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Fire Safety Policy
1. STATEMENT OF INTENT
The School is committed to the safety of all its members and visitors; therefore, the aims of this policy are to
prevent injury and loss of life by complying with the Regulatory Reform (Fire Safety) Order 2005 and
establishing and maintaining high standards of fire precautions. The School consists of several buildings
ranging from 100 years old to brand new.
The duty of staff is to ensure the safe and speedy evacuation of the school and to this end staff will receive
regular refresher training and fire evacuation practices.
2. ROLES AND RESPONSIBILITIES
The Governing Body holds ultimate responsibility for the management of health and safety in the school
however the day-to-day management is devolved to the Headmistress who nominates competent staff to carry
out particular duties.
The DFO and Deputy Head, on behalf of the Senior Management Team, maintain an overview of the fire
safety arrangements and make recommendations to the Senior Management Team.
The DFO is the designated School Fire Officer, who with support from the Estates Manager and Deputy Head
is responsible for ensuring that:
•
•
•
•
•
•
•
•

The fire safety policy is kept under regular review by Governors and the SMT
The fire safety policy is promulgated to the entire school community
Everyone in the school (including visitors and contractors) are given clear instructions on where they
should go in the event of fire
Arrangements are in place for the safe evacuation of all school personnel
Fire risk assessments are regularly reviewed and updated
Fire prevention measures are meticulously followed
An Emergency Response Team exists
The Fire Rescue Services are briefed on arrival during working hours when staff are on site, including
details of anyone currently on site under the protection of a Personal Emergency Evacuation Plan
(PEEP)

The Deputy Head is responsible for ensuring that:
•
All teachers and academic support staff are trained in fire safety awareness and evacuation
procedures
•
Fire drill schedules and procedures are maintained
•
Records are kept of the fire induction training given to new staff
•
Records are kept of all fire practices
•
Procedures and arrangements for emergency evacuation are regularly tested and lessons absorbed
The Estates Manager is responsible for ensuring that:
•
Certificates for the installation and maintenance of fire-fighting systems and equipment are kept
•
There is adequate provision and maintenance of buildings, grounds and fire safety equipment
•
Fire procedures and risk assessments are reviewed on each occasion that a building is altered,
extended or rebuilt, or when new buildings are acquired
•
During temporary works the Estates Manager will modify fire procedures, including access and egress
arrangements
•
Advice on fire safety has been provided for special events and activities. The Estates Manager
arranges the installation, maintenance and testing of electrics, fire safety equipment and contractors’
hot work permits
•
All contractors working outside of term time are briefed on Health and Safety and Fire arrangements
as laid down in the Use of Contractors Policy
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The Health and Safety Manager is responsible for monitoring compliance and assisting with risk
assessments, reviews and reports.
3. EMERGENCY EVACUATION NOTICE
The following notice is displayed in all teaching rooms and offices:
1. If you discover a fire, break the glass in the nearest alarm point to set off the alarm. Leave the building
by the nearest exit.
2. If you are responsible for a class, make them leave immediately with you. No one should talk or run.
Make your way to the assembly point at the main Sports Field.
3. Main Reception will bring your form register to the Assembly Point. Do not take anything with you and
do not allow the pupils to take anything. Shut doors and windows behind you if possible.
4. The Bursary will summon the Emergency Services if required.
5. If you have a student with a Personal Evacuation Plan (PEEP) in your class you will have already been
sent a copy by the Health and Safety Manager. You should follow instruction in the PEEP regarding
assisting evacuation. If required in the PEEP, you will be met by members of the Emergency Response
Team. Re-join your class at the assembly point.
6. Collect your register at the Assembly Point and take the register of your form immediately.
7. Report anyone who is waiting to be evacuated from a designated refuge, or who is missing,
immediately, based on the approved Reporting Lines as per Appendix 1.3. Missing persons will be
included in the DFO’s briefing to the emergency services. On no account should anyone return to any
building until given permission by the Fire and Emergency Services.
8. Remain at the assembly point with your pupils until the all clear is given.
Emergency Evacuation Responsibilities may be found at Appendix 1.
4. FIRE SAFETY PROCEDURES
The School’s Fire Policy and Fire Safety Procedures are made available to staff via the School’s SharePoint
facility.
Instruction All new pupils are instructed in the School’s Fire Safety Procedures at the start of the academic
year and a Fire Evacuation Practice is carried out termly. All new staff are shown evacuation routes during
their first week, thereafter they receive fire safety awareness training as part of their Induction. Additional
training such as fire extinguisher training is provided for appropriate staff when required.
Staff joining the School at other times receive training as part of their Induction and receive a copy of the
extant Fire Policy. All staff are notified when the Fire Policy has been reviewed and is available for them to
read on the staff SharePoint.
A ‘one out, all out’ evacuation policy is considered the safest way to ensure that all pupils, staff and visitors are
assembled in a safe place in the event of a fire, the only deviation from this is for the Exams Procedure at
Appendix 1.2. There are 2 Assembly Points, the Sports Field adjoining the lower car park 0800 to 1730
hours term time, and the Chapel Car Park at all other times. The only deviation from this is for out of hours
events in excess of 150 total in attendance, in this case the Assembly Point will revert to the Sports Field.
When the school is closed to students during term time, and therefore far fewer people are on site, the
Assembly Point will be the Chapel Car Park.
Recording
The School Office is open and manned from 0730 am until 1730. Arrangements are in place to record pupils,
staff and visitors present in the buildings of the school on a daily basis. These records are used for roll calls in
the event of an emergency evacuation.
Page 4

