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Part 1: General Statement of Fire Prevention Policy,   

including EYFS   
 

 
  

The policy below sets out the methods in which Trinity School Senior Department and Trinity School 

Preparatory Department intend to prevent fire in the workplace and residential staff homes. Unless 

specifically stated, these are encompassed by the title of “Trinity School” throughout this document.   

  

The fire prevention methods outlined in this policy document are subject to review at periodic 

intervals by the Governors of Trinity School.  

  

This policy satisfies the requirements of the Regulatory Reform (Fire Safety) Order which became law 

on 7th June 2005.   

  

The School aims to ensure pupil, staff and visitor safety at all times. This can be achieved primarily by 

ensuring that an outbreak of fire does not occur. However, if a fire should occur it must be detected 

rapidly, contained effectively (by structural means such as compartmentalisation, fire doors, fire proof 

building materials etc.) and the building evacuated quickly and safely. Persons must only attempt to 

extinguish a fire with the equipment provided if it is relatively small in size and they are competent to 

do so, or the fire blocks their means of escape. In cases of the former attempts to extinguish the fire 

should only be made once the alarm has been raised.   

  

PART 2: Organisation, Risk Assessment & Procedures 
  

1. THE GOVERNORS   

  

1.1  The Governors accept full responsibility for Health and Safety within the school.  This includes Fire 
Prevention. They will constantly monitor the effectiveness and implementation of the policy 

and will revise the policy when necessary.   

  

1.2   The Governors will ensure that all changes in policy are drawn to the attention of all concerned.   

  

2. THE BURSAR   

  

The Bursar is responsible to the Governors for the implementation of this policy. The Bursar is to 

constantly monitor the effectiveness of this policy and its implementation at all levels and will bring to 

the attention of the Governors any relevant changes in legislation. The Bursar has responsibility for 

ensuring that suitable and sufficient arrangements are in place to implement the policy including:   

  

2.1  Have sufficient understanding of the school’s Fire Prevention Policy and bring it to the attention 
of all employees under his/her control.   

  

2.2 Ensure employees under his/her management are aware of the location of fire alarms, evacuation 

procedures, the emergency escape routes and the final assembly points for each of the buildings 
in which they work.   
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2.3 Ensure employees understand that if a fire is discovered, the alarm should be raised immediately 
by the appropriate method for that building i.e. by operating a red break glass call point or 

raising the alarm vocally by shouting “Fire!” The alarm should be raised immediately upon the 

discovery of a fire, regardless of its size, and the fire alarm system activated.   

  

2.4  Ensure employees under their management do not re-enter the building where there has 
been a fire or a suspected fire until told it is safe to do so by a responsible person.  If the fire 
brigade have been called this will be the Senior Fire Officer present.   

  

2.5  Ensure that all staff and pupils participate in fire drills to practise the emergency procedures.   

  

2.6 During fire evacuations, whether exercises or emergencies, ensure that support staff have been 

accounted for, help to co-ordinate response, and liaise with Fire Service, as required.  

  

2.7 Ensure new staff, pupils and visitors to the school are aware of emergency escape routes and have 

a full description of the fire precautions and emergency evacuation procedures.   

  

2.8  Ensure people who enter the school premises are informed that the site is non-smoking.  

  

2.9 Ensure that the Estates Bursar and Maintenance Department have sufficient resources to 

implement their requirements under the policy.  

  

2.10 Ensure that action points raised in the Fire Risk Assessment, and its annual review are prioritised 

and implemented within the necessary time scales through line management of the Estates 

Bursar and the Maintenance Department.  

  

3. THE HEAD   

  

The Head has responsibility for ensuring that suitable and sufficient arrangements are in place to 

implement the policy including:   

  

3.1  Have sufficient understanding of the school’s Fire Prevention Policy and bring it to the attention 

of all employees under his/her control.   

  

3.2 Ensure employees under his/her management are aware of the location of fire alarms, evacuation 

procedures, the emergency escape routes and the final assembly points for each of the buildings 

in which they work.   

  

3.3  Ensure employees understand that if a fire is discovered, the alarm should be raised immediately 

by the appropriate method for that building i.e. by operating a red break glass call point or 

raising the alarm vocally by shouting “Fire!” The alarm should be raised immediately upon the 

discovery of a fire regardless of its size and the fire alarm system activated.   

  

3.4  Ensure employees under his/her management do not re-enter the building where there has been 

a fire or a suspected fire until told it is safe to do so by a responsible person.  If the fire brigade 
have been called this will be the senior Fire Officer present.   
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3.5   Ensure that all staff under his/her management and pupils of the school participate in fire drills 

to practise the emergency procedures.   

  

3.6  Ensure new staff, under his/her management, pupils and visitors to the school are aware of 

emergency escape routes and have a full description of the fire precautions and emergency 

evacuation procedures.   

