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Appendix 6 
 

 
 

SAINT CHRISTINA’S SCHOOL 

 
 
 

Fire Procedures 
 

This Policy is publicly available on the School website and on request a copy may be obtained from the School 
Office. 
 
Applies to all: 

 the whole school including the Early Years Foundation Stage (EYFS), out of school care, the after/before school 
clubs, the holiday club and all other activities provided by the school, inclusive of those outside of the normal 
school hours; 

 all staff (teaching and support staff), students on placement, the Trustees, Governors and volunteers working 
in the school.  

 
Legal Status: 

 Regulatory Requirements, Part 3, Paragraph 13 of the Independent School Standards (England) Regulations 
2010, as amended 2013 

 Regulatory Reform (Fire Safety) Order 2005 

 The Management of Health and Safety at Work Regulations 1999 

 The Fire Precautions (Workplace) Regulations 1997 (as amended 1999) 

 The Health and Safety at Work Act 1974 

 The Fire Precautions Act 1971 
 

Monitoring and Review: 
This policy will be subject to continuous monitoring, refinement and audit by the Headteacher.  The Governors 
will undertake an annual review of this policy and of the efficiency with which the related duties have been 
discharged, by no later than March 2019 or earlier if changes in legislation, regulatory requirements or best 
practice guidelines so require. All staff will be informed of the updated/reviewed policy and it is made available to 
them in either a hard copy or electronic format. 

 
Signed: J. Finlayson                                               Date: March 2018 

Jenny Finlayson 
Headteacher 
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Equality Statement 
At Saint Christina’s School we are committed to ensuring equality of education and opportunity for all pupils, 
staff, parents and carers receiving services from the School, irrespective of race, gender, special educational 
needs, disability, religion or socio-economic background. We aim to develop a culture of inclusion and diversity in 
which all those connected with the School feel proud of their identity and able to participate fully in School life. 

 
Part 1: Fire Safety 
Introduction 
Our priority is to minimise the risk to life and to reduce injury by maintaining the physical fire safety of the School, 
in ensuring that staff, pupils and visitors do not add to the fire risk and through safe evacuation of our buildings if 
a fire breaks out.  The fire safety policy, procedures and risk assessments at Saint Christina’s School are designed 
to help our community to respond calmly and effectively in the event that fire breaks out in one of our buildings.  

 
Role of the School Fire Safety Manager 
The Bursar is the designated School Fire Safety Manager, who is responsible for ensuring that: 

 The fire safety policy is kept under regular review by the SLT. 

 The fire safety policy is promulgated to the entire School community. 

 Everyone in the School (including visitors and contractors) are given clear written instructions on where they 
should go in the event of fire. 

 Fire induction training is given to new staff and they are made aware of the fire exits and meeting point. 

 Procedures and arrangements for emergency evacuation are regularly tested and lessons absorbed. 

 Fire risk assessments are regularly reviewed and updated. 

 Fire prevention measures are meticulously followed. 

 Fire procedures and risk assessments are reviewed on each occasion that a building is altered. 

 Records are kept of all fire practices. 

 Certificates for the installation and maintenance of fire-fighting systems and equipment are kept. 

 
Emergency Evacuation Notice 
All new staff and pupils, all contractors and visitors are shown the notice attached as Appendix A. this is also on 
display in all rooms in the School: 

 
Part Two: Fire Safety Procedures 
 
Briefing New Staff and Pupils 
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All our new staff (teaching and non-teaching alike) and all new pupils, including EYFS pupils, are given a briefing 
on the School’s emergency evacuation procedures on their first day at School. We show them where the 
emergency exits and escape routes are located, and walk with them to the outside assembly point.  Fire action 
notices are displayed on the walls of all rooms and in all corridors, and we make certain that everyone knows 
what they look like, and where they should go on hearing the fire alarm.  All new staff are shown how to activate 
the fire alarms if they see or smell a fire.   
 
The safe evacuation of everyone - staff and pupils alike, is our priority.  Protecting property comes second. No one 
should attempt to fight a fire at the expense of their own, or anyone else’s safety.  We provide fire awareness 
INSET training, including the basic use of fire extinguishers, to all staff at regular intervals.  No one should attempt 
to use a fire extinguisher before he or she has been trained in its use.  

 
Summoning the Fire Brigade  
The School Office is manned between 8.00am and 5.00pm during weekdays (in term-time) and between 9.00am 
and 5.00pm during half terms and holidays. The master panel that shows the location of all the alarm call points 
on the networked alarm system in the School buildings is physically located in the School entrance foyer.  The 
School Office is usually given advance warning of fire practices.  If the alarm goes off for any other reason, the 
Office staff have standing instructions to summon the Fire and Emergency Service at once.   
 
The Site manager is on duty or on call 24 hours a day, 7 days a week, and 365 days a year, including public 
holidays.  He, and the Sisters who live in the adjacent Convent which has a common fire alarm system, have 
standing instructions to summon the Fire and Emergency Services if the alarms go off outside the hours that the 
School Office is staffed, (unless warned of a planned fire practice). 

 
Visitors and Contractors 
All  visitors and contractors are required to sign in at Reception, using the electronic system where they are issued 
with a visitor’s badge, which should be worn at all times that they are on School property.  They are made aware 
of the emergency evacuation notice (see above) and are shown the way to the assembly point. 
 
When large numbers of visitors are at the School for open days, plays, concerts, exhibitions etc a brief 
announcement is made advising them of the location of the emergency exits that they should use in the event of 
the alarms sounding. 

 
Disabled Staff, Pupils & Visitors 
We have a special one to one induction on fire safety for disabled pupils and their carers and for any disabled 
members of staff or visitors.  Any special arrangements for evacuation are discussed and agreed with all 
concerned. 