1. Students
The school teaching day runs from 0840 to 1610, for which the school maintains registers of all students in
attendance. Some students stay until 1730, staff maintain registers for after-school clubs or if they are
going to join supervised prep in the library/cafe, or work in the 6th Form Centre, they must sign in and out.
2. Staff
The Reception Staff maintain signing in systems for reporting staff. All staff, except the Bursary, Catering,
Estates and Visiting Music Teachers, are required to sign out at Reception if they leave during the school
day and sign in on their return. Part time staff, except those in the Bursary and Catering teams, are to sign
in on arrival at work.
3. Daily Visitors and Contractors
During normal school hours all visitors and contractors must sign in at Reception where they are provided
with Fire Safety Information. (See Appendix 4). The only exception is for:
• Large scale events in YPH where visitors during the school day may be directed into the building
via YPH foyer. The event organiser will hold the sign in sheets as a fire register. If the visitors are
students from their schools, accounting for students at the assembly area will remain the
responsibility of their accompanying staff.
• Sporting events where large numbers of visiting players attend. On these occasions sign in
arrangements will be at the PE office. PE will hold sign in sheets for visiting staff as a fire register,
accounting for students at the assembly area will remain the responsibility of their accompanying
staff.
On both of these occasions, event organisers will inform the Estates Department of the arrangement.
Evacuation
1. Responsibilities of Teaching Staff
Teaching staff are responsible for escorting their students safely out of the building in silence and in an
orderly fashion. They are responsible for conducting a register on arrival at the Assembly Point, and for
ensuring that the name of anyone who cannot be accounted for (and, if possible, their likely location) is
passed on according to the Reporting Lines as at Appendix 1.3. It is also their responsibility to carry out
duties identified in a student’s (PEEP).
2. Responsibilities of Designated Staff
A number of the non-teaching staff who do not have specific responsibilities for looking after students, have
been appointed to roles which include; Fire Wardens, door and gate monitors to control access, Emergency
Response Team and liaison with emergency services.
3. Fire Practice
One fire practice is held every term. The results of each practice are evaluated by the Deputy Head, DFO
and Estates Manager. Feedback from the practice is requested from staff and included in the fire drill
evaluation. Records confirming the date and time is kept by the Estates Manager.
4. Emergency Response Team
The Emergency Response Team is responsible for checking the fire alarm panel, co-ordinating required
responses, assisting persons with a PEEP unable to evacuate themselves safely and ensuring that the
emergency services are contacted and briefed.
Out of Hours and Events
Any member of staff or visitor to the school responsible for organising events or activities out of school hours
must be familiar with the fire safety arrangements for the building s/he is using. The organiser must ensure
that all visitors are provided with appropriate fire safety information. Any event or activity should be risk
assessed with the assistance of the Health and Safety Manager and other relevant staff, to ensure that the
appropriate fire safety arrangements are in place.
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5. MONITORING
The following fire prevention measures are in place at the School:
Fire Detection and Alarm System
Main Site
The School is equipped with an addressable fire alarm system which is monitored by an off-site centre.
The fire alarm can be manually activated by breaking a glass panel, and automatically activated via our
smoke/heat detection systems fitted throughout most areas of the school and show the location of the alarm
activated. The system is fitted with an uninterrupted power supply. Seven master panels for the alarm system
are located in:
o the main entrance lobby
o the Library Foyer
o the YPH Foyer
o Sports Centre
o Science Centre
o 3D Building
o Estates Building
Church Farm Pavilion
Equipped with an addressable fire alarm system monitored by an off-site centre. It is NOT connected to the
Main School system but works independently. The fire alarm can be manually activated by breaking a glass
panel, and automatically activated via our smoke/heat detection systems fitted throughout the Building. The
Fire panel is located in the Main Entrance Lobby.
Wantage House
As Church Farm but the system is not monitored.
Monitored Alarms
Upon activation, during normal working hours the off-site monitoring centre will contact the School for a status
report, out of hours they will attempt to contact the resident Caretaker or nominated person. If a satisfactory
response cannot be obtained, the centre will request the Fire Brigade to attend. The fire station is situated
approximately ½ mile from the premises.
Escape Routes and Emergency Exits
•
•
•
•
•
•

