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Introduction

St Andrew’s School will ensure, so far as reasonably practicable, that all staff, students, contractors and visitors are protected from the risks of fire whilst on the premises.

The Regulatory Reform (Fire Safety) Order 2005 (commonly referred to as the FSO) came into force on 1st October 2006.

The purpose of the legislation is to place a greater emphasis on fire prevention by ensuring that all persons responsible for premises comply with their statutory duties and implement the general fire precautions which are needed to protect all persons from death or injury in the case of fire.

This policy explains how the school complies with the Regulatory Reform (Fire Safety) Order 2005 to ensure that, where possible, fire is prevented and that any risks are adequately controlled. 

Responsibilities 

The school fire safety policy forms part of the school’s health and safety policy and in common with that policy extends through the whole school, with specific responsibilities as below:
· Trustees 
Trustees must ensure that an appropriate policy is in place in the school and that arrangements are made for its effective implementation;
· Headteacher
The Headteacher has the ultimate responsibility for the implementation and management of this policy;
· Site Manager 
Site Manager is responsible for the effective implementation of this policy and its role within the Health and Safety policy;
· All Employees
All employees have the responsibility to cooperate and to ensure that the workplace is safe from fire and its effects and must not do anything that will place themselves or other people at risk.

Policy objectives

· To safeguard all persons from death or injury in the event of fire by the effective management of fire safety;
· To minimise the risk of fire and to limit fire spread;
· To minimise the potential for fire to disrupt services, damage buildings and equipment, or harm the environment.

Statutory Requirements
The site manager is responsible for ensuring that all statutory requirements in relation to fire safety are in place and compliant.
1. Ensure that a Fire Risk Assessment is carried out for the school site and that findings are actioned or mitigated against.
2. Provide appropriate training in Fire Awareness for all staff employed within the building.
3. Ensure that all servicing and inspection requirements are in date through regular compliance inspections/ audits.
4. Ensure schools has in place suitable evacuation plans and conduct termly evacuation drills.
5. Comply with the HSE, Police or Fire Service regarding investigation following any incident involving fire.
6. Monitor and review this policy on a regular basis to ensure that any new risk or alteration to regulations is addressed.

Managing fire safety

The school has delegated day to day responsibility for managing fire safety to the ‘duty holder’ i.e. the Site Manager.

The Site Manager will:
1. Ensure that all means of escape are properly maintained, kept free from obstruction and available for safe and effective use at all times; and that the means of escape have adequate emergency lighting;
2. Provide and maintain in working order all firefighting appliances and devices including:
a) Fire detection and alarm systems;
b) Emergency lighting systems;
c) Firefighting equipment;
d) Notices and signage relating to fire procedures;
e) Means of escape, taking into account the needs of any disabled users.

3. Carry out or arrange to have carried out a fire safety risk assessment on each of the school buildings to ensure that the school’s facilities are compliant; and reduce the risk of fire incidences by carrying out appropriate risk assessments;

4. Provide appropriate instruction and training for all school staff on the action to be taken to protect people and property including regular fire evacuation practices for all the school;

5. Ensure that all staff, students, contractors and visitors are made aware of and comply with the school’s fire procedures;

6. Identify any special risks, e.g. the storage of hazardous materials, and put in place appropriate procedures to minimise the risks;

7. Liaise with third parties, the emergency services, and the school’s insurers to ensure that best practice for fire prevention and procedures is in place;

8. Monitor and review this policy on a regular basis so as to ensure that any new risk or alteration to regulations is addressed.

Monitoring

The school utilises the services of various outside personnel to carry out effective monitoring of its duties.
Monitoring contracts should include
1. The school fire detection and alarm system is maintained twice a year.
2. The school emergency lighting is checked weekly and an annual full discharge test is carried out quarterly. 
3. Fire-fighting equipment is serviced annually
4. Completion of Fire Risk Assessments

The school fire and alarm system is maintained and checked by Kings & Barnham (Fakenham) every six months.   The alarm sounders are tested on a weekly basis by the Site Manager.  Kings & Barnham are also out of hours key holders for both fire alarm and security alarm activation. 

