
Fire Safety Policy

This policy applies to the whole school including those in the EYFS.

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 Oakwood School are designed to help our community to
respond calmly and effectively in the event that fire breaks out in one of our buildings.

Oakwood School complies with the Regulatory Reform (Fire Safety) Order 2005.

Role of the School Fire Safety Manager

The Headteacher is the designated School Fire Safety Manager, who is responsible for
ensuring that:

● The fire safety policy is kept under regular review by Governors and 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.
● Records are kept of the fire induction training given to new staff and pupils.
● 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, extended or rebuilt, or when new buildings are acquired
● 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 evacuation notice attached
at Appendix A
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PART 2: FIRE SAFETY PROCEDURES

Briefing new Staff and Pupils

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
Oakwood School. We show them where the emergency exits and escape routes are located
and walk with them to the outside assembly point. Age-appropriate 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 offer fire awareness INSET training, including the basic use of fire
extinguishers, to all staff. We also offer regular refresher training. 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 5.30pm during weekdays in term-time and
between 9.30am and 4.00pm during half terms and holidays apart from Christmas and
closedown. 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 main hall of the
Main House. The School Office is always given advance warning of fire practices. If the
alarm goes off for any other reason, the Office staff has standing instructions to summon the
Fire and Emergency Service at once.

A member of staff is on duty or on call at all times. S/he has 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 the Office, where they are issued with a
visitor’s badge, which should be worn at all times that they are on school property. The
badge displays emergency evacuation procedures. They are made aware of the emergency
evacuation notice (see Appendix A) 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 or Visitors

We have a special one to one induction on fire safety for disabled pupils and their carers and
for disabled members of staff or visitors including procedures for safe evacuation in the
event of a fire alarm sounding.
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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 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 School Fire Safety
Manager. It is the responsibility of the School Fire Safety Manager 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.

Responsibilities of Fire Marshals

We have at least one trained Fire Marshal in every building. Fire Marshals are generally
members of the non-teaching staff, such as Maintenance and Administrative staff who do
not have specific duties in the event of fire or other emergency for looking after pupils. 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 at least one fire practice every term at Oakwood School. This combined with a
programme of inducting new staff and pupils with emergency escape procedures and the
presence of trained Fire Marshals in every 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 at Oakwood School:

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) and smoke/heat detectors are located in

every building in accordance with the recommendations of our professional advisors.
● All emergency exits are illuminated by emergency lighting
● The master panel for the alarm system is located in the main hall of the Main House

and shows the location of a fire. It is fitted with an uninterrupted power supply
(UPS).

● Alarms sound in all parts of the buildings apart from the Nursery building and the
swimming pool.  Procedures are in place to alert and evacuate these areas.

● Fire routes and exits are kept clear at all times.
● All fire alarms are tested weekly (and recording all tests and defects). This is the

responsibility of the Maintenance Manager, who also arranges for an ISO9001
certified/BAFE approved contractor to carry out:

o Six monthly professional check on fire detection and warning equipment,
o Six monthly service of alarms, smoke detectors, emergency lights,
o Annual inspection of fire extinguishers and fire fighting equipment.

● Records of all tests are kept in the Maintenance Department
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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. A member of the Support Team has
been trained in this role

● Records of all tests are kept in the Maintenance Department
● The Catering Manager checks that all kitchen equipment is switched off at the end of

the day.

Letting or Hiring the School

Our standard contractual terms that we use for letting and hiring the school covers fire safety
and specifies that the hirer should certify that s/he has read and understood the school’s fire
safety policy and procedures.  A member of the Maintenance Department is always on call
when the school is let or hired for an outside function or event.

PART 3: 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

All risk assessments follow a standard grid procedure for evaluating risk. Generic risk
assessments are adapted for individual classrooms; but individual ones are used for areas
with specific risks e.g. kitchens, Science lab., Art room etc.

Oakwood School has a professional fire risk assessment which is reviewed and updated every
3 years. Interim reviews will be carried out for new building developments as necessary.