•

Fire notices and evacuation signs are displayed throughout the school
Fires extinguishers (of the appropriate type), smoke/heat detectors are located in most buildings in
accordance with the recommendations of our professional advisors
All stairs, passages and emergency exits are illuminated by emergency lighting
Automatic door closures, activated by the fire alarms are fitted on doors in or leading onto escape
routes, fire doors have a minimum 30-minute fire resistance
Keeping fire routes and exits clear at all times, the Caretaker is responsible for unlocking the buildings
in the morning, when he checks that escape routes are not obstructed and for reporting defects
Testing all fire alarms weekly (and recording all tests and defects), this is the responsibility of the
Estates Manager, who also arranges for an ISO9001 certified/BAFE approved contractor to carry out:
o 3-monthly checks of fire emergency lighting
o 3-monthly professional checks on fire detection and warning equipment
o An annual service of alarms, smoke detectors, emergency lights, smoke control systems and
fire extinguishers and hoses and in addition, monthly internal checks of doors and automatic
door closures
Records of all tests are kept in the Estates Manager’s office
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•
•

Fire Safety Packs showing a zonal plan of the site are positioned adjacent to Main Building fire panel
The main and Home Economics kitchens, and science laboratories are fitted with automatic gas shutoff valves which activate when the fire alarms sound

Equipment Testing and Maintenance
All fire prevention and detection equipment is maintained and tested regularly in accordance with British
Standards and Fire Regulations. Records are kept by the Estates Manager in the Maintenance Fire Safety
Log.
Electrical Safety
•
•
•
•

The School has current electrical test certificates for all its buildings, it uses NICEIC qualified Electrical
Engineers to inspect and maintain its electrical installations
Regular portable appliance testing takes place by qualified third-party contractors
Records of all tests are kept in the Estates Manager’s office
The Catering Manager checks that all kitchen equipment is switched off at the end of the day

Lightning Protection
• All lightning protection and earthing conforms to BS 6651-1999, it is tested regularly by a specialist
contractor, records of all tests are kept in the Estates Manager’s office
Gas Safety
•
•
•

All gas appliances (boilers, kitchen equipment etc) are regularly maintained and serviced by Gas Safe
Registered Engineers, records of all tests are kept in the Estates Manager’s office
All kitchen equipment is switched off at the end of service
All laboratories are checked daily to ensure that the central gas supply is turned off

Safe storage (reference Control of Substances Hazardous to Health (CoSHH Policy))
The Estates Manager will ensure that the Fire Service is provided with up-to-date locations of CoSHH
substances that are stored in the school. It is the responsibility of Heads of Department to ensure that all
flammable CoSHH materials used by the departments are locked in purpose-made, flame-proof containers at
the end of every day.
Monitoring
Monitoring fire safety arrangements will be carried out by the Deputy Head and DFO, with assistance from the
Estates Manager and Health and Safety Manager.
Six monthly fire checks will be made by the Health and Safety Manager and Estates Manager where
appropriate, covering means of escape, internal fire doors, fire alarm call points, fire alarm detectors and
sounders, firefighting appliances, emergency lighting, staff training and fire drills, housekeeping, heating
appliances, security, electrical hazards, fire administration and contractors.
The status of the School’s fire safety arrangements will be reported to the Board of Governors on a termly
basis.
6. AUDIT AND REVIEW
Audits are carried out by the Oxfordshire County Council Fire and Rescue Service at their request.
The Fire Safety Policy is reviewed annually, or sooner if circumstances change. The Fire Risk Assessment is
reviewed by the Estates Manager and the Health and Safety Manager every six months. An appropriately
qualified fire consultant undertakes a full Fire Risk Assessment every three years.
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7. FIRE RISK ASSESSMENT (FRA)
The School’s Fire Risk Assessment meets the requirements of the Regulatory Reform (Fire Safety) Order
2005 (the FSO). Specifically, it identifies:
•
•
•
•
•

The hazard
The people at risk
The measures to evaluate, remove, reduce and protect from the risk
The measures needed to record, plan, inform, instruct and train people in risk reduction or removal
The arrangements for reviewing the assessment

HSE checklists are used for classrooms, meeting rooms and offices; but individual ones are prepared for
specialist areas such as, kitchens, laboratories and workshops.
The fire risk assessment is prepared by an external technically competent person which is updated every 3
years, more frequently if significant changes are made to the interior of buildings, or new buildings are bought
or added.
8. Recommended school action for large gatherings:
•

•

•

Chapel:
o When using candles in the Chapel, no more than 100 persons may occupy the space
o When more than 100 persons occupy the space, a separate risk assessment prepared by the
external technically competent person will be used.
YPH:
o During performances, the maximum occupancy is 320. The wings will house sets and props
o During maximum occupancy of 600+, it is the responsibility of Estates to clear the wings before
the event.
Sports Hall:
o During Prizegiving a temporary fire exit will be provided and members of the ERT will be present

