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Policy Statement

Kirkham Grammar School is committed to ensuring the safety and wellbeing of all pupils, employees, governors, contractors, visitors and members of the wider school community.

School recognises its legal duty to prevent fire, minimise fire risks, protect life and property, and maintain effective emergency arrangements. Through a culture of vigilance, prevention and preparedness, School seeks to ensure that all persons on site understand their responsibilities and can respond effectively in the event of fire or other emergency. 

Purpose

This policy aims to:
Protect life through effective fire prevention measures.
Ensure the safe evacuation of all persons from school premises.
Minimise the risk of injury, loss of life and property damage.
Ensure compliance with fire safety legislation and guidance.
Provide clear roles and responsibilities.
Ensure effective cooperation with emergency services.
Promote ongoing monitoring, training and continuous improvement. 

Legislative Framework

School operates in accordance with:
· The Regulatory Reform (Fire Safety) Order 2005.
· Current Home Office guidance for educational establishments.
· Health and Safety legislation.
· Independent School Standards.
· National Minimum Standards for Boarding Schools. 

Scope

This policy applies to:
· All pupils
· All employees
· Volunteers
· Governors
· Contractors
· Visitors
· Hirers of School facilities
· Boarding provision

The Boarding House operates under the principles of this policy whilst maintaining additional procedures reflecting overnight occupancy requirements. 

Core Principles

Safety			Protecting life is our highest priority.
Prevention		Fire risks will be identified and controlled before incidents occur.
Vigilance		Everyone shares responsibility for identifying hazards.
Preparedness		Regular training and drills ensure effective emergency response.
Accountability	Leaders, staff and governors maintain clear oversight of fire safety arrangements.

Fire Safety Management Structure

Senior School

Fire Supervisor
Head
Deputy Fire Supervisor
Assistant Head (Pastoral)
Fire Officer
Facilities Manager
Incident Controller
Head's PA, Senior School
Deputy Incident Controller
School Secretary, Senior School

Junior School

Fire Supervisor
Deputy Head (Academic)
Deputy Fire Supervisor
Assistant Head (Operations) 
Fire Officer
Deputy Head (Pastoral)
Incident Controller
Head's PA, Junior School
Deputy Incident Controller
Receptionist, Junior School


Pre-School and Nursery 

Fire Supervisor
Pre-School Manager
Deputy Fire Supervisor 1
Nursery Lead
Deputy Fire Supervisor 2 
Nominated Pre-School Staff
Incident Controller
Head's PA, Junior School
Deputy Incident Controller
Receptionist, Junior School

Boarding House

Fire Supervisor
Head of Boarding 
Deputy Fire Supervisor
Mr Shalk DeWet  
On- Call Fire Officer (Out-of-School Hours)
Dan Ingram > Arran Hunter > Sam Walmsley > Jo Dinsley
On-Call Deputy Fire Officer (Out-of-School Hours) 
Staff member assigned by Head of Boarding.

The above personnel are responsible for ensuring compliance with fire safety requirements and monitoring implementation of this policy. 

General Roles and Responsibilities

Governing Board
Through school's Health and Safety meetings, Governors will receive updates as follows:
· Monitor compliance with fire safety requirements.
· Receive periodic reports regarding: 
· fire drills;
· incidents;
· false alarms;
· maintenance;
· training;
· fire risk assessments.
· Review fire safety within annual health and safety oversight arrangements.

Fire Supervisor
The Fire Supervisor will:
· Ensure adequate fire safety management arrangements.
· Maintain appropriate staffing and resources.
· Ensure recommendations arising from audits and inspections are actioned.

Fire Officer
The Fire Officer/Deputy Fire Officer* will:
· Coordinate fire safety arrangements.*
· Monitor statutory testing and maintenance.
· Liaise with contractors and emergency services.*
· Manage fire alarm activations* and investigations.
· Maintain fire records.*
· Coordinate evacuation procedures.*

All Staff
All staff must:
· Maintain clear fire escape routes.
· Ensure fire doors are not wedged open.
· Participate in drills and training.
· Report hazards immediately.
· Escort visitors and pupils safely during evacuations.
· Follow all fire safety instructions and signage. 

Please see Appendix C for specific Roles and responsibilities during an Evacuation. 

Fire Risk Assessment

School will ensure that a suitable and sufficient Fire Risk Assessment is undertaken by a competent person; Direct Fire complete the Fire Risk Assessment. The Fire Officer has a record of the Fire Risk Assessment. 

