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1. Introduction and Purpose 

This fire safety policy forms part of our premises management policy.  This policy sets 
out our approach to fire safety management, including our responsibilities, procedures, 
and arrangements to protect all staff, pupils, visitors, and contractors from the risk of 
fire. 

Our commitment: 

• To provide a safe environment for all users of our premises 

• To comply with all relevant fire safety legislation 



• To ensure all staff are trained and competent in fire safety procedures 

• To maintain effective fire prevention and protection measures 

 

2. Legal Framework 

This policy is based on the following legislation and guidance: 

• The Regulatory Reform (Fire Safety) Order 2005 

• DfE guidance on good estate management for schools The Key Leaders 

• Government guidance on fire safety in the workplace The Key Leaders 

• Building Bulletin 100: design for fire safety in schools (for new buildings) The Key 
Leaders 

 

3. Roles and Responsibilities 

3.1 The Responsible Person 

We have appointed a 'responsible person' to be responsible for fire safety, including 
plans for an emergency and all fire risk assessments.  

Responsible Person: Adam Spriggs 

The Responsible Person must: 

• Carry out/organise a fire risk assessment of the premises and review it regularly 

• Tell staff or their representatives about the risks identified 

• Put in place, and maintain, appropriate fire safety measures 

• Plan for an emergency 

• Provide staff information, fire safety instruction and training. 

3.2 The Headteacher 

The Headteacher will: 

• Ensure this policy is implemented effectively 

• Ensure adequate resources are allocated for fire safety measures 

• Monitor the effectiveness of fire safety arrangements 

• Report to proprietary board on fire safety matters 

3.3 All Staff 



All staff members must: 

• Complete fire safety training when they start work and receive updates about any 
new fire risks. 

• Know and follow the fire evacuation procedures. 

• Report any fire hazards or concerns immediately. 

• Ensure fire exits and routes are kept clear. 

• Participate in fire drills. 

• Take responsibility for evacuating pupils in their care. 

3.4 Proprietary Board  

The proprietary board will: 

• Ensure the school complies with fire safety legislation. 

• Review this policy annually. 

• Monitor the implementation of fire safety measures. 

• Ensure adequate funding is available for fire safety equipment and training. 

 

4. Fire Risk Assessment 

4.1 Conducting Fire Risk Assessments 

For existing buildings, we will determine the precautions needed to protect occupants 
and enable a safe means of escape in the case of fire.  

In particular, we will: 

• Put procedures in place to reduce the likelihood of fire. 

• Maintain fire detection and alarm systems. 

• Make sure staff and pupils are familiar with emergency evacuation procedures. 

4.2 Review Schedule 

Fire risk assessments will be: 

• Conducted by a competent person 

• Reviewed every two years as a minimum. 

• Reviewed following any significant changes to the building or its use. 

• Reviewed following any fire incident or near miss. 



4.3 Actions from Risk Assessments 

All actions identified in fire risk assessments will be: 

• Recorded with clear timescales and responsible persons. 

• Prioritised based on risk level. 

• Monitored until completion. 

• Reported to the governing body. 

 

5. Fire Evacuation Plan 

Our fire evacuation plan shows how we have: 

• A clear passageway to all escape routes 

• Clearly marked escape routes that are as short and direct as possible. 

• Enough exits and routes for all people to escape. 

• Emergency doors that open easily. 

• Emergency lighting where needed. 

• Training for all employees so they know and can use the escape routes. 

• A safe assembly point.  

5.1 Assembly Points 

Primary Assembly Point:  

Oakwood Site - At the rear of the playing field, away from the sports hall and in front of the pond 
area, away from the Learning Hub.  

 

Cedarwood - At the rear of the garden. 

 

Conifer Cottage - at the green entrance gates  

 

Hawthorn - at the green entrance gates. 

 

Birch House - at the green entrance gates. 

 

5.2 Evacuation Procedures 

On discovering a fire: 



1. Raise the alarm immediately by activating the nearest fire alarm call point 

2. Call 999 and request the fire service 

3. Do not attempt to fight the fire unless it is safe to do so and you have been 
trained 

On hearing the fire alarm: 

Teachers / TAs: 

• Instruct students to stop what they are doing and exit the room calmly. 
• Lead the group to Fire Assembly Point. 
• Do not re-enter the building for any reason. 
• Once outside, complete roll call and report any missing persons. 