9. GOVERNOR SCRUTINY
This policy is reviewed by the Governor with responsibility for Health & Safety on behalf of the Risk and
Compliance Committee.
10. POLICY REVIEW DATE AND SIGNATORIES

Policy last reviewed…………………………………………………………………Lent 2022
Next review due……………………………………………………………………..Lent 2023
Policy Reviewed by…………………………………………………………………Governing Body
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Appendix 1.0
School Day Emergency Evacuation - Responsibilities
Teaching staff lead class to assembly area
Head / Deputy Head take reports of roll calls
Emergency Response Team checks fire panel and advises Head
Bursary staff advises Call Centre
Specific Areas of Responsibility
• The Emergency Response Team (ERT) comprising the DFO, Estates Manager, Caretaker,
Facilities Assistant, Carpenter (and the Bursary Assistant remaining in Bursary as central
communications point) will check the panel to identify the location of the fire and will establish whether
it is a false alarm. At this point the decision will be made to call the Fire Service. The appropriate
information will be radioed to the Headmistress at the Fire Assembly Point.
• The ERT will move to the location of any student or member of staff with a PEEP who is closest to
the fire and will assist their evacuation.
• General Office Staff will take out registers, megaphone, radio, mobile phone, pen and paper, the
signing in sheets for students, staff and Abingdon boys and the sign in data for visitors.
• The Deputy Head is responsible for checking with the Director of Students for absence reports
which he then relays to the Headmistress.
o The Deputy Head is responsible for checking non-allocated staff.
• The Deputy Head is responsible for checking absence in the following manner:
o The Director of Studies is responsible for registering the Abingdon School students and
reporting absences to the Deputy Head. o The Executive Chef and Domestic Bursar are
responsible for checking their staff and reporting absences to the Deputy Head.
o The Director of Music is responsible for checking visiting musicians and reporting absences
to the Deputy Head.
o The Head of School Administration is responsible for checking administrative, technical
maintenance staff and contractors and reporting absences to the Deputy Head.
o Individual staff are responsible for checking any visitors under their care and reporting
absences to the Deputy Head.
• The Director of Students is responsible for checking absence in the following manner:
o Heads of Year/designated tutors collect registers from the Attendance Administrator and
distribute them to form tutors and support tutors who are responsible for checking their forms
and reporting absences to the Director of Students.
o Section Heads check all tutors and support tutors are present, receive student absence
reports from tutors, confirm these with the Attendance Administrator and report to the
Director of Students.
o The Exams Officer is responsible for checking any students under their responsibility (see
Appendix 1.2) and reporting to the Director of Students
o Health Centre staff are responsible for reporting any students who are unable to re-join
their forms to the Director of Students
• Three marshals will ensure that no-one enters school by the main gate, or the Chapel Car Park:
Main Gate - Deputy DFO
Chapel Car Park - Finance Manager, Financial Accountant
• The PE & Sports Dept are responsible for unlocking the double gates leading to the staff car park
Double Gate - PE and Sports Administrator
• Bursary reception receives the call from the Alarm Call Centre and advises them whether the
situation is a false alarm or a real fire emergency
Backup responsibilities are allocated as follows:
Headmistress - Deputy Head
DFO - Estates Manager
The Deputy Head & Director of Students will deputise for each other, and Heads of Section/Junior
Department as required.

Appendix 1.1
School Day Emergency Evacuation - Procedure for evacuation of students
On discovery of a fire activate the fire alarm at the nearest point and, if possible, telephone the Bursary
giving details of location.
On hearing the loud piercing fire alarm, ALL buildings, with the exception of the Bursary and the New
Sports Hall during public examination sessions, will be evacuated as follows:
• Proceed immediately and in silence to the Fire Assembly point where students line up in
alphabetical order in forms
• Staff are responsible for ensuring absolute silence at all times throughout the process of
evacuation and checking
• Staff should be proactive in ensuring that the students move as quickly as possible, without
running, and use the nearest available exit, where queues are forming, they should direct students to a
suitable alternative
• Staff who are teaching a student with a PEEP should ensure that, if mobility allows, they escort the
student out of the building at the back of the class and take them to the interim Evacuation Point at the
centre of the Quad if the stairwell they are exiting into is closer to this than the main Fire Assembly
point, the EET will assist further onward evacuation from this point and, if there are two nurses in the
Health Centre at the time of the alarm, of the nurses will go to the Interim Evacuation Point with a
wheelchair
• Windows should be closed if this can be achieved quickly and safely
• Doors must be closed after exiting the room
• Do not stop to collect personal belongings
• Do not use the lifts
• On reaching the Fire Assembly Point, Heads of Year collect registers from the Attendance
Administrator and distribute them to form tutors and support tutors who are responsible for checking
their forms and reporting absences to their Section Head
• Form tutors and support tutors remain with their forms, ensuring that silence is maintained
• Once the situation is clear, the Headmistress will issue instruction, either to return to lessons or to
move to a safe site (Sports hall, YPH, Sports Centre) if more time is needed to resolve a problem, in
the latter case, silence must be maintained
• Do not re-enter any building until you are told it is safe to do so by the Headmistress
Fire Assembly Point
Between 0800 and 1730 during term time (Monday to Friday), the Assembly Point is the main Sports Field
adjoining the car park. At other times the Assembly Point is the Chapel Car Park. The Chapel Car Park is
also the assembly point for weekend and evening events and activities. The only deviation from this is for
out of hours events in excess of 150 attendees, in which case, the Assembly Point will revert to the main
Sports Field. Should the buildings overlooking the Sports Field car park be on fire the alternate evacuation
point will be the far side of the sports pitches. Should the buildings overlooking the Chapel car park be on
fire the evacuation point will revert to the Sports Field car park.