If the fire alarm is activated this triggers’ a call to the local fire station so that a pump can be dispatched immediately.  Fire staff have been given a school familiarisation visit and fire zone plans by the Site Manager. Due to the location of Kings and Barnham, Sheringham Fire Station also have keys to be able to access the school.

The school emergency lighting is checked weekly by the Site Manager.

Notices and signage are updated as and when required and checked annually by the Site Manager.

Firefighting equipment is visually checked weekly by the Site Manager and extinguishers are replenished or replaced annually by Ace Fire.

Records of fire safety issues are maintained by the Site Manager and located in his office.  These issues include:
· Fire drills;
· Hot work permit, etc; 
· The storing of hazardous materials;
· The inspection and testing of:
· Fire detection and alarm systems;
· Emergency lighting systems;
· Firefighting equipment;
· Staff training records


Fire Risk Assessment (FRA)

The FRA identifies who will be at risk if there is a fire, where people may be working and who else may be at risk, either in the premises or nearby, such as members of the public, visiting contractors etc. and where these people are likely to be located. FRAs must be reviewed or renewed following any alterations to the school site such as building improvements or alterations to the internal layout.

The school has conducted a comprehensive fire risk assessment for each of its buildings. These assessments are stored electronically in the Site Manager’s office and updated at every 6 months with Kings and Barnham.

The fire risk assessment will be reviewed and amended annually if it is either no longer valid or if any changes are planned, such as:
· any structural changes (alterations to the layout of the premises, erection of partitions, refurbishments etc) which may affect the spread of fire;
· any change to the use of premises which may affect the risk rating;
· any change to work processes or work equipment which may introduce new fire hazards;
· any change to the numbers of people using the premises to ensure that escape routes can accommodate the numbers safely.



Fire safety training

All staff receive basic fire safety induction training during the induction meeting, and this is provided verbally.  Fire evacuations throughout the year enable training to remain up to date and these take place half-termly.


Students are given instruction by their Teacher or Teaching Assistant during the first week of the Autumn Term on their actions to be taken in the event of a fire.

Fire drills are planned half termly to evaluate the effectiveness of the school’s evacuation procedures. The findings of the drill are reported to staff through email or staff briefings and any conclusions and remedial actions are recorded and implemented.

Fire Marshal Training
Key staff in the individual school buildings receive more detailed training in the form of fire marshal training which is undertaken with Norfolk Safety.  
Norfolk Fire and Rescue Service provide Fire Marshal training. These courses are run through Norfolk Fire and Rescue Community Interest Company. The most recent training was completed in September 2025 and should be completed every two years. 
A current list of trained staff can be found in the school office or in the Site Manager’s office.


Evacuation procedures

A full evacuation drill must be conducted at the start of term to ensure new students and staff are aware of the process and procedures required. Following this initial evacuation drill, a following two drills must be competed in the remaining terms throughout the academic year. 

Evacuation drills must be conducted as if a real fire was occurring. Staff should refrain from conducting sweeps of the building as this would unlikely occur during a real event. 

The evacuation procedures which are to be followed in the event of a fire alarm are clearly displayed around the school buildings along with a site map detailing nearest exit routes.

All visitors and contractors who are onsite receive instruction on where the muster points are and an overview of evacuation procedures.  Muster points are as follows; 
· Primary muster point – Astro turf area
· Secondary muster point – Rear of building by running track

General Emergency Evacuation Plan (GEEP)
A general emergency evacuation plan is information provided to occasional visitors to a premises who may need assistance with evacuation in an emergency.
Personal Emergency Evacuation Plan (PEEP)
A personal emergency evacuation plan is an individual plan for means of escape from fire for staff and regular visitors to a premises. The plan is tailored to individual needs and must be drawn up with the individual and their line manager to ensure that the method of evacuation can be agreed, supported and exercised. 
Monitoring and Review
This policy will be reviewed by Trustees at least annually.
The implementation of this policy will be audited as part of the health and safety audit. However, this is not a replacement of the detailed specialised review of the fire safety risk assessments. 