Students: 

• Stop all activity immediately. 
• Leave personal belongings. 
• Follow the teacher quietly and calmly to the assembly point. 
• Do not run, push, or return for belongings. 

Visitors: 

• Follow evacuation instructions from staff or Fire Marshalls. 
• Proceed to the assembly point. 

Fire Marshalls: 

• Sweep assigned zones. 
• Close doors after checking. 
• Ensure everyone has evacuated safely. 
• Report to the assembly point. 

 

5.3 Roll Call Procedures 

At the assembly point: 

• Class teachers will take a register of their pupils 

• Office staff will check the visitor book and staff sign-in sheet 

• Any missing persons must be reported immediately to Chief Fire Marshall – 
Adam Spriggs/Paul Tallis/Rich Hardy 

• No one may leave the assembly point without permission 

5.4 Pupils with Mobility Needs 



We set out specific arrangements for evacuating an individual with a disability in a 
personal emergency evacuation plan (PEEP). The Key Leaders 

Each PEEP will: 

• Be created in consultation with the pupil, parents, and relevant staff 

• Identify specific evacuation routes and assistance required 

• Name staff members responsible for assisting the pupil 

• Be reviewed termly or when circumstances change 

• Be shared with all relevant staff 

Current pupils with PEEPs: None 

 

6. Fire Drills 

It's up to us to decide how often to hold drills, but we aim to carry them out at least 
every 6 weeks or once a term.  

6.1 Fire Drill Schedule 

We will conduct fire drills: 

• At least once per term (minimum of 3 times per year) 

• As soon as possible after the start of each school year, so new staff and pupils 
can get familiar with procedures. 

• At different times of the day to test various scenarios. 

• Using different evacuation routes where possible. 

6.2 Fire Drill Procedures 

Drills should simulate a full evacuation onto a playground or playing field.  

After each drill, we will: 

• Record the time taken to evacuate. 

• Note any issues or concerns. 

• Identify any staff or pupils who need additional support. 

• Review and update procedures if necessary. 

• Report findings. 

6.3 Exam Periods 



If our school is an exam centre, we have a contingency plan that includes emergency 
procedures, as required by the Joint Council for Qualifications (JCQ) general 
regulations.  

 

7. Fire Safety Equipment and Alarms 

7.1 Fire-Fighting Equipment 

We ensure that all premises are equipped with appropriate fire-fighting equipment and 
with fire detectors and alarms in accordance with the Regulatory Reform (Fire Safety) 
Order 2005.  

Fire-fighting equipment is easily accessible, simple to use, and indicated by signs. The 
Key Leaders 

Our fire-fighting equipment includes: 

• Fire extinguishers (appropriate types for different fire classes) 

• Fire blankets (in kitchens and science areas) 

• Fire alarm system with manual call points 

• Emergency lighting 

• Fire exit signage 

7.2 Maintenance and Testing 

We have arrangements in place to regularly check that: 

• All fire alarm systems are working 

• The emergency lighting is working 

• We record any faults in systems and equipment 

• All escape routes are clear and the floor is in good condition 

• All fire escapes can The Key Leaders 

Testing Schedule: 

Equipment/System Frequency Responsible Person 

Fire alarm test Weekly Rich Hardy 

Emergency lighting test Monthly Rich Hardy 



Equipment/System Frequency Responsible Person 

Fire extinguishers Annually (by contractor) Lindum Fire Services 

Fire alarm service Biannually (by 
contractor) 

East Midlands Security & 
Fire 

Emergency lighting 
Service 

Biannually (by 
contractor) 

East Midlands Security & 
Fire 

Fire doors Termly Rich Hardy 

Escape routes inspection Daily All staff 

 

All tests and maintenance must be recorded in the fire safety logbook. 

7.3 Fire Alarm Monitoring 

Our fire alarm does not need to be connected to either a fire brigade or a monitoring 
service.  

 

8. Staff Training 

We must train new staff when they start work and tell all employees about any new fire 
risks.  