  

3.7  Ensure people who enter the school premises are informed that the site is non-smoking.  This is 

printed on the back of all visitor badges as part of general health and safety information and 

there are signs at all entrances.  

  

4. THE ESTATES BURSAR  

  

The Estates Bursar will monitor all fire prevention matters in the school, conduct Fire Risk Assessments 

and Fire Safety Audits to fulfil the requirements of the Regulatory Reform (Fire Safety) Order 2005 and 

any subsequent legislation, all of which will be reported directly to the Bursar. The Estates Bursar 

should be consulted on all matters likely to affect the safety of pupils or employees of the school with 
regards to fire prevention and fire safety.   

  

The Estates Bursar’s responsibilities include:   

  

4.1  Assist the Bursar in all Fire Safety duties, most notably Fire Risk Assessments and Fire Safety Audits.   

  

4.2  Ensure that the Bursar and Governors are kept informed of all up to date and relevant Fire Safety 

Legislation.   

  

4.3  Ensure every building on the school premises has in place an up-to-date Fire Risk Assessment, as 

required by the Regulatory Reform (Fire Safety) Order 2005, and that all employees are aware 

of its contents.   

  

4.4  Ensure that necessary fire prevention and precautions identified within the fire risk assessment 

are in place including instruction and training, structural fire precautions, fire alarms, 

emergency lighting, fire fighting equipment, fire prevention equipment, fire logs and records 

and special arrangements as appropriate e.g. for open days, fund-raising events.   

  

4.5  Ensure suitable and appropriate Emergency Evacuation Procedures are in place for every building 
within the school premises (refer to Appendix 1 and 2).  

  

4.6  Ensure that sufficient Fire Wardens/Marshals are appointed to manage fire and emergency 

evacuations.  See Appendix 3 for details of all those members of staff who have received 
training.  

  

4.7 Monitor and enforce the regulations for the prevention and control of fire hazards including the 
testing of fire extinguishers, emergency lighting and fire alarms.   

  

4.8 Provide advice and assistance to those responsible for emergency evacuation procedures and fire 

drills.   
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4.9 Ensure that within the Senior Department fire drills take place at least once a term during school 

hours to include day pupils and once a term out of normal school hours to include boarding 
pupils.  In addition to this once a year there should be a fire drill at night time when boarders 

are asleep to assess the procedures during this period of higher risk.  Fire drills are to be carried 

out at least once a term at the Preparatory Department.  Times of drills are to vary and should 

involve minimal prior knowledge to obtain an accurate overview of people’s response in the 

event of an emergency.  

  

4.10 During fire evacuations, whether exercises or emergencies, manage the fire response from the 

location of the relevant alarm panel and, in doing so, liaise with the Bursar and other senior/duty 

managers.   

  

4.11  Monitor and analyse fire drills outlining any shortcomings and making recommendations to the 

Bursar, Headmaster and Deputy Head who will then liaise with the appropriate members of 

their teams to instigate any improvements required.   

  

4.12 Provide training in Fire Safety at the appropriate level for all employees as determined by the Fire 

Risk Assessment.   

  

4.13  Ensure that there are regular inspections with particular emphasis on the identification of 

potential fire hazards. All sources of ignition, such as heaters, defective electrical equipment 

etc., are either removed or control measures put in place to eliminate the likelihood of a fire 

starting e.g. portable appliance testing.  

4.14  Ensure that a competent electrical contractor undertakes all electrical work.   

  

4.15 Organise the pre-planned maintenance works as detailed in Section 3 point 2.6.  The works are 

to be undertaken by the in-house maintenance team and/or appropriately qualified external 

contractors.  

  

4.16  During working hours establish whether the fire alarm has been triggered falsely with the 

assistance of the Head of Maintenance and Maintenance Team, and report back to the person 

in charge accordingly.  

  

5. DIRECTORS OF LEARNING (DoLs) AND RESIDENT STAFF  

  

The DoLs and Resident Staff within the school are responsible for ensuring that their departments or 

areas of control are run in accordance with this policy, that the legal requirements are met and that 

appropriate approved safe systems of work are established. They are also to ensure:   

  

5.1 That all Staff under their control, whether academic or support, read this policy and understand 

its practical application, including the various legal requirements that apply within their areas 

of responsibility.   

  

5.2  That their departments are aware of the degree of priority that these matters carry and, where 

appropriate, employees are provided with both the time and encouragement to pursue such 
matters.   

  

5.3 All goods purchased for use in the school are, so far as is reasonably practical, safe and suitable for 

the intended task.   
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5.4 Ensure any electrical goods purchased comply with the latest BS Standards and are protected by 
suitably fused plugs.  All must be brought to the attention of the Maintenance Department, for 

periodic electrical safety checks and tests and, if not new, must be checked before use.  