Appendix A 

Evacuation Procedure

UPON DISCOVERING A FIRE

Break the glass of the nearest activation point and shout ‘FIRE’ to raise awareness in the immediate area.

If you are in Mobile 1, then you will need to press the fire call button as this is not connected to the main fire alarm system. This will sound in the main office where the main call point will be activated so a full muster can be taken. These are located in the Food Technology room and Mobile 1 Porchway.

UPON HEARING THE ALARM

The Headteacher or Senior Leader rings 999 as soon as possible and informs the evacuation lead that the fire service has been notified.

ALL PERSONS PROCEED TO ASSEMBLY POINT VIA THE NEAREST EXIT

Where appropriate and if safe to do so;
· Ensure the main gas and electricity tank valves are isolated.
· In classrooms, students nearest windows should be told to close them. 
· Staff assemble students and instruct them to proceed to the Assembly Point via the most direct route away from the fire 
· All persons should walk rapidly and NOT run. 
· The classroom door should be closed behind the last person to leave. 
· Use the directed route - the quickest fire escape route is displayed in each room - unless a blockage makes this impossible. Be prepared to find an alternative route if necessary. 
· Should the alarm ring during break or lunchtime all persons should leave the building by the nearest safe fire exit and proceed to the Assembly Point. Staff should assist this process where possible without putting themselves at risk.

Under no circumstances should staff or students return to their classrooms.

· The Site manager should attempt to identify the source of the fire from external visual observation. Where safe to do so, the zone triggered by the alarm will be noted. 
· The site manager will need to meet the fire service at the main gate and control entry to the site. The fire service will be directed to the required area. 

Further persons should not be allowed on site during the evacuation procedure.

PROCEDURE FOR ASSEMBLY AND ROLL CALL

· Conduct a roll call to account for students and staff – this will be completed by the safeguarding and welfare manager or other designated adult.
· Account for all visitors and contractors.

ROLL CALL PROCEDURE
· Classes line up at the Assembly Point (Primary Assembly Point is the MUGA)
· The register will be called by the Safeguarding and Welfare Manager or designated adult. 
· Once the roll call is complete, the responsible person should liaise with the fire service upon arrival at the school.

No-one should leave the Assembly Point until instructed to do so by the Headteacher under the guidance of the fire service.

GUIDANCE ON THE EVACUATION OF DISABLED PERSONS FROM THE SCHOOL BUILDING

Students and employees with a disability should already have been identified and information held in their respective Personal Emergency Evacuation Plan (PEEP) should be included in the evacuation plan. It is the responsibility of the SENCo to ensure the additional needs of students are included in the evacuation plan although assistance by the site manager may be beneficial.

Disabled staff must have identified themselves to the Headteacher and any specific requirements must be addressed as soon as they are known and should be included in the evacuation plan.

Visitors with disabilities
On arrival, disabled visitors to the school should be asked to identify any special requirements in the case of an emergency evacuation. The person hosting the visitor should ensure the visitor’s safety in the event of an emergency evacuation. A “buddy‟ may be appointed for any student or employee requiring assistance in an emergency evacuation. Where teachers have a student with a known disability, they must ensure that that student is aware that the alarm has been triggered and that they follow the evacuation procedure accordingly.

Specific Evacuation Requirements
 Wheelchair users/Persons with Mobility Difficulties Wheelchair users or any person with difficulty walking (e.g. anyone temporarily using crutches) should wait until everyone else has left the room before making their way to the exit, assisted by their “buddy” or other third party if required. 
Wheelchair users or any person with difficulty walking (e.g. anyone temporarily using crutches) should wait until everyone else has left the room before making their way to the exit, assisted by their “buddy” or other third party if required. 

Wherever possible (i.e. when on ground floors) all persons, including wheelchair users, should make their own way out of the building by utilising the fire escape routes. Staff, students and visitors will not need to access upstairs building and this will be included as part of individuarisk assessments. 
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