Appendix 1.2
Exam Procedure

PROCEDURE IN THE EVENT OF AN ALARM SOUNDING DURING A
PUBLIC, MOCK PUBLIC, L6 or YEAR 10 SCHOOL EXAMINATION
Actions to be taken
A. STOP ALL CANDIDATES FROM WORKING. Instruct all candidates to close/turn over their
papers and put their pens down and note the time.
B. Maintain silence and ensure all candidates remain under exam conditions.
C. Follow location specific instructions below for Sports Hall or Main School.
i. The Chief/Senior Invigilator and Examination Office should turn their
examination radios on.

SPORTS HALL:

ii. If there is no immediate danger, wait for the Examinations Office to make
radio contact with the Estates Manager and to confirm whether the
emergency services have been called.
iii. If the Fire Brigade have not been summoned, wait for the Examinations
Office to provide further instructions.
iv. If the Fire Brigade have been summoned, or there is immediate danger,
follow the Evacuation Procedure from point D.

MAIN SCHOOL:

i. Follow the Evacuation Procedure from point D.

D. Tell all candidates to remain calm. If there is a manageable number of candidates, the
invigilator must collect all examination papers and answer material. Collect the
attendance register(s) (in order to ensure all candidates are present) and escort all
candidates in silence to the assembly point, which is the tennis courts in the lower sports
field. Remind all candidates that they are still under examination conditions and must not
take anything with them.
E. Once at the assembly point, all candidates should line up in silence according to the exam
they are taking. Check the registers to make sure all the candidates are present. Report
any missing students to the Director of Students.
F. The Examinations Office must wait for clearance from the Head and invigilators must wait
for clearance and instruction from the Examinations Office before re-entering any
examination venue.
G. If clearance is given, make a note of how long the interruption lasted. When advised by
Examinations Officer, escort all candidates back into the examination venue(s) and restart
the examination, allowing all candidates the full working time set for the examination.
H. Make a full report of the incident/action taken and if appropriate, send to the relevant
awarding body.
Internal School Examinations in Years 7, 8 and 9 will follow the normal school procedure.

Appendix 1.3
School Day Emergency Evacuation - Reporting Lines

Appendix 1.4
School Day Emergency Evacuation – High Risk Times:
0800 – 0840; 1615 – 1730
Specific Areas of Responsibility
1. The Emergency Response Team will check the panel to identify the location of the fire and will
establish whether it is a false alarm. If the location is within the Science Centre, advice will be sought from
the Head of Department, where possible, before the team enters the area. At this point the decision will be
made to call the Fire Service. The appropriate information will be radioed to the most senior member of staff
at the Fire Assembly Point.
2. General office staff will take out the visitors book, megaphone and radio. After school they should
also bring the school torches and the After School Weekly Activities List.
3. Staff on site will be responsible for ushering students out of the buildings as they evacuate to the
Lower Sports Field. They should follow the procedure in Appendix 1.1 with the exception that registers will
not be taken at the muster point. Particular care should be taken helping to ensure the safe passage of
students across the pick-up and drop-off point as vehicles on site are asked to depart.
4. Bursary reception receives the call from the Alarm Call Centre and advises them whether the
situation is a false alarm or a real fire emergency.
Arrangements for 0800 – 0840
1. Marshals positioned at the main gate and entrance to the Chapel car park will ensure that no traffic
enters the school site other than school buses. Arriving staff will be directed to park at Wantage House
and then muster at the evacuation point. students will remain on buses and will be held until given further
instruction on alarm status. Should a full evacuation be necessary, the buses will be directed to Abingdon
School Coach Park and staff will be sent to supervise as appropriate.
Main Gate - Operations Manager
Chapel Car Park - Executive Chef
2. If alarm is confirmed as a false alarm, senior staff will ask all drivers in vehicles to remain stationary
until the evacuation is concluded and all persons have left the muster point. However, where there is a
confirmed fire in school vehicle occupants will be asked to leave their vehicles and join other persons at
the muster point.
Arrangements for 1615 – 1730
1. Marshals positioned at the main gate and entrance to the Chapel car park will ensure that no traffic
enters the school site. Buses be held pending confirmation of alarm status. n the event of a full evacuation
buses will be directed to park at Abingdon School coach park.
Main Gate - School Administrative Officer
Chapel Car Park - Bursary Assistant
2. If alarm is confirmed as a false alarm, senior staff will ask all drivers in vehicles to remain stationary until
the evacuation is concluded and all persons have left the muster point. However, where there is a confirmed fire
in school vehicle occupants will be asked to leave their vehicles and join other persons at the muster point
3. All staff on site should muster at the Assembly Point.