  

5.5  The following staff have additional duties to the above these are as follows:  

  

  

Resident Staff  

  

5.5.1  It is recognised that Resident Staff have a very special responsibility with regard to the security 
of ‘Means of Escape’ in the event of a fire and that these responsibilities must take 
precedence over all others.  This includes maintaining means of escape through their staff 
accommodation, where applicable, so pupils can evacuate the building safely and quickly in 
the event of a fire.  
  

5.5.2  Report any faults with the fire alarm to the Estates Bursar or Head of Maintenance immediately.  

  

5.5.3 Familiarise themselves with the fire alarm system so the alarm can be reset should it be triggered 

falsely.  The Estates Bursar can assist with this.  

  

5.5.4  All false alarms must be recorded.  This should be done by completing on entry on the centrally 
held boarding fire record.  In addition the Estates Bursar must be informed of these false alarms 

to ensure collation and analysis for the entire school is possible.    

  

5.5.5 Record all pre-planned fire drills on the centrally held boarding fire record and inform the Estates 

Bursar of any issues raised by the drill.  

  

Deputy Head  

  

5.5.5 Co-ordinate fire drills out of normal school hours to practise and assess the evacuation 
procedures in place for the resident staff and pupils who board.  The Estates Bursar is to be 

made aware of these drills so s/he can attend if necessary.  

  

5.5.6  Fire drills and emergency evacuation procedures are kept under review and exercised at suitable 
intervals. The results of these drills are to be forwarded to the Estates Bursar for collation, 

analysis and entering in school records.  

  

5.5.7 Ensure staff under his/her control are aware of this policy and their related duties.  

  

Head of the Preparatory Department  

  

5.5.8  Organise a fire drill at least once a term in the Preparatory Department. The Estates Bursar is to 

be made aware of these drills so s/he can attend.    

  

5.5.9  Familiarise him/herself with the fire alarm system so that this can be reset should it be triggered 

falsely.  The Estates Bursar can assist with this.  

  

5.5.10 Ensure staff under his/her control are aware of this policy and their related duties.  
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Head of Maintenance  

  

5.5.14 Between the hours of 8am and 5pm the Head of Maintenance co-ordinates his/her team to 
investigate whether the fire alarm system has been triggered falsely.  

  

5.5.15 S/he will locate the source of the problem and investigate what has caused the alarm to be 

raised.  If at any point s/he or members of the maintenance team witness smoke or flames they 
will immediately retreat and telephone the Fire Service.  

  

5.5.16 On establishing a false alarm the Head of Maintenance will report the cause to the Estates 
Bursar who will then take the necessary action.  

  

5.5.17 Should a fire be discovered the Head of Maintenance and members of the maintenance  team 

will play a vital role in preventing vehicles from entering the site and assisting  the Fire Service.  

  

Contract Caterers (Holroyd Howe)  

  

5.5.18 The management of the school’s contract caterers is responsible for informing all catering 
staff of the fire evacuation procedures for the kitchen and ancillary areas.  As this is a high risk 
area s/he has special responsibilities for ensuring all catering staff have received Fire 
Awareness and Fire Extinguisher training and are fully aware of additional fire procedures for 
the kitchen as set out below:  

  

• If it is safe to do so, staff located nearest to electrical and gas appliances are to switch them 

off at the nearest available controls.  For some appliances this will be the emergency stop 
button.  

  

• In the event of a fire in or near the kitchen, on evacuating the kitchen those nearest to the 

emergency gas isolation valve and electrical switches on the escape routes are to ensure that 
these are set to “off”.  

  

• Staff are only to use fire blankets and fire extinguishers as a last resort or if they are confident 
that the fire can be contained easily.  

  

• Staff are to vacate the kitchen via the nearest exit and proceed on to Farm Lane, their muster 

point.  

  

5.5.19 The Catering Manager, or if absent, the Deputy Catering Manager on duty, is to carry out a roll 

call of all staff to ensure they are all present and report his/her findings to the Deputy 

Headmaster (8am - 5pm) or the Duty Resident Houseparent who will be mustering the pupils 

on the hard court.    

  

5.5.20 Between 8 – 8.30am and 3.30 – 5pm the Catering Manager, or if absent the Deputy Catering 
Manager on duty, is required to shut the swing gate to prevent vehicles entering Farm Lane 

from Buckeridge Road. NB Fire Service vehicles may need to enter the school via this route.  

  

Bursar’s Assistant Responsible for Ordering  
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5.5.21 Ensure that all textiles, furniture and bedding purchased meet the minimum fire specifications 

i.e. the Furniture and Furnishings (Fire Safety) Regulations 1988, BS5852, BS5867, BS7175 and 
BS7177.  