8.1 Induction Training 

All new staff will receive fire safety training as part of their induction, covering:  

• The fire evacuation plan and assembly points 

• How to raise the alarm 

• Location of fire-fighting equipment 

• Their specific responsibilities during an evacuation 

• Location and use of fire exits 

• Procedures for pupils with PEEPs 

8.2 Ongoing Training 



We use staff briefings to help meet our statutory requirement to provide fire safety 
training for all staff. Staff will be able to: 

• Understand the importance of fire safety in school 

• Identify potential fire hazards and how to take preventive measures 

• Respond effectively to fire emergencies 

• Use the right fire  

All staff will receive refresher training: 

• Annually as a minimum 

• When procedures change 

• Following any fire incident or near miss 

8.3 Specialist Training 

The following staff will receive additional training: 

• Fire Wardens: Fire safety training 

• Staff supporting pupils with PEEPs: Specific training on evacuation procedures 
and equipment use 

8.4 Training Records 

All fire safety training will be recorded, including: 

• Date of training 

• Content covered 

• Staff members who attended 

• Trainer details 

 

9. Fire Prevention 

9.1 General Fire Safety 

All staff must: 

• Keep fire exits and escape routes always clear 

• Ensure fire doors are not propped open (unless they have automatic closers) 

• Not obstruct fire-fighting equipment 

• Switch off electrical equipment when not in use 



• Report any fire hazards immediately 

• Not bring flammable materials onto site without authorisation 

9.2 Hot Work 

Any hot work (welding, cutting, etc.) must: 

• Be authorised by the Responsible Person 

• Have a specific risk assessment 

• Include a fire watch during and after the work 

• Only be carried out by competent contractors 

9.3 Arson Prevention 

To reduce the risk of arson, we will: 

• Ensure the site is secure outside school hours 

• Remove combustible materials from external areas 

• Ensure bins are stored away from buildings 

• Report suspicious activity to the police 

 

10. Monitoring and Review 

10.1 Regular Monitoring 

The Responsible Person will: 

• Ensure weekly fire safety checks are taking place. 

• Review fire drill records. 

• Monitor completion of maintenance tasks. 

• Report any concerns to the Headteacher. 

10.2 Annual Review 

This policy will be reviewed annually by: 

• The Responsible Person 

• The Headteacher 

• The Proprietary Board 

The review will consider: 



• Any changes to legislation or guidance 

• Fire drill outcomes 

• Fire risk assessment findings 

• Any incidents or near misses 

• Staff and pupil feedback 

• Changes to the building or its use 

 

11. Liaison with Emergency Services 

We will: 

• Invite the fire service to visit the school for familiarisation. 

• Cooperate fully with any fire service inspections. 

• Implement any recommendations from the fire service 

Local Fire Service Contact: Ash Palethorpe 

T: 0116 2105728  

Mob: 07896414904 

 

 

12. Record Keeping 

We will maintain the following fire safety records: 

• Fire risk assessments and action plans 

• Fire drill records and evaluation 

• Fire alarm testing and maintenance records 

• Emergency lighting testing records 

• Fire extinguisher inspection and service records 

• Staff training records 

• Personal Emergency Evacuation Plans (PEEPs) 

• Fire incident and near miss reports 

• Fire safety inspections and audits 



All records will be kept for a minimum of 5 years. 

 

13. Policy Communication 

We will not publish this plan online as this isn't necessary and could be unsafe for 
pupils and staff if it were made public – for example, information on entry and exit points 
and whole school assembly points.  

This policy will be: 

• Made available to all staff via the teacher drive 

• Discussed at staff induction 

• Available to parents on request 

• Shared with contractors and visitors as appropriate 

 

14. Related Policies 

This policy should be read in conjunction with: 

• Health and Safety Policy 

• Premises Management Policy 

• First Aid Policy 

• Critical Incident Plan 

 

Appendices 

Appendix A: Fire Evacuation Plan (site map showing escape routes and assembly 
points) 
Appendix B: Fire Risk Assessment 
Appendix C: Fire Drill Record Template 
Appendix D: Personal Emergency Evacuation Plan (PEEP) Template 
Appendix E: Fire Safety Checklist 
Appendix F: Staff Fire Safety Training Record 
Appendix G: Fire Incident Report Form 

 