The assessment will be reviewed:
· Annually.
· Following significant building alterations.
· Following significant changes in occupancy or use.
· Following any fire or significant fire-related incident.

Actions arising from Fire Risk Assessments will be recorded, monitored and completed within agreed timescales.

The Fire Supervisor and Fire Officer (Head and Facilitates Manager) will oversee implementation of recommendations arising from the assessment and report significant matters to Governors (via Health and Safety Meetings). 

Fire Prevention Arrangements
School maintains:
· Comprehensive fire risk assessments.
· Fire detection systems.
· Fire alarm systems monitored continuously.
· Emergency lighting.
· Clearly marked escape routes.
· Fire safety signage.
· Fire extinguishers.
· Secure storage of flammable materials.
· Regular waste management procedures.
· Electrical testing programmes.
· Smoke and Vape Free arrangements.
· Visitor and contractor controls. 


Fire Detection, Alarm Systems and Equipment
School will ensure:
· Weekly alarm testing.
· Annual servicing of alarms and associated systems.
· Annual servicing of fire extinguishers.
· Routine inspection of emergency lighting.
· Regular inspection of fire doors.
· Immediate reporting and repair of faults. 

Fire Doors
Fire doors:
· Must not be wedged open.
· Must only be held open using approved release devices.
· Will be inspected regularly.
· Must remain free from obstruction and damage. 
Personal Emergency Evacuation Plans (PEEPs)
A Personal Emergency Evacuation Plan will be developed where required.
This may apply to:
· Staff.
· Pupils.
· Boarders.
· Visitors.
· Persons with temporary injuries.
· Pupils in EYFS.
· Persons with SEND.
· Persons requiring mobility assistance.

PEEPs will be reviewed whenever circumstances change. The following personnel should keep a record of PEEPS: HR, Head of Boarding, Assistant Head (Pastoral), Deputy Head (Pastoral) KGJS, Learning Support, School Nurse, EYFS – Deputy Head (Academic) KGJS.

Boarding House Arrangements
The Head of Boarding will ensure:
· At least one overnight or early morning evacuation drill each term.
· Out-of-School Hours staff are designated the role of On-Call Deputy Fire Officer.
· Familiarity with alarm call points and evacuation routes.
· Appropriate staff supervision.
· Effective implementation of PEEPs.
· Clear access to emergency exits at all times. 

Contractors, Hot Works and Visitors

Contractors
Contractors undertaking activities involving ignition sources will:
· Comply with School permit-to-work arrangements.
· Undertake suitable risk assessments.
· Follow all School fire safety procedures.
A register for those permitted to carry out Hot Works is kept with the Facilities Manager.

Visitors
Visitors will:
· Sign in.
· Receive fire safety information.
· Be escorted where appropriate.
· Comply with all evacuation arrangements. 

Lettings and Out-of-School Hours Activities
Hirers (Edu Lettings) will receive:
· A copy of this policy.
· Emergency contact arrangements for the Fire Officer
· Responsibilities defined within the letting's agreement.

Additional precautions will be considered for the following events with the completion of an Events Form and Risk Assessment:
· Productions.
· Speech Days.
· Open events.
· Examinations.
· Boarding activities.
· Community use of facilities. 

Fire Drills
School will conduct:
· At least one evacuation drill each term.
· Boarding evacuation drills each term.
· Additional drills where required.
All outcomes will be recorded, reviewed and used to improve procedures. 

Training
School will ensure:
· Fire awareness training on induction.
· Annual refresher training.
· Evacuation training through drills.
· Specialist training for designated personnel.
· Additional training where specific risks are identified. 

Fire Incidents, False Alarms and Near Misses
All:
· fires;
· fire alarm activations;
· false alarms;
· near misses;
will be recorded and investigated.

Lessons learned will inform future risk assessments, training and procedures. 

Within 48 hours of an evacuation due to fire alarm activation, the Fire Officer and Fire Supervisor will meet to review protocols and any actions arising will be implemented. 

Additional Information: Prevention and Procedures

Fire Prevention
Kirkham Grammar School is committed to ensuring that the risk of fire across all school premises is reduced so far as is reasonably practicable. Whilst every effort is made to prevent fire, school recognises that incidents can occur and therefore maintains appropriate emergency procedures to safeguard pupils, staff, visitors and property.