Appendix 1.5
School Day Emergency Evacuation - Emergency Response Team (ERT)
Director of Finance & Operations (DFO), Estates Manager, Caretaker, Facilities Assistant, Carpenter (and
Bursary Assistant remaining in Bursary as central communications point)
DFO / Estates Manager
•

Check nearest fire panel to identify alarm area

• If location is within Science Department, seek Head of Department advice before entering the area,
additional safety measures may need to be taken
•

Direct caretakers to alarm area for checking

•

Assist persons with a PEEP at refuge points

•

Inform Head / Deputy Head at Assembly area

•

Report back to Bursary & Assembly area re status of alarm

•

DFO meets Fire Service at front door and brief

•

Reset fire panel

• Hold timetable details of students with PEEPs so that the ERT may be dispatched to the student at
greater risk from any fire first
Health and Safety manager
•

Identify if subjects of PEEP are in school

Bursary Assistant
• Remains in the Bursary to take the call from the fire monitoring service and confirms whether assistance
from the fire service is required
•

Pass relevant information to ERT as required

Appendix 2.0
School Day Emergency Evacuation - Alarmed buildings
MAIN BUILDING
JEAN DUFFIELD BUILDING & LIBRARY
SPORTS CENTRE
HAYWARD HOUSE
6TH FORM CENTRE
SCIENCE CENTRE
BURSARY
ESTATES
3D BUILDING
CHURCH FARM PAVILLION
Alarms in these buildings automatically connect to the emergency call-centre.
If you suspect a fire
•
•

•
•
•
•

Raise the alarm by breaking the nearest break glass point
Evacuate everybody to the Assembly Point.
Sports field adjoining lower car park 0800 – 1730 Monday to Friday Term time
Chapel car park at other times. Note that for Church Farm Pavilion the assembly point is
on the A34 side of the sports pitches
DO NOT stop to collect personal belongings
DO NOT use the lift
DO NOT run if possible
DO NOT return to the building until you are told it is safe to do so.

If you hear the fire alarm:
•
•
•
•
•
•

Evacuate the building by the nearest exit and go to the Assembly Point
Close doors and windows behind you if possible
DO NOT stop to collect personal belongings
DO NOT use the lift
DO NOT run if possible
DO NOT return to the building until you are told it is safe to do so.

Hayward House Instructions to Staff on detecting leaking gas
•
•
•
•

Operate the emergency gas shut off valve on wall behind sole gas cooker.
Open windows but do not switch electrical items on or off, including lights.
Evacuate Hayward House then contact the school office & Estates and ask for the National Grid to
be contacted.
Estates to turn off incoming gas valve in D of E Office.

Appendix 2.1
School Day Emergency Evacuation - Non-alarmed buildings
Grounds Building
If you suspect a fire:
•
•
•
•
•
•
•
•

Shout ‘Fire, Fire’
Evacuate everybody inside to the Assembly Point on the sports field lower car park
Use a phone to dial (9)999 to summon the Fire Service, do not assume anyone else has done this
Call the main school office and the Bursary to notify them of the fire
Attempt to tackle the fire if you have been trained and it is safe to do so
DO NOT stop to collect personal belongings
DO NOT return to the building until you are told it is safe to do so
Reception are to call PE, and the PE Administrator will
o Immediately ensure that no further students or staff go outside to the sports pitches
o Notify staff outside that they and their students are to return immediately to the PE
Department using the crossing across the car park which is adjacent to the bin compound,
They are then to cross the bridge into the staff car park and enter the PE department via the
metal gate or door off the staff car park
o Once inside, staff are to carry out a head count and ensure that all students are accounted
For, they are to report to the PE Administrator
o Notify the Bursary that all PE staff and students have been accounted for and are safe
within the PE buildings
• The Emergency Evacuation Team will deploy to the sports field lower car park, members will be
tasked with:
o
o

Managing the main gate.
Managing the bridges

If you hear the fire alarm sounding in the main school buildings:
•
•
•
•
•
•

Evacuate everybody to the Assembly Point
Close doors and windows behind you if possible
Make equipment safe as you leave
DO NOT stop to collect personal belonging
DO NOT run if possible
DO NOT return to the building until you are told it is safe to do so