  

5.5.22 Ensure any electrical goods purchased comply with the latest BS Standards and are protected 

by suitably fused plugs.  All must be brought to the attention of the Maintenance Department, 
for periodic electrical safety checks and tests and, if not new, must be checked before use.  

  

  

  

  

  

Those responsible for hazardous substances, for example, the Estates Bursar, the Catering 

Manager, Head of Science  

  

5.5.23 Ensure all flammable goods purchased for the school e.g. cleaning materials, have up-to-date 
safety data sheets.  From these carry out a COSHH risk assessment for each product in 

accordance with the COSHH Regulations 2002.   

  

5.5.24 Ensure all flammable materials under their control are locked away after use and are not stored 
with inappropriate articles, for example, oxidising chemicals.   

  

6. ALL EMPLOYEES   

  

All employees are expected to:   

  

6.1   Be aware of this policy and any local procedures that must be followed.   

  

6.2   Raise any concerns about fire safety with their manager as soon as possible.   

  

6.3  Sound the alarm immediately upon discovering a fire or smoke by using the nearest red break 
glass call point or by raising the alarm vocally by shouting “Fire!” depending upon the particular 

procedure for that building. This should be the first action taken on discovery of a fire, however 

small. In any event, they should ensure that the fire alarm system is activated to alert others 
across the site.  

  

6.4  Comply with the contents of the Fire Risk Assessment and bring to the attention of their manager, 

anything that may affect the assessment’s accuracy or validity.   

  

6.5  Co-operate with their managers and adhere to this policy by participating in fire drills and following 

any specific instructions given in addition to the normal procedures.   

  

6.6   Report to their respective assembly point as soon as they evacuate the building.   

  

6.7   Report any difficulties encountered during an evacuation immediately to the Estates Bursar for 

example obstructions or obstacles that prevent the clear operation of any emergency exit.   

  

6.8  Not to interfere with any fire precaution or measure which is designed to assist in fire detection 

and warning, fire extinguishing or emergency escape route capability.   
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6.9 Not to allow the accumulation of rubbish or other combustible materials in corridors or other 
emergency escape routes.   

  

6.10  Not to bring unauthorised electrical equipment on to site.   

  

6.11  Comply with the school’s “No Smoking Policy”.  

  

6.12 Adhere strictly to the school’s signing in and out procedure.  

  

6.13 Not use fire equipment inappropriately (e.g. fire extinguishers should not be used to prop open 

doors or be obstructed).  

  

6.14 Not to wedge open or otherwise prevent the closure of designated fire doors, as these are 

intended to prevent the spread of fire and smoke and to protect emergency routes.  

  

6.15 Temporary notices, sheets of paper, etc must not be stuck on fire doors or on doors where they 

obscure viewing panels.  

  

6.16 If the Fire service has been called then the fire alarm should be left operating until it is silenced 

by a member of the Fire Service.  

  

Arrangements and Guidance  

  

1. FIRE RISK ASSESMENT   

  

1.1  Fire Risk assessments for each building on the school premises will be completed by a suitably 

qualified external fire risk assessor, this will be arranged by the Estates Bursar every three years 

or when there is a significant change. Each assessment will reflect the fire precautions and 

procedures applicable to the individual location and all types of fire hazard likely to be 

encountered will be properly assessed.     

  

1.2  The Estates Bursar will be responsible for prioritising and implementing, as budgets allow, the 

changes recommended in the fire risk assessment action plan.  S/he will review of the fire risk 

assessment action plan, at a minimum, on an annual basis.   

  

1.3  Fire Risk Assessments and the associated action plans are made available to all staff through the 

school’s electronic filing system a hard copy is available from the Estates Bursar upon request.  

Any issues that have a direct impact on individual staff will be brought directly to their attention.  

More general issues, for example, the wedging of fire doors will be raised at inset and 

throughout the year via emails as necessary.  

  

1.4  The intended outcome of a Fire Risk Assessment is the assurance that Trinity School has done 

everything reasonably practicable to minimise the risk of fire in its premises.   

  

1.5 The school’s most recent risk assessment was undertaken by Mark Evans GIFireE, CFPA Eu. Dip. 

of Firemaster (www.firemaster.org.uk) between 18th – 20th December 2017, it is therefore due 

formal review by December 2020.  If there are any significant changes to the buildings, layout 

http://www.firemaster.org.uk/
http://www.firemaster.org.uk/
http://www.firemaster.org.uk/
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or use before this review date then the formal review must be brought forward to verify any 

changes do not have a significant impact on the fire safety of the premises and its occupiers.  

  

2. FIRE PRECAUTIONS AND PREVENTION   

  

2.1 Effective fire prevention and precautions are essential requirements in preventing fire and 

complying with relevant legislation.   