School will ensure that:
· Suitable and sufficient Fire Risk Assessments are undertaken and reviewed regularly.
· Appropriate procedures are in place to respond to fire or other fire-related emergencies.
· Means of escape are maintained, clearly signed and kept free from obstruction at all times.
· Fire alarm systems, emergency lighting and fire-fighting equipment are routinely inspected, tested, serviced and maintained in accordance with statutory requirements and manufacturer recommendations.
· Weekly checks of fire safety systems are undertaken by the Site Team.
· Planned fire evacuation drills are undertaken at least once per term and outcomes are recorded, reviewed and used to improve procedures where necessary.

Fire Procedures
The Head has appointed suitably trained and competent personnel to oversee fire safety arrangements, undertake monitoring activities and coordinate emergency procedures throughout School.

A designated Fire Officer has been appointed to support the management and implementation of fire safety arrangements across the school site.

In the event of a fire or suspected fire, the preservation of life shall take precedence over all other considerations.

Any person discovering a fire, smoke or signs of fire must immediately raise the alarm using the nearest available fire alarm call point or other appropriate method. The alarm must be raised without delay, regardless of the apparent size or severity of the incident.

All members of staff are authorised to activate the fire alarm where they reasonably believe there is a risk of fire. No approval or authority from another person is required before doing so.

Staff are not required to attempt to extinguish a fire; however, suitably-trained and designated staff may use appropriate fire-fighting equipment where it is safe and reasonable to do so without placing themselves or others at risk.

Upon hearing the fire alarm:
· All pupils, staff and visitors must evacuate immediately using the nearest safe exit.
· Evacuation must take place calmly, in silence and without unnecessary delay.
· Personal belongings must not be collected.
· Doors should be closed, but not locked, behind occupants where safe to do so.
· Everyone must proceed directly to the designated Fire Assembly Point.
· Registers and absence information will be taken to the assembly point to facilitate an accurate roll call.

Pupils attending music lessons, drama lessons, learning support sessions, assemblies or other activities away from their normal teaching group should proceed directly to the Fire Assembly Point and join their form group.

Pupils participating in PE or Games lessons on the AstroTurf or adjacent playing fields should proceed directly to the designated Fire Assembly Point and await registration.

When using the over bypass playing fields for sports lessons or fixtures during the timetabled week, a register must be taken and communicated to the School Office before departure. 

Fire Drills
Fire drills are conducted at least once per term to ensure that all members of school community are familiar with evacuation procedures and assembly arrangements.

Teaching staff and office staff are responsible for ensuring that an accurate register is available to verify that all pupils have safely evacuated.

School's fire alarm and detection systems include smoke detectors and alarm points positioned strategically throughout the site.

All fire alarm activations, including false alarms and planned drills, are recorded and reviewed. Any lessons learned are used to improve procedures, training and emergency arrangements.

Records of all alarm activations are maintained within the Fire Log Book located adjacent to the fire alarm control panel.

Fire Evacuation Protocol

STAFF

Staff Roles and Responsibilities during an Evacuation: refer to Appendix C

STAFF & PUPILS

When the continuous fire alarm sounds:
· Stop all activity immediately.
· Leave the building by the nearest designated fire exit or evacuation route.
· Doors should be closed, but not locked, behind occupants where safe to do so.
· Walk calmly and silently to the designated Fire Assembly Point.
· Remain silent during registration.
· Do not return to classrooms, offices or boarding accommodation for personal belongings.
· Follow all instructions given by staff, members of the Senior Leadership Team and the Fire Supervisor.

Life safety always takes precedence over property protection. 
At the Assembly Point

STAFF & PUPILS

· Pupils will line up in form groups in alphabetical order.
· Form Tutors are responsible for supervising their form throughout the evacuation process.
· Registers will be collected from the Emergency Roll Call Registers Cabinet (ERCR Cabinet) located at the quad exit of the Waite Building by the Heads of Year and the Assistant Head (Sixth Form).
· Heads of Year will distribute registers to Form Tutors without delay.
· Form Tutors will complete the register promptly, raise their register in the air when complete, and report any missing or unaccounted-for pupils immediately to their Head of Year. 
· Form Tutors must write the forename and surname of any missing pupils in full and in capitals. 
· When personnel location is being verified and cross-referenced, anyone unaccounted for must be circled on the register clearly. 
· Heads of Year will collate attendance information and communicate details of any missing pupils, including the pupil's last known location, to the designated Incident Controller.