Appendix 2.2
School Day Emergency Evacuation – Bursary Evacuation Procedure
Instructions to staff on discovering a fire:
• If you discover a fire in the Bursary, raise the alarm
• Tackle the fire with fire extinguishers if this will not endanger you and you have been suitably
trained
• Station a marshal at the entrance to the Chapel car park to restrict access to all vehicles except
the emergency services, evacuate to the Assembly Point outside the workshop closing doors and
windows behind you, take school radios and Response Pack if it is safe to retrieve them when leaving
Instructions to Bursary Staff on hearing the School fire alarm
• Check there is no fire in the Bursary
• Remain in your office and be prepared to assist with communications.
• Keep telephone lines clear and make sure radios are available, switched to ‘Talk’ If it is not a false
alarm you will be asked over the radio to account for all Bursary staff
Location of Emergency Equipment
First Aid Kit – in the Kitchen
Fire Extinguisher (Water) – Beside back door
Fire Extinguisher (CO2) – Beside back door and in kitchen
Fire Extinguisher (Foam) – At top of stairs
Water – Stopcock low in corner of kitchen
Electricity – Switch in wooden cupboard high on wall of Deputy Bursar’s office

Appendix 3.0

Visitor’s Safety Instructions
Term time and within Office Hours
Welcome to St Helen and St Katharine. The following information is provided for your guidance
and safety during your visit to our school.
1. All visitors must report to Reception immediately on arrival to sign-in and receive a visitor badge.
This badge must be worn throughout your stay. You should always stay with your host.

2. Smoking is strictly prohibited in the buildings and grounds of this school.

3. If you hear the fire alarm, stay with your host or report to the nearest member of staff.
If you are alone, exit the building immediately and go to the Assembly Point. Follow the signs
and please observe the school’s silence policy during emergency evacuations and at the
Assembly Point.
If you discover a fire activate the fire alarm system by using the break glass point if there is one
nearby or notify Reception by dialling 0. Evacuate to the Assembly Point.
An outline map of the school and the Assembly Points is on the reverse of this notice.
4. A maximum speed limit of 5 mph operates on the premises and must be observed at all times.

We hope you find your visit enjoyable and thank you in advance for your co-operation.

Assembly Point
Term Time 0800 – 1730
and out of hours events
in excess of 150 in
attendance
Lower sports field and
adjoining car park

MAIN
ENTRANCE

Assembly Point
Out of school
hours
Chapel Car Park

Appendix 4.0

Visitor’s Safety Instructions
Out of Term Time
Welcome to St Helen and St Katharine. The following information is provided for your guidance
and safety during your visit to our school.
1. All visitors must report to Reception or their host immediately on arrival to sign-in and receive a
visitor badge. This badge must be worn throughout your stay.

2. Smoking is strictly prohibited in the buildings and grounds of this school.

3. If you hear the fire alarm, stay with your host or report to the nearest member of staff.
If you are alone, exit the building immediately following the signs and go to Assembly Point.
If you discover a fire and there is no-one on Reception ring (9)999 and activate the alarm to alert
any others in the building by using the break glass point if there is one nearby.
An outline map of the school and the Assembly Points is on the reverse of this notice.
4. A maximum speed limit of 5 mph operates on the premises and must be observed at all times.

We hope you find your visit enjoyable and thank you in advance for your co-operation.

Assembly Point
Term Time 0800 – 1730
and out of hours events
in excess of 150 in
attendance
Lower sports field and
adjoining car park

MAIN
ENTRANCE

Assembly Point
Out of school
hours
Chapel Car Park

Appendix 5.0

Emergency Arrangements for Contractors

What You Must Know in Advance
1. You must sign in at Reception upon your arrival and sign out on your departure.
2. You must wear your badge.
3.. Break-glass points and smoke detectors activate fire alarms in the Yolande Paterson
Hall, 6th Form, Jean Duffield Building, Hayward House, Sports Centre, Science Centre,
Main School, 3D, Estates and Bursary (continuous siren).
4. Know where to find your nearest break-glass point, fire extinguishers (water and
CO2), telephone, first aid kit and Assembly Point.
5. Term time (0800 – 1730) the Assembly Point is the sports field adjoining the lower car
park. Out of term time and evenings the Assembly Point is in the Chapel car park (see
plan overleaf),
If You Hear the Fire Alarm
1. Evacuate to the Assembly Point, closing doors and windows behind you.
2. Make equipment safe as you leave but do not stop to collect personal belongings.
If You Discover a Fire
1. Raise the alarm, using a red Call point.
2. Tackle the fire with an extinguisher if you have been suitably trained and this will not
endanger you.
3. Evacuate to the Assembly Point, closing doors and windows behind you.
4. If the fire is not extinguished, use the nearest telephone to dial 999 (9999 from a school
telephone). Summon the Fire Services. Do not assume anyone else has dialled 999.
5. If the main school alarm has not been activated, inform the school office (dial 0) of the
fire. If in the evening, contact the Evening Porter on 07454 841141.
6. Prior to commencing any work that has the potential of disturbing asbestos you must
check the School’s Asbestos register available from the Estates Manager. Be vigilant at
all times to the possibility of unidentified asbestos and do not proceed if you have any
doubt.
If someone is Injured
1. If the person is unconscious or has difficulty breathing, dial 999 (9999 from a school
telephone) and summon an ambulance.
2. Inform the school office (dial 0), who will contact the nurse if on duty. If in the evening,
contact the Evening Porter on 07454 841141.
3. If you are trained, give first aid until help arrives.