  

2.2  Fire Action Notices should be displayed throughout the school and should include instructions on 

what to do in the event of a fire, how to raise the alarm and the location of the fire assembly 

point for that particular building.   

  

2.3  Escape and Fire Exit Signs should be displayed to assist in directing persons towards fire exits and 

should be clear enough to allow safe evacuation of a building by someone unfamiliar with their 

surroundings. All signs must contain pictograms, but may also incorporate words and arrows, 

and must meet the Health and Safety (Safety Signs and Signals) Regulations 1996.   

  

2.4  Detection and Warning Systems – Automatic fire detection systems are in place in all residential 
school buildings and the majority of teaching buildings apart from satellite buildings i.e. 

Baguette Bar, CCF Building, School Shop and Tennis Pavilion, where a system of runners ensures 

that staff and pupils are made aware if the fire alarm is triggered.  

  

2.5  Emergency Lighting is located in the majority of the school.   

  

2.6  Regular Visual Checks and Maintenance – It is the responsibility of the Bursar through the Estates 

Bursar to ensure all fire safety measures and equipment are maintained in effective working 
order. This includes fire detection and warning systems, fire-fighting equipment, emergency 

lighting, fire doors, corridors and directional signs. The timescales and details of  

inspection are shown in the table below:   

  

  

Fire Detection 
and Fire Warning  
Systems  

  

Weekly   

  

Visual check for damage and 
arrange repair or replacement.   
  

Test operation of systems, 
selfcontained alarms and manually 
operated devices. A different fire 
call point is to be activated on each 
occasion as part of a cycle of testing.  
  

  

Head of 

Maintenance  

  

  

Head of 

Maintenance  

  

  Six-  

monthly  

Inspection and test by competent 
service engineer.   
  

Clean self-contained smoke 
detectors and change batteries.   
  

Argos Fire 

Protection Ltd.  
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Equipment   Frequency   Action   

By Whom   

Emergency  

Lighting   

Monthly   

  

  

  

Six-monthly  

Carry out test and make visual 
checks for damage and arrange 
repair or replacement.   
  

Ensure that all emergency lights 
operate on test for one third of their 
rated value.  
  

Head of 

Maintenance  

  

  

  

Argos Fire 

Protection Ltd.  

  Annually   Full inspection and test by 
competent service engineer.  
  

Argos Fire 

Protection Ltd.  

Fire-fighting  

Equipment   

Monthly   Visual check for damage and 
arrange repair or replacement.   
  

Head of 

Maintenance  

  

  Annually   Full check, test and replacement by 
competent service engineer.   
  

Argos Fire 

Protection Ltd.  

Electrical Items  Annually/Biannually  Portable Appliance Testing of all 

equipment as detailed in the 

school’s Electricity at Work Policy.  

Head of 

Maintenance  

and external 

contractor to be  
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   arranged by Estates  

Bursar.  

  

  Five-yearly   Fixed wiring inspection by a  External contractor to  

competent contractor, as a rolling be arranged by Estates 

programme.  Bursar.   

        

Fire Audit  Once a  All self-closing devices on doors,  Maintenance Team 
term  intumescent fire strips on doors, fire signage will be checked.  

  

3. FIRE PROCEDURE – SENIOR DEPARTMENT  

  

3.1  Any person discovering a fire must raise the alarm immediately by the appropriate method for 
that building i.e. by operating a red break glass call point or raising the alarm vocally by shouting 

“Fire!” The alarm should be raised immediately upon the discovery of a fire regardless of its size, 

and the fire alarm system must be activated to alert all others in the school.  

  

3.2  On hearing the alarm, all pupils, staff and visitors must make their way to the place of assembly 

by the quickest safe route.  The assembly point for all buildings located within the Senior 

Department is the HARD COURT.  

  

3.3  Pupils should walk silently to their place of assembly taking the quickest safe route with the last 

person leaving a room, shutting the door behind them.  They should not stop to collect personal 
belongings and should not attempt to pass others on the way.  Staff are responsible for ensuring 

safe, silent evacuation.  During the day to ease escape routes and prevent bottlenecks 

Emergency Evacuation Procedures are in place for every building within the school premises 

(refer to Appendix 1).  

  

3.4  At night the pupils should put on dressing gowns and shoes before evacuating the building.  They 

should also ensure that everyone in their room is awake and leaves.  The last pupil to leave 
his/her room must firmly shut the door.  

  

3.5  Once at the muster point all pupils are to line up in alphabetical order and will be checked against 
the register by the member of staff responsible. During the school day this will be Form Tutors 

and out of normal school hours this will be the Resident Staff on duty.  

  

3.6  The overriding duty for staff is the safe evacuation of the pupils with special care for those who 

are disabled.  NO ATTEMPT SHOULD BE MADE TO FIGHT THE FIRE BEFORE THE ALARM IS RAISED.  