AUXILLIARY STAFF (SENIOR SCHOOL)
· Administrative staff will amend daily registers of attendance throughout the day to ensure accuracy. The Visitor list (InVentry) and auxiliary staff list will be printed off to ensure updated accuracy of registers in the event of evacuation. 
· Auxiliary staff & staff not attached to a form will line up in in alphabetical order in three groups. These are listed on three registers with the staff days of attendance detailed. 
· The three groups will be registered by an assigned member of staff.
· SLT will be checked by the Incident Controller on a separate register. 
· HoY will be checked by Assistant Head (Academic).
· The registers will be returned by the assigned staff to the Incident Controller and unaccounted for staff reported on a separate register, including the staff member's last known location if known. 
· Group Leaders must then return to their group line. 
· The Incident Controller will receive a daily staff absence update each morning by 9 am from the Assistant Head (Operations).

AUXILLIARY STAFF (JUNIOR SCHOOL)
· Auxiliary staff in the junior school will be assigned a form to register with the form tutor. Unaccounted for staff will be reported in line with any pupils unaccounted for. 
· The Incident Controller will receive a daily staff absence update each morning by 9 am from the Deputy Head (Academic).

Access for Emergency Services
Senior School
· The designated member of staff (normally the Fire Officer or nominee) will proceed to the Blue Gate adjacent to Main Reception to provide access and guidance for emergency services.

Junior School
· The designated member of staff (normally the Fire Officer or nominee) will proceed to the Blue Gate adjacent to the J4 classrooms to provide access and guidance for emergency services.

Re-Entry
· All pupils, staff and visitors must remain at the Assembly Point in silence until the roll call process has been completed and the all-clear has been given.
· No person may re-enter any building until authorised to do so by the Fire Supervisor or the Deputy Fire Supervisor. All matters will be communicated between the Emergency Services, Fire Office and Fire Supervisor. 

Monitoring and Review
School will maintain records of:
· Fire Risk Assessments.
· Alarm tests.
· Equipment servicing.
· Emergency lighting tests.
· Fire drills.
· Training.
· Incidents and investigations.
· PEEPs.

This policy will be reviewed annually or sooner where changes in legislation, guidance or school operations require amendment. 

References
· Fire Risk Assessments.
· Fire alarm maintenance records.
· Emergency lighting records.
· Fire evacuation records.
· Fire training records.
· Health and Safety Policy (36)
· Boarding policies and procedures. 

Appendices
Appendix A 	Junior, Infant, Pre-School and Nursery Fire Evacuation Specific Location Procedures
Appendix B		Out-of-School Hours - Boarding House Fire Evacuation Procedure
Appendix C 		Staff Roles and Responsibilities during an Evacuation
Appendix D		Fire Assembly Plans and Route Maps
Appendix E		Certificate of Employers' Liability Insurance
Appendix F		Visitor Fire Safety Information
Appendix G 		Public Examinations - Evacuation Procedure
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APPENDIX A

Junior, Infant, Pre-School and Nursery Fire Evacuation Specific Location Procedures
	Room
	Action by the member of staff:

	J4X
	Escort both J4 classes outside to the playground assembly point.  Supervise both J4 classes until teacher arrives.

	J4Y
	Send pupils out with J4X. If safe to do so, check infant toilets/cloakroom, before joining class at the playground assembly point.

	J3X
	Escort both J3 classes outside, via the exit on to the Pre School play area, to the playground assembly point. Be aware of bottle neck. Supervise both J3 classes until teacher arrives.

	J3Y
	Send pupils out with J3X.  Check Junior changing rooms, including shower areas, before joining class at assembly point. Be aware of bottle neck.

	J2
	Send pupils out with J1.  If safe to do so, check library, before joining class at the playground assembly point.

	J1
	Escort both J2 & J1 classes outside to the playground assembly point.  Supervise J2 until teacher arrives.

	I3
	Escort I3 class outside, via the front of the building, to the playground assembly point.

	I2
	Escort I2 class outside, via the front of the building, to the playground assembly point.

	I1 (I1 Playground) 
	Escort pupils straight to assembly point, via I1 playground. (Teaching Assistant to assist with classes to supervise evacuation).

	I1 (Main Playground)  
	Escort pupils straight to assembly point, immediately onto the Main Playground. (Teaching Assistant to assist with classes to supervise evacuation).

	Art, Computing & DT Rooms (upstairs)
	Supervise pupils to fire exit, via the internal staircase. Follow pupils down the internal staircase to the playground assembly point via the Back Door adjacent to the I1 Playground.  Be aware of bottle neck.

