· Fire evacuation instructions are posted at regular intervals in the public areas of the school including (but not limited to) the main lobby and classrooms. 
· Our visitors badge has details of the fire assembly point detailed on it.
Emergency Evacuation of the Building

Normal School Day 8am – 3.30pm

The alarm consists of a loud bell which will continuously ring.

· Ensure that you are familiar with the fire exits around the school and the assembly points. Discuss fire drill with your class early in the year and make sure they all know their nearest fire exit. Each class has a Fire Safety Notice indicating the nearest numbered fire exit.

· When the Fire Alarm Bell rings all children and adults are to leave the building immediately in a calm and orderly manner and make their way to the appropriate assembly point.

· Teachers are to leave the room with their class; they must check that no pupil has stayed behind and close the classroom door as they leave. Note all electronic registers must be completed no later than 9.30am and 1.45pm respectively on a daily basis.

· Assist your class to leave the building by the nearest exit. Do not stop to collect coats or personal belongings. Those changing for PE should come dressed as they are.

· Disabled persons will be allocated a ‘buddy’ to assist them when evacuating the building.  The disabled toilet will be checked by one of the fire wardens when the alarm is raised prior to leaving the building.

· Close your classroom door and any fire doors once the class has passed through them.

· If using the fire escape – two classes can leave at the same time, each holding a hand rail.

· If your class is with another teacher, then that teacher will bring them to safety. 

· The fire wardens will be divided between the two floors and check all areas of the school to include the toilets and cloakrooms before leaving the building. 
· If you see a child not with their own class encourage them to join you until they can rejoin their class outside.

· Encourage calm, silent movement to the assembly point.

· Children will line up silently in classes in register order; 
The Office Staff will bring out the EMERGENCY BOX & BAG, E-Reception iPad containing the staff/visitor electronic register or use the Companion App on their mobile phone which has been fire marshal enabled.

The emergency box contains:
· SIMS absence list
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Class lists

· Emergency data

· School mobile phone

· Hi Visibility Jacket

The emergency bag contains:

· Torch

· Emergency base keys (Church Next Door)

· First aid kit

· Hi Visibility Jacket

· Burns kit

· Plan of the building with risk areas highlighted

· Teachers will call out the names of the children in their class and check that all are present. Report immediately any missing persons to the Head Teacher and in their absence another member of the SMT.
· In the event of being unable to return to the school building, the whole school body will make their way to the EMERGENCY BASE which is the Seventh Day Adventist Church next door to the school Parents will be informed to collect their children from there.

· The Head Teacher is responsible for calling the emergency services and in their absence another member of the SMT.
· Do not return to the building before the “All Clear” is given by the Head Teacher or in their absence another member of the SMT.
Designated Escape Routes:
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KITCHEN DOOR EXIT

Should escape be impossible from any designated exit, the nearest alternative should be used.
After School Club Fire Evacuation/Emergency Procedures

· 3pm - ASC club registers to be collected from the School Office along with the EMERGENCY BOX & BAG.  The emergency box and bag must be stored securely in the ASC and be ready to be taken outside at a moment’s notice in an emergency.

· The After-School Supervisor is the chief Fire Marshal on duty in the ASC

· A member of the SMT when on lockup are the nominated Fire Warden on duty

· Fire evacuation muster point for ASC is the sports field 

· When the fire alarm is activated the following procedures must be followed:

1. All ASC children to be evacuated from the hall onto the sports field and registers taken 

2. A minimum of two members of staff are required to evacuate the children from the hall

3. The Emergency Bag & Box must be taken out to the muster point
4. Supervisor to sweep the building upstairs

5. Member of the SMT/H & S Officer on duty to sweep downstairs and collect the E-Reception IPad containing the staff/visitor electronic register or use the Companion App on their mobile phone which has been fire marshal enabled.
6. If other staff and children are present in the building (i.e. in a club) those staff members are responsible for getting these children evacuated onto the sports field and taking out the respective registers 

7. Once the all clear is given staff, children and parents can re-enter the building. 

8. To disable the sounder, check the fire panel to see which call point has been activated.  Locate the sounder and reset using the white plastic key number 23 in the key safe located in the bursar’s office.  Once the call point has been reset press RESET on the fire panel to cancel the alarm.