Persons must only then attempt to extinguish a fire with the equipment provided if it is relatively 

small in size and they are competent to do so, or the fire blocks their means of escape.   

  

3.7  If the fire occurs during school hours the School Receptionist and one other member of the 

administration team must collect the registers, the signing in/out book, the desk diary, the 
visitors’ book and the offsite activity folder before making their way to the assembly point so 

that all pupils and visitors can be accounted for. Keys for the hard court gates are kept with the 

registers and must be taken to enable safe exit from the hard court should it be required. A 
member of the administrative team will need to inform those present in the Baguette Bar that 

the alarm has been raised and that they are required to evacuate as this building is not linked 

to the fire alarm.  The School Shop, Tennis Pavilion and CCF Building also have no link to the fire 
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alarm, however, they are far enough away not to be affected and their limited times of use 

negates contacting them in the event of a false alarm.  Should a fire be detected then people 
within these buildings must be informed and must join the fire assembly.  

  

3.8 A member of teaching staff is responsible for bringing the Sixth Form Ashleigh Way signing in/out 

book from the Staff Common Room.   

  

3.9  The first person to spot visible signs of fire must telephone the Fire Service immediately. The  

Bursar, the Estates Bursar or someone from the Maintenance Team must then inform the 

Preparatory Department that there is a fire and that no-one should attend the Senior 
Department until further notice.  This is not required in the event of a false alarm or a fire drill. 

It is important to be aware that pupils from the Preparatory Department may be working in the 

Senior Department and must, therefore, be accounted for.  Two classes are based in the Log 
Cabin and therefore will attend the fire drills of the Senior Department.   

  

3.10 During the Day (8am – 5pm) – Prior to ringing the Fire Service, if no visible signs of fire have been 

discovered during the evacuation procedure it must be established whether there has been a 
false alarm.   If there are no visible signs of fire and it is safe to do so a member of the 

Maintenance Department, the Bursar or the Estates Bursar will go to the fire alarm repeater 
panel located in Red Corridor.  From looking at the panel they will establish the detector or call 

point that has triggered the alarm.  They will then make their way to this part of the building.  

Proceeding with caution it is recommended that they view the building from outside to see if 

any smoke or flames can be seen.  If nothing is visible they can enter the room from where the 

alarm was triggered to investigate.  If it is established that there has been a false alarm they will 

return to the panel, reset the alarm and inform pupils, staff and visitors that it is safe to re-enter 
the building.  Alternatively, as soon as any signs of fire are witnessed they must telephone the 

Fire Service and notify those waiting at the assembly point.  

  

3.11  Between 8am - 8.30am and 3.30pm-5pm – During these times i.e. when pupils are being dropped 

off/picked up, in addition to the above the following will take place:  

  

i) The Catering Manager, or if absent the Deputy Catering Manager, will arrange for the swing 

gate on Farm Lane to be shut to prevent vehicles from entering Farm Lane from Buckeridge 

Road (being mindful of the possible need for Fire Service vehicles to enter the site via this 

route).  

  

ii) The Estates Bursar, or in his/her absence the Bursar, will arrange for the gate on the main 

drive to be shut to prevent vehicles accessing the premises from this point.  

  

iii) Any children entering the school site must go to the assembly point on the hard court as 

long as it is safe to do so.  If they have to pass the fire to reach the assembly point then 

they can wait on the grassed area by the Sutton building in order to remain safe from traffic 

on Buckeridge Road.  A member of staff will be sent here if necessary to account for pupils.  

  

iv) If children are leaving the site at the end of the school day and are with a parent they may 

continue to leave the premises as long as it is safe to do so.  If they are simply waiting within 

the school grounds for a parent to collect them then they must go to the assembly point 

as usual.  
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3.12 Between 5pm and 8am – the above procedure will be carried out by the member of 

Resident  

Staff on fire duty.  All other members of resident staff will ensure the safe evacuation of pupils  

and will complete a roll call.  The main priority of all Resident Staff should be the safe evacuation 

of pupils and themselves from the building.  As above, once it is established that there has been 

a false alarm the alarm must be re-set and people may re-enter the building.  If the alarm should 
re-sound after being reset the smoke detector should be given further time to clear of the 

initiating substance (usually deodorant or hairspray) and an attempt to re-set the alarm should 

be carried out after five minutes.  If the alarm re-sounds on the second occasion of resetting 
the Estates Bursar must be contacted to provide advice and further assistance.  No one must 

re-enter the building until the alarm is properly re-set; either fully operational or operational 

apart from the faulty smoke or heat detector.   