	Music Room 
	Superise pupils down the fire escape and lead to the playground assembly point. Be aware of bottle neck.

	Pre-School
	1st Escape Route: Pupils and staff evacuate immediately through front entrance of Pre‑School and assemble on the Pre School ‘outdoor area’ at the front of Pre School. 

Deputy Fire Supervisor 1 to check Pre-School rooms including toilets. Once everyone from Pre-School is accounted for and registered, Deputy Fire Supervisor 2 will relay unaccounted for pupils and staff to the Incident Controller at the main assembly point, on the Main Playground.

In the event of an incident in the vicinity of Pre-School, the Pre-School children should be escorted to the main assembly point on the Main Playground, walking along the front of the Junior School and through the side gate to the Main Playground.  

2nd Escape Route: Escort children outside, via the exit on to the Pre-School rear play area, to the Main Playground assembly point. Be aware of bottle neck.

	Nursery
	Pupils and staff evacuate immediately through front entrance of Pre‑School and assemble on the Pre School 'outdoor area' at the front of Pre School. 
Deputy Fire Supervisor 1 to check Pre-School rooms including toilets. Once everyone from Pre-School is accounted for and registered, Deputy Fire Supervisor 2 will relay unaccounted for pupils and staff to the Incident Controller at the main assembly point, on the Main Playground.

In the event of an incident in the vicinity of Pre-School, the Pre-School children should be escorted to the main assembly point on the Main Playground, walking along the front of the Junior School and through the side gate to the Main Playground.  

	Dining Room
	Duty member of staff to give clear instruction to leave, using both 'double door' exits by splitting the room in half. Exiting through the nearest J2/J4 classroom exit door to the Main Playground.

	Junior & Infant Late Room
	Late Room Supervisor (LRS) to give clear instruction to leave from the J4 door exit to the Main Playground. Evacuate safely onto the field. LRS to take Late Room Register. SLT Member on duty to accompany and check for unaccounted pupils, in addition to communicatiung with the Emergency Services. 

	Co-Curricular 
	Activity Leads to give clear instruction to leave from the nearest exit (following the instructions for the room/area being used) to the Main Playground. Evacuate safely onto the field, via the path along the hedge/edge of playground. Activity lead member of staff to take the register with them. SLT Member on duty to accompany and check the register, reporting any unaccounted for pupils to the Emergency Services.

	Library
	Pupils and staff to depart school via the nearest safe fire exit. This is likely to be the main front door or through one of the classrooms leading on to the Main Playground. 

	Peripatetic Rooms
	Pupils will only be in the music block when accompanied by a peripatetic teacher. Pupils will be escorted out of these rooms and to the assembly point on the Main Playground where they should join their own class.

	Offices
	Depart via the main front door and assemble at the Main Playground assembly point.
Incident Controller or Deputy Incident Controller to collect the key in order to open the pedestrian gate. The key should then be handed to the Fire Officer in order for them to open the vehicle gate in the event of the Emergency Services attending. 
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APPENDIX B

Out-of-School Hours - Boarding House Fire Evacuation Procedure

Fire Safety Responsibilities
The Boarding House operates in accordance with school’s Fire Policy, with additional arrangements reflecting overnight occupancy.

Fire Supervisor: Head of Boarding.
Deputy Fire Supervisor: Shalk DeWet.
On-Call Fire Officer (Out-of- School Hours): Dan Ingram → Arran Hunter → Sam Walmsley → Jo Dinsley, in the order specified in the policy.
On-Call Deputy Fire Officer (Out-of-School Hours): The staff member on night duty (assigned by Head of Boarding).

The Head of Boarding will ensure that duty staff understand their allocated responsibilities and that suitable cover is provided during staff absence. 

Responsibilities for supervising the assembly point, completing roll call and coordinating the response must be clearly allocated before each overnight duty period.

Fire Alarm Outside School Hours

· Upon hearing the fire alarm, all boarders, staff and visitors must stop what they are doing and evacuate immediately. Anyone asleep will be alerted by the fire alarm, will wake and evacuate without delay.

· Leave the building calmly using the nearest safe exit. Do not run or collect personal belongings.

· Close doors where safe to do so, but do not lock them.

· Proceed directly to the designated Fire Assembly Point on the quad. Line up in alphabetical order. 

· Remain silent during registration and await further instructions.

· Duty staff will assist anyone requiring support in accordance with their Personal Emergency Evacuation Plan (PEEP).