Assembly Point
Term Time 0800 – 1730
and out of hours events
in excess of 150 in
attendance
Lower sports field and
adjoining car park

MAIN
ENTRANCE

Assembly Point
Out of school
hours
Chapel Car Park

Appendix 5.0

Emergency Arrangements for Governors

What You Must Know in Advance
1. You must sign in at Reception upon your arrival and sign out on your departure.
2. You must wear your badge.
3. Break-glass points and smoke detectors activate fire alarms in the Yolande Paterson Hall, 6th
Form, Jean Duffield Building, Hayward House, Sports Centre, Science Centre, Main School,
3D, Estates and Bursary (continuous siren).
4. Know where to find your nearest break-glass point, fire extinguishers (water and CO2),
telephone, first aid kit and Assembly Point.
5. Term time (0800 – 1730) the Assembly Point is the sports field adjoining the lower car park.
Out of term time and evenings the Assembly Point is in the Chapel car park (see plan
overleaf), unless a large event in excess of 150 people is running, in which case the Assembly
Point reverts to the sports field adjoining the lower car park.
6. If attending a meeting or an event in the evening or at a weekend, please ensure you stay
within the area being used for the event.
If You Hear the Fire Alarm
1.
2.

Evacuate to the Assembly Point, closing doors and windows behind you.
Make equipment safe as you leave but do not stop to collect personal belongings.

If You Discover a Fire
1. Raise the alarm, using red call points.
2. Tackle the fire with an extinguisher if this will not endanger you and you have been suitably
trained.
3. Evacuate to the Assembly Point, closing doors and windows behind you.
4. If the fire is not extinguished, use the nearest telephone to dial 999 (9999 from a school
telephone) and summon the Fire Services. Do not assume anyone else has dialled 999.
5. If the main school alarm has not been activated, inform the school office (dial 0) of the fire. If in
the evening, contact the Evening Porter on 07454 841141.

Assembly Point
Term Time 0800 – 1730
and out of hours events
in excess of 150 in
attendance
Lower sports field and
adjoining car park

MAIN
ENTRANCE

Assembly Point
Out of school
hours
Chapel Car Park

Emergency evacuation procedure for external hirers
What You Must Know in Advance:
1. You must sign in with your organisation upon your arrival and sign out on your departure.
2. Break-glass points and smoke detectors activate fire alarms in all school buildings used for
external lets (continuous siren).
3. Know where to find your nearest break-glass point, fire extinguishers (water and CO2),
first aid kit and Assembly Point.
4. The Chapel Car Park is the assembly point for holiday, weekend and evening events and
activities. The only deviation from this is for out of hours events in excess of 150 attendees, in
which case, the Assembly Point will revert to the main Sports Field. Should the buildings
overlooking the Sports Field car park be on fire the alternate evacuation point will be the far
side of the sports pitches. Should the buildings overlooking the Chapel car park be on fire the
evacuation point will revert to the Sports Field car park (see plan overleaf).
If you suspect a fire:
•

Raise the alarm by breaking the nearest break glass point
• Evacuate everybody to the Assembly Point immediately, which is the Chapel car park if
less than 50 people in total, otherwise the assembly area is on the Sports Pitch Car Park. DO
NOT stop to collect personal belongings
• DO NOT use the lift
• DO NOT run if possible
• DO NOT return to the building until you are told it is safe to do so.
• Ring (9) 999 to ensure the fire service is notified

If you hear the fire alarm:
•
•
•
•
•
•
•

Evacuate the building by the nearest exit and go to the Assembly Point
Close doors and windows behind you if possible
DO NOT stop to collect personal belongings
DO NOT use the lift
DO NOT run if possible
DO NOT return to the building until you are told it is safe to do so.
Ring (9) 999 to ensure the fire service is notified

Then:
•
Meet Emergency Services at Main School Front Drive and direct them to the fire
• The Emergency Services will alert the Caretakers or Estates Manager of the emergency

•

Do not re-enter until authorised by the Fire Service

Assembly Point
Term Time 0800 – 1730
and out of hours events
in excess of 150 in
attendance
Lower sports field and
adjoining car park

MAIN
ENTRANCE

Assembly Point
Out of school
hours
Chapel Car Park