  

3.13 Sleeping Hours (9pm – 7am) – when pupils are asleep the above procedure must be 

followed but prior to leaving the building the resident staff on duty must check each 

pupil’s bedroom is empty as they evacuate the building themselves.  

  

3.14 Fire in Baguette Bar, CCF Building, School Shop and Tennis Pavilion - once the building 

has been safely evacuated a runner must be sent to the White House to inform the 
School Receptionist and the Head of the situation.  If it has not been possible to do so 

already the School Receptionist will call the Fire Service.  The Head will assess whether 

it is necessary to evacuate all the other buildings or whether it is safer for the pupils 

already evacuated to congregate in the main school.  

  

3.15 If at any time signs of fire are witnessed the Fire Service must be telephoned 
immediately.  Similarly, if the members of staff present feel uncomfortable about 

allowing re-entry to the building for whatever reason e.g. they cannot establish the zone 

where the alarm has been triggered or they cannot gain safe access to all parts of the 

building, then they should call the Fire Service.  

  

3.16 Once it has been established that there is a fire, the Fire Service has been telephoned 

and the presence of all pupils and staff is confirmed, if s/he is not already present the 
Head must be contacted.  

  

3.17 Staff signing in and out – this will operate as follows:  

  

i) It is assumed that ALL full time staff will be onsite between 8.15am and 4.55pm.  If this is not 

the case then they need to phone/email/call the front office to inform a member of the front 

office staff that they will be offsite. On return, they must sign back in promptly.  

  

ii) If out on a trip/visit/fixture the details on the form left with the front office must be accurate 

and precise. If required, supervising staff must confirm with the front office staff that they are 

leaving earlier than stated and any changes to the pupils in/out.  

  

iii) Part –time staff must notify the front office that they are in – by email/phone call/in person – 

otherwise it is assumed that they are in school until 4.55pm. If this is not the case then they 
need to inform the front office.  
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iv) All staff, who are not form tutors or KSHs, must assemble quietly on the hard court by the 

entrance closest to the Baguette Bar and congregate by the fence.  They will be registered by 
the Deputy Head or Head of Admissions, who will use the staff register from the front office 

(brought by office staff) to carry out a roll call.  

  

4. FIRE PROCEDURE – PREPARATORY DEPARTMENT  

  

4.1  Any person discovering a fire must raise the alarm immediately by operating the nearest red break 
glass call point.  The alarm should be raised immediately upon the discovery of a fire regardless 

of its size.  

  

4.2  On hearing the alarm, all pupils, staff and visitors must make their way to the place of assembly 

by the quickest safe route.  The assembly point for all buildings located within the Preparatory 

Department is the PREP PITCH.    

  

4.3 Pupils should walk silently to their place of assembly taking the quickest safe route.  They should 

not stop to collect personal belongings and should not attempt to pass others on the way.  To 

ease escape routes and prevent bottlenecks those on the first floor of Oakley House exit using 
the external fire escape stairs; those in classes 2 and 3 exit at the front of the building and make 

their way down the steps to the Music Classroom; and across to the Prep Pitch this way and 

everyone else to exit to the rear of the building and use the steps by the ICT Classroom. 

Obviously if fire prevents escape then an alternative route should be sought.  

  

4.4 The overriding duty for staff is the safe evacuation of the pupils with special care for those who 

are disabled.  NO ATTEMPT SHOULD BE MADE TO FIGHT THE FIRE BEFORE THE ALARM IS RAISED.  

Persons must only then attempt to extinguish a fire with the equipment provided if it is relatively 

small in size and they are competent to do so, or the fire blocks their means of escape.   

  

4.5 Once at the muster point all pupils are to line up in alphabetical order to be checked against the 

register by the members of staff responsible.   

  

4.6  The first person to spot visible signs of fire must telephone the Fire Service immediately.   

    

4.7 Prior to ringing the Fire Service, if no visible signs of fire have been discovered during the 

evacuation procedure it must be established whether there has been a false alarm.   If there are 
no visible signs of fire and it is safe to do so, the Head of the Preparatory Department or, in that 

person’s absence, the deputy, should go to the fire alarm panel located in corridor by rear fire 

exit.  The panel will indicate the detector or call point that has triggered the alarm.  The Head 
or Deputy Head should then proceed with caution to the appropriate part of the building.  It is 

recommended that the building is viewed from outside to see if any smoke or flames are visible.  
If nothing can be seen proceed to the room from where the alarm was triggered to investigate.  

If it is established that there has been a false alarm return to the panel, reset the alarm and 

inform pupils, staff and visitors that it is safe to re-enter the building.  Alternatively, as soon as 
any signs of fire are witnessed, telephone the Fire Service and notify those waiting at the 

assembly point.  Assistance should be sought from the Estates Bursar or Head of Maintenance.  