At the Assembly Point

· The designated member of duty staff will keep the current boarding roll-call sheet on them at all times, and take it to the quad.

· The designated member of staff will complete roll call promptly, accounting for all boarders, duty staff and visitors present.

· Duty staff must immediately report any missing or unaccounted-for person to the Fire Supervisor or Deputy Fire Supervisor, including their last known location, where available. This information must then be passed to the Fire Officer and attending emergency services.

· All duty staff must communicate relevant attendance information and help resolve discrepancies.

· Boarders must remain together under staff supervision. No person may re-enter the building to search for someone who is missing.

Alarm Investigation and Emergency Response

· The emergency services will be contacted automatically when the alarm is activated.

· The on-call Fire Officers will be contacted in the sequence specified above. The responding Fire Officer will attend the site as soon as possible to check the fire alarm control panel, if safe to do so, and coordinate with the emergency services.

· The Fire Officer or an appropriately trained Deputy Fire Officer will check the fire alarm control panel, where safe to do so, to identify the location of the activation.

· Any investigation must follow school's agreed procedures and must not compromise evacuation, supervision or staff and pupil safety.

· Only authorised, appropriately trained staff may silence or reset the alarm once the cause has been established and it is safe to do so. Silencing the alarm does not authorise re-entry.

· A designated member of staff will provide access and guidance for the emergency services without leaving boarders unsupervised.

Inclement Weather and Electrical Storms

· Every fire alarm activation must be treated as a potential fire, including repeated activations during an electrical storm. Staff must not assume that an alarm has been caused by lightning.

· Boarders must evacuate on each occasion and remain under staff supervision.

· Staff will arrange relocation to a safe shelter as soon as it is safe to do so, maintaining supervision and accounting for everyone following relocation.

· Alternative shelter locations and safe access routes would be determined by the Fire Officer/Deputy in liaison with the Emergency Services. 

Re-Entry
No person may re-enter the affected building until authorised by the Fire Supervisor or Deputy Fire Supervisor, following liaison with the Fire Officer and, where attending, the emergency services.



Recording and Review
All alarm activations, including false alarms, must be recorded in the Fire Log Book. The Fire Officer/Deputy is responsible for recording these activations. 

Records must include any evacuation difficulties, attendance discrepancies and follow-up actions.

Within 48 hours of an evacuation resulting from a fire alarm activation, the Fire Officers and Fire Supervisors will meet to review the response and arrange any necessary improvements, in accordance with this policy.
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APPENDIX C

Staff Roles and Responsibilities during an Evacuation

Fire Officer:	To check fire alarm panel for cause of activation, inspect the area of activation (if safe to do so), liaison with Emergency Services, provide access to the school site as required, and communicate updates with the Fire Supervisor. (Deputy Fire Officer for Boarding will also assume these responsibilities in the absence of the Fire Officer.)

Fire Supervisor:	To oversee the orderly assembly of pupils, staff and visitors in the Fire Assembly Area, providing timely and appropriate communication. Liaison with Fire Officer in relation to updates. To dismiss pupils, staff and visitors once an All Clear has been authorised.

Deputy Fire Supervisor: 	Support orderly assembly of pupils, staff and visitors within the Fire Assembly Area. To take on the role of the Fire Supervisor in the event of their absence. 

Form Tutors:	To ensure that their Form lines up alphabetically in silence at the designated assembly point and registers their Form on the Fire Register, provided by their Head of Year. Form Tutors to raise their hand when the register is complete. 

Heads of Year:	To collect their Year Group Fire Registers from the ERCR Cabinet, issue them to their Form Tutors. The Head of Year will then collect the completed registers from Form Tutors, and subsequently report unaccounted for pupils (returning the completed registers) to the Incident Controller. 

Incident Controller	To issue Auxiliary Staff Registers to three Group Leads. To provide information on unaccounted for pupils and staff to the Fire Officer. In the Junior School, the additional responsibility is for them to collect the key for the blue gate to give to the Fire Officer. (Deputy Incident Controller assumes the role of Incident Controller in their absence.)

Group Leads (Three): 	To register auxiliary staff and visitors, returning register the Incident Controller, and reporting unaccounted for staff and visitors. 

Attendance Officer:	Responsible for directing and registering spectators during sports fixtures to their evacuation assembly point. 

Event Leads:	If evacuation occurs during a large-scale event during the school day or during out-of-School hours, evacuation of visitors would be to the strip of field adjacent to the first team pitch (Senior School) and the field (Junior School). 