 
Responsibilities of Teaching Staff 
Teaching staff are responsible for escorting their pupils safely out of the building in silence and in an orderly 
fashion.  They are responsible for conducting a head count and 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 
immediately to the Bursar/Headteacher.  
 

Responsibilities of Office Staff 
 
The office staff print out a daily register and a fire register of any children/ absent daily and a staff register and 
this list is taken to the playground on the day of a fire/practice.  
It is the responsibility of the Bursar to ensure that this information is passed to the Fire and Emergency service as 
soon as they arrive. 
 

On no account should anyone return to a burning building. 
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Responsibilities of Fire Marshalls 
We have at least one Fire Marshal on every floor – see Fire evacuation notice.  Fire Marshals are all the generally 
members of the teaching staff. All Fire Marshals are “competent persons” who have been trained to provide 
“safety assistance” in the event of a fire.  Fire Marshals receive regular refresher training. 

 
 
Fire Practices  
We hold two fire practices every term.    This combined with a programme of inducting new staff and pupils with 
emergency escape procedures and the presence of Fire Marshals in every part of the building helps to ensure that 
the School can be safely evacuated in the event of a fire. 

 
Fire Prevention Measures  
We have the following fire prevention measures in place: 
 
Escape Routes and Emergency Exits 
 
 There are at least two escape routes from every part of  all buildings 

 Fire notices and evacuation signs are displayed in every room, corridor and stairwell. 

 Fire extinguishers (of the appropriate type), smoke/heat detectors, are located in every building in accordance 
with the recommendations of our professional advisors.  They can be manually activated by breaking a glass 
panel, and are automatically activated when smoke/heat builds up.  

 Automatic door closures that are activated by the fire alarms are fitted on doors in or leading onto escape 
routes. 

 The master panel for the alarm system is located in the School entrance lobby and shows the location of a fire.  
It is fitted with an uninterrupted power supply (UPS) 

 Alarms sound in all parts of the building and adjoining Convent.  

 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 that any problems are noted. 

 Testing all fire alarms weekly (and recording all tests and defects). This is the responsibility of the Bursar, who 
also arranges for:   
o At least monthly checks of fire doors, automatic door closures, 
o Regular professional check on fire detection and warning equipment, 
o An annual service of alarms, smoke detectors, fire extinguishers. 

 Records of all tests are kept in the Bursar’s office. 

 The kitchen is fitted with a smoke/heat detector, and shutter doors that are closed when the kitchen is not in 
use. 

 
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 - records of all tests are kept in the Bursar’s office. 

 The Site Manager checks that all equipment is switched off at the end of the School day. 

 The Catering Manager checks that all kitchen equipment is switched off at the end of the day. 

 
Gas Safety 
All gas appliances (boilers and water heater) are regularly maintained and serviced by Gas Safe Registered 
Engineers.  Records of all tests are kept in the Bursar’s office. 

 

Safe Storage 
We ensure that flammable materials used in teaching or maintenance are locked in purpose-made, flame-proof 
containers at the end of every day.  
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Rubbish and Combustible Materials 
 Flammable rubbish is stored away from buildings in the rubbish compound. 

 Combustible materials used in teaching, catering, maintenance, grounds and caretaking are stored in flame 
proof cupboards 

 
 
Letting or Hiring the School 
The Site Manager is always on duty or call when the School is let or hired for an outside function or event. 

 
Part Three: Fire Risk Assessment 
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 
 
The School had a professional fire risk assessment in 2008, which was used to draw up the later revisions. The 
Bursar has been trained in fire risk assessments and has conducted a risk assessment of the School. She will 
update the document every year, more frequently if significant changes are made to the interior of buildings, or 
new buildings are bought or added.  
 
Copies of the School’s fire risk assessments are on the School’s network for all staff to read, together with this 
document.  Any comments or suggestions for improvement are always welcome.  All staff should ensure that they 
read the sections that are relevant to them. 
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Appendix A 

 

SAINT CHRISTINA’S SCHOOL 

 

FIRE EVACUATION PLAN 

 
 On discovering a fire, operate the nearest break glass call point. 

 The site manager will dial 999 giving all known information to the operator. 

 Evacuate the building by the nearest available escape route, ensuring all children 

under your responsibility have left the building.  

 Assemble in the playground. This may necessitate using an alternative route if the 

rear gate is not available.  

 The Headteacher or her deputy will be responsible for overseeing evacuations. 

 Class teachers are to check all their children against the class register and report to 

the Headteacher that all are present. 

 The site manager or deputy Headteacher will liaise with the fire service on their 

arrival. 

 Do not re-enter the building until instructed by the Headteacher. 

 Usual access/egress routes may be affected by any fire and it is therefore essential 

that all staff are fully aware of all alternative routes from the premises. 

 The office staff will carry out a register of adults on site. 

 
 

 

 

 

 

 

 

NURSERY, RECEPTION RP EXIT THROUGH CLASSROOMS  

 

Fire Wardens – these people are to ‘sweep’ the floor if they are situated on the named floor and are not 

leading a class at the time of the alarm.  

 

‘Sweep’ – to check that nobody is present once the children have vacated onto the staircase. 

FLOOR STAIR CASE 2 STAIR CASE 1 FIRE WARDENS 

THIRD FLOOR  MUSIC, YEAR 3 YEAR 4 JR, KAB, LA, LP 

SECOND FLOOR  YEAR 6  YEAR 1, 
LIBRARY 

FF, DB, RL, AK 

FIRST FLOOR YEAR 2, SCIENCE YEAR 5, ICT PF, VV, LS, CD 

GROUND FLOOR  RECEPTION AE, HALL  JF, JR, SH & SC 