  

4.8 The receptionist is responsible for taking the visitor and staff signing in and out book to the 
assembly point.  
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4.9  If, at any time, signs of fire are witnessed the Fire Service must be telephoned immediately.   
Similarly if the members of staff present feel uncomfortable about allowing re-entry to the 
building for whatever reason e.g. they cannot establish the zone where the alarm has been 
triggered, they cannot gain access to all parts of the building, then they should call the Fire 
Service.  

4.11 Once it has been established that there is a fire, the Fire Service has been telephoned and the 

presence of all pupils and staff is confirmed the Senior Department must be contacted so that 
the Head can be updated.  
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Appendix 1 – Emergency Evacuation Procedure  
  

ALL STAFF in every area of the school must be proactive in ensuring that evacuation in the event of a 

fire is executed swiftly and safely.  

  

Science     :   Pass by the changing rooms and underneath the archway  

  

Sutton     :  Through top gate then down Farm Lane  

  

MD       :  Down steps and path behind Gym  

  

B1 & B2    :  Via stairs to gym and out of side door  

  

B3 & B4    :  Exit door by medical centre, down steps and path behind Gym  

  

Gym      :   Via path at front of Gym  

  

Chapel & Red Corridor :  Along Red Corridor and exit at door opposite Hard Court  

  

Salle      :  Via fire exit doors at rear of Salle, down drive and up path.  

  

  

If for any reason your specified route is blocked please use an alternative exit/route.  
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Appendix 2 – Emergency Evacuation Procedure (Boarding)  
  

  

IN THE EVENT OF FIRE  

A. IN THE EVENT OF FIRE  

  

1. Operate the nearest fire alarm activation point  

  

B. ON HEARING THE ALARM  

  

BY NIGHT  

1. Put on dressing gown and house shoes  

2. DO NOT stop to dress fully  

3. Ensure others in your room are awake  

  

DAY AND NIGHT  

4. Go to your place of assembly by the quickest safest route with the last person leaving 
the room shutting the door behind them.  

5. DO NOT stop to collect personal belongings and do not attempt to pass others on the 

way.  

  

C. ACTION BY STAFF  

The overriding duty for staff is the safe evacuation of pupils.  NO ATTEMPT SHOULD BE  

MADE TO FIGHT THE FIRE UNTIL SAFETY OF PERSONNEL HAS BEEN ENSURED.  When the 
fire alarm is triggered during the night all rooms must be checked as the building is 
evacuated to ensure that the building is empty.  

D. PLACES OF ASSEMBLY  

  

MAIN SCHOOL/BOARDERS AT NIGHT – HARD COURT  
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ALL PUPILS AND STAFF MUST FAMILIARLISE THEMSELVES WITH THE ESCAPE ROUTES WITHIN THE 
SCHOOL SO THAT IN THE EVENT OF AN EMERGENCY THEY CAN MAKE AN ESCAPE WITHOUT DELAY.  

  

  



 

Appendix 3 – Staff Fire Training  

Name  Department  Course  Date Completed  Refresher Due  

Rachel Eaton-Jones  Prep  Fire Awareness Training  08/09/2015  2018  

Mike Burdett  Prep  Fire Awareness Training  08/09/2015  2018  

Sarah Robbins  Prep  Fire Awareness Training  08/09/2015  2018  

               

Nikki Piggot  Pre-Prep  Fire Awareness Training  08/09/2015  2018  

Joanna Davey  Pre-Prep  Fire Awareness Training  08/09/2015  2018  

               

Lawrence Coen  Senior/Boarding  Fire Awareness Training  08/09/2015  2018  

Chryssa Turner  Senior/Boarding  Fire Awareness Training  08/09/2015  2018  

Ben Whittles  Senior/Boarding  Fire Awareness Training  08/09/2015  2018  

Joost Van Es  Senior/Boarding  Fire Awareness Training  08/09/2015  2018  

Rosie Milne  Senior/Boarding  Fire Awareness Training  08/09/2015  2018  

Jonathon Ross-McNarin  Senior/Boarding  Fire Awareness Training  08/09/2015  2018  

Jana Fischer  Senior/Boarding  Fire Warden Training (Full Day)  12/05/2015  2018  

Mike Milne  Senior/Boarding  Fire Warden Training (Full Day)  17/11/2016  2019  

Lydia Wooding  Senior/Boarding  Fire Warden Training (Full Day)  17/11/2016  2019  

Sean Lovett  Senior/Boarding  Fire Warden Training (Full Day)  23/11/2017  2020  

Wendy Martin  Senior/Boarding  Fire Awareness Training  13/02/2018  2021  

Sally Van Es  Senior/Boarding  Fire Awareness Training  13/02/2018  2021  

Julie Drewett  Senior/Boarding  Fire Awareness Training  13/02/2018  2021  
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