The Event Lead is responsible for the designation of roles at these specific times/events; this will be detailed on the Event Forms held by the Senior School Assistant Head (Operations) & the Junior School Deputy Head (Operations).

Head of Sport:	Ensure all sports staff carry out the following: 
When using the over bypass playing fields for sports lessons or fixtures during the timetabled week, a register must be taken and communicated to the School Office before departure. 
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APPENDIX D – to be updated

Fire Assembly Plans and Route Maps

Kirkham Grammar School Senior School Fire Assembly Points
[image: Slide2]

Kirkham Grammar School Junior School Fire Assembly Points
[image: Slide1]
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Appendix F

Visitor Fire Safety Information

Please read the following information carefully:

If You Discover a Fire
✅ Activate the nearest fire alarm call point immediately.
✅ Inform a member of staff if safe to do so. 

When the Fire Alarm Sounds
✅ If inside, leave the building immediately using the nearest safe exit.
✅ Do not stop to collect personal belongings.
✅ Walk calmly and quietly. Do not run.
✅ Close doors behind you if safe to do so, but do not lock.
✅ Follow staff instructions at all times. 

Fire Assembly Point
✅ Proceed directly to the designated Fire Assembly Point.
Senior School: playing field spectator area.
Junior School: playing field.

✅ Remain with the KGS Event Lead responsible for you.
✅ Stay at the assembly point until instructed otherwise. 

During Roll Call
✅ Remain quiet while registers are taken.
✅ Inform a member of staff immediately if you know someone may be unaccounted for. 

Additional Support
If you require assistance during an evacuation, please inform Reception on arrival so appropriate arrangements can be made.

Appendix G

Public Examinations – Evacuation Procedure

Key staff involved in the policy
Head (Head of Centre/SLT)		
Exams Officer		
[bookmark: _Hlk20226988]Learning Support/SENDCo

This appendix details how KGS deals with an emergency evacuation of the exam room(s) by defining staff roles and responsibilities and confirming the emergency evacuation procedure.

When is an emergency evacuation required?
An emergency evacuation is required where it is unsafe for candidates to remain in the exam room. This might include a fire in the exam room, the fire alarm sounding to warn of fire, bomb alert or other serious threat.

In exceptional situations, where candidates might be severely disadvantaged or distressed by remaining in the exam room, the emergency evacuation procedure may also need to be followed. This might include situations where there is severe disruption in the exam room, serious illness of a candidate or invigilator or similarly serious incidents.

As each incident may be different, advice will be sought from the relevant awarding body as soon as it is safe to do so. (ICE 25.6)

Where candidates are unable to return to the building to complete the examination, the relevant awarding body will be contacted immediately for advice.

Emergency evacuation of an exam room
[bookmark: _Toc449469096][bookmark: _Toc460328859]
Roles and Responsibilities

Head of Centre
· Ensures the emergency evacuation policy for exams is fit for purpose and complies with relevant health and safety regulation 
· Ensures any instructions from relevant local or national agencies are referenced and followed where applicable 
· Ensures any breach of question paper security or malpractice is reported to the awarding body immediately (ICE 25.5)
· Ensures all staff are aware of the policy and procedures to be followed when an emergency evacuation of an exam room is required

Learning Support/SENDCo 
· Ensures appropriate arrangements are in place for the emergency evacuation of any candidate with a PEEP from an exam room, where different procedures or assistance may need to be provided for the candidate
· Ensures the candidate is informed prior to taking their exams of what will happen in the event of an emergency evacuation


Exams Officer
· Ensures invigilators are aware of the emergency evacuation procedures, and how actions following an incident must be recorded
· [bookmark: _Toc443551704]Ensures candidates are briefed in the Invigilators Announcement, prior to exams taking place, on what will happen in the event of an emergency in the exam room
· Provides invigilators with a copy of the emergency evacuation procedure for every exam room; all invigilators must confirm that they have read the Fire Policy
· Provides a standard invigilator announcement for each exam room which includes appropriate instructions for candidates about emergency procedures and what will happen if the fire alarm sounds 
· Provides an Exam Room Incident Log in each exam room
· Liaises with Learning Support/SENDCo and other relevant staff, including Invigilators, prior to each exam where different procedures or assistance may need to be provided for candidates with a PEEP
· Ensures appropriate follow-up is undertaken after an emergency evacuation, reporting the incident to the awarding body and the actions taken
· Ensures a full report of the incident is produced and retained on file if required by an awarding body (ICE 25.4)
· Ensures an online application for special consideration is submitted to the relevant awarding body where candidates have been disadvantaged (ICE 25.7)