Holiday Club Fire Evacuation/Emergency Procedures

· The Holiday Club Lead ensures the Emergency Box and Bag is located next to the fire panel near the library and is ready to be taken outside in an emergency.
· M Bell is the chief Fire Warden on duty when on site, along with any member of the SMT present.  The Holiday Club Supervisor is the chief Fire Marshal in absence or M Bell or member of the SMT

· Fire evacuation muster point for Holiday Club is the sports field 

· When the fire alarm is activated the following procedures must be followed:

1. All holiday club children to be evacuated from the hall onto the sports field and registers taken 
2. A minimum of two members of staff are required to evacuate the children from holiday club
3. The Emergency Bag & Box must be taken out to the muster point
4. M Bell or member of the SMT/H & S Officer on duty to sweep the building with a member of the holiday club staff and collect the E-Reception IPad containing the staff/visitor electronic register or use the Companion App on their mobile phone which has been fire marshal enabled.
5. Once the all clear is given staff, children and parents can re-enter the building.
6. To disable the sounder, check the fire panel to see which call point has been activated.  Locate the sounder and reset using the white plastic key number 23 in the key safe located in the bursar’s office.  Once the call point has been reset press RESET on the fire panel to cancel the alarm.
If there is an actual fire the senior person on site will:

1) Call the fire brigade - 999

2) Call the Headmaster if he is not on site – 07748907987 or the Bursar on 07706605346
3) Ensure that all on site decamp to our Emergency Base – Church Next Door.  Note there are three key safes on some of the exits around the school they are located as follows: 

· Kitchen gate
· Field gate next to Church

· Field gate next to staff car park
4) Call all the parents of the children remaining on site and arrange for collection

DO NOT RE-ENTER THE BUILDING

See also:

Health & Safety Policy

Fire Risk Assessment

Critical Incident Policy

Medication & First Aid Policy (This list is not exhaustive and other NDPS policies may apply)

Reviewed September 2025 by S Smith
Approved September 2025 by L Campbell
To be reviewed no later than September 2026
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Fire Safety Personnel

Fire Wardens
	Name
	Role
	Date of Training
	Expiry

	Mick Bell
	Caretaker
	21st April 2023
	20th April 2026

	Kim Laudan
	Head Teacher
	21st April 2023
	20th April 2026

	Louise Campbell
	Head Teacher
	21st April 2023
	20th April 2026

	Fiona Lockwood
	Office Assistant
	1st October 2025
	30th September 2026

	Rojean Serek 
	School Office
	21st September 2024
	22nd September 2026


Fire Marshals
	Urko Arregui 
	PE Teacher
	
	

	Faith Bradbury 
	Teacher 
	21st April 2023
	20th April 2026

	Tom Baragwanath
	Teacher
	3rd March 2025
	2nd March 2027

	Emily Bentine
	Teacher
	
	

	Emily Chapman
	Teaching Assistant
	25th January 2025
	24th January 2027

	Susana Fernandez
	Nursery Assistant
	16th August 2024
	15th August 2026

	Lizzie Frise
	Teacher
	24th April 2025
	23rd April 2027

	Rachel Donovan
	Teacher
	23rd September 2025
	22nd September 2027

	Fran Grand
	Teacher
	11th of April 2025
	10th April 2027

	Holly Gostelow
	Nursery Lead
	1st October 2025
	30th September 2027

	Leyena Sibanda
	Teaching Assistant
	2nd April 2025
	1st April 2027

	Emily Thrupp
	Teaching Assistant
	21st April 2023
	20th April 2026


LIST UPDATED SEPTEMBER 2025
                                                                          FIRE ACTION
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When a continuous fire bell sounds…
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Stop what you are doing   
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Do not stop to collect belongings   
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Leave the building by your nearest exit 

location__________________________
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WALK, DO NOT RUN!  
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Report to your Class Teacher at the assembly point on the main playground/sports field

Do not re-enter the building until told to do so

DO NOT TAKE RISKS!

FIRE EXITS FIRST FLOOR 
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FIRE EXITS GROUND FLOOR 
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