Invigilators
· Invigilators must read the Fire Policy and conform to the Exams Officer that they understand the actions to be taken in the event of an evacuation from their exam room 
· Follow the actions required in the emergency evacuation procedure issued to them for every exam room
· Confirm they have understood any PEEPS provided to them
· Record details on the Exam Room Incident Log to support follow-up reporting to the awarding body by the Exams Officer (see below) 

Other relevant centre staff
· Support with the safe emergency evacuation of exam rooms.

Recording details
As soon as practically possible and safe to do so, details should be recorded. Details must include: 
· the actual time of the start of the interruption
· the actions taken
· the actual time the exam(s) resumed
· the actual finishing time(s) of the resumed exam(s)

Further details could include:
· report on candidate behaviour throughout the interruption/evacuation
· a judgement on the impact on candidates after the interruption/evacuation 
· 

Emergency evacuation procedure
Invigilators are trained in this procedure and understand the actions they must take in the event of a fire alarm or a bomb alert or other emergency that leads to an evacuation of the exam room. 

	EMERGENCY EVACUATION PROCEDURE

	Actions to be taken 
(as detailed in current JCQ Instructions for conducting examinations (25. Emergencies)

	Stop the candidates from writing

	Collect the attendance register (to ensure all candidates are present)

	Evacuate the examination room in line with the instructions given by the appropriate authority

	Advise candidates to leave all question papers and scripts in the examination room
Candidates must be advised to close their answer booklet

	Ensure the candidates leave the room in silence

	Ensure candidates are supervised as closely as possible while they are out of the examination room so that there is no discussion about the examination

	Make a note of the time of the interruption and how long it lasted 

	Allow the candidates the remainder of the working time set for the examination once it resumes 

	If there are only a few candidates, consider the possibility of taking the candidates (with question papers and scripts) to another place to finish the examination 

	Make a full report of the incident and of the action taken (to be retained on file if required by an awarding body)

	For on-screen examinations:
· candidates must be closely supervised if an emergency evacuation of the assessment room occurs
· invigilators should refer to any software specific instructions to safeguard the security of the assessment content and candidates' responses (For example, pausing the assessment for all candidates and locking the evacuated assessment room without closing down the software)
· invigilators should understand the procedures for re-starting an assessment after an unplanned break (i.e. an emergency or a technical failure) controlling the re-starting of the assessment, re-setting the timing (where necessary) and ensuring, where this is technically feasible and permitted by the assessment regulations, candidates can reaccess their previous responses

	Additional centre-specific actions to be taken… Where do they line up? How do we keep them separate from the rest of the school…do we need to keep them separate?
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Certificate of Employers’ Liability Insurance (a)

(Where required by regulation 5 of the Employers' Liabily (Compuisory Insurance) Regulations 1998, one or more copies
Jof this certficate must be displayed at each place of business at which the Policyholder employs persons covered by the
Policy)

Policy Number 100841596CCI
Name of Policyholder Kirkham Grammar Interational School Limited
Date of Commencement of Insurance. 17 July 2026
Date of Expiry of Insurance 31July 2027

| We hereby certify that subject to paragraph 2

(1) the Policy to which this certfcate relates satisfies the requirements of the relevant law applicable in Great Briain,
Northern Ireland, the Isle of Man, the Island of Jersey, the Island of Guernsey and the Island of Alderney (b)

(2)  the minimum amount of cover provided by this Policy is no less than £5milion (¢)
igned on behalf of: Aviva Insurance Limited (Authorised Insurer)

Jason Storah
CEO, UK & Ireland General Insurance
(Authorised Signalory)

Notes

() Where the employer is a company 1o which regulation 3(2) of the Regulations applies, the certficate shall state in a
prominent place, either that the policy covers the holding company and all its subsidiaries, or that the policy covers
the holding company and al its subsidiaries except any specifically excluded by name, or that the policy covers the
holding company and only the named subsidiaries.

(6) Specify applicable law as provided for in regulation 4(6) of the Regulations.

() See regulation 3(1) of the Regulations and delete whichever of paragraphs 2(a) or 2(b) does not apply. Where 2(b)
is applicable, specify the amount of cover provided by the relevant policy.