Copies of Oakwood School’s fire risk assessment are available from the Bursar.

RELATED DOCUMENTS

Health & Safety Policy

Risk Assessment Policy

Crisis Incident Policy
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Appendix A

OAKWOOD SCHOOL FIRE PROCEDURES - DETAILED

KEY PERSONNEL

CO-ORDINATOR – HEAD TEACHER
The Head Teacher is the designated Fire Coordinator and will take control of operations in all
incidents.  In his/her absence the Bursar will take control.

CONTROL PANEL – MAINTENANCE
These personnel have been trained in the use of the control panel in the main house and
pre-prep and will assist the Fire Coordinator during any incident or fire practice.

FIRST AID
A first aid kit will be taken out to the Prep School Assembly Point.

PREP SCHOOL AND PRE-PREP ASSEMBLY POINT CO-ORDINATORS CATHERINE HUTCHIN /
LUCY JACKSON
Catherine Hutchin and Lucy Jackson (or if absent other office personnel) will coordinate with
the control panel personnel, and the fire coordinator.

All staff to maintain radio contact throughout.

Please wear a high-visibility jacket if you have one.

IMMEDIATELY ON HEARING THE FIRE ALARM:

ALL TEACHING STAFF – will evacuate their teaching area, leading all the children in their class
and closing windows and doors as they leave the building.  If two staff are teaching in close
proximity, one should lead the children and the other should bring up the rear.  Staff should
take a radio and high-vis jacket if they have them.  They should guide the children under their
supervision to their designated meeting point.

Maintenance will go immediately to the panel to check where the incident has occurred.
They will go to the incident area, with a radio and establish whether there is a genuine
incident or whether it is a false alarm and will report back by radio to the Fire Coordinator as
to the nature of the incident.

Catherine Hutchin (Prep School) and Lucy Jackson (Pre-Prep) will check the fire control panel
for the location of the incident and take the visitors book, absentee sheets, class and extra
curricula registers, radios and the box of high visibility jackets to their respective assembly
points. Catherine Hutchin and Lucy Jackson will both advise when Prep School and Pre-Prep
children are all safely assembled.

Lucy Jackson will check on the swimming pool and Nursery and report back to Catherine
Hutchin.

IF THE FIRE ALARM IS SOUNDED BEFORE MORNING REGISTRATION OR DURING AFTER
SCHOOL ACTIVITIES:
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The staff should lead all children and any parents to the nearest Fire Assembly Point. Staff
should take a radio, high-visibility jacket if they have one and any club registers with them.
They should close windows and doors on the way out of the building.  If the alarm takes
place in the early morning, The Catering Manager or a member of the team will assist with
evacuation of the Dining Room.

IF IT IS A FALSE ALARM:

Maintenance will advise when buildings have been checked and are safe to return to.
Nathan Cobden will return to the main control panels and ensure the control panels are
reset. Nathan Cobden will then advise Catherine Hutchin and Lucy Jackson that the fire
alarm panels are made reset and secure and it is safe to return to the school.
The Fire Coordinator will dismiss the assembly points to return to school.
Marianne Burbridge will write up the incident for the log.

IF THERE IS A FIRE:

Maintenance will advise the Fire Coordinator who will decide whether to call the fire
brigade.

IF THEY DETERMINE IT IS SAFE TO EXTINGUISH THE FIRE:

Any attempt to extinguish the fire will only be undertaken from the doorway to the room,
using the fire-fighting equipment available, and only where the fire is of a very small nature
or impinging on an exit route. The Fire Coordinator may assign others to help extinguish the
fire. As soon as the fire is extinguished Maintenance will advise the Fire Coordinator and
return to the main panel and the fire fighters will return to the assembly points.

IF THEY DETERMINE IT IS NOT SAFE TO EXTINGUISH THE FIRE:

The Fire Coordinator will call the Fire Brigade, who will assume control of the incident.
In this instance traffic should be halted to allow access for fire appliances.  The children will
be escorted to a safe area of the school.

IF THERE ARE NO MISSING PERSONS:

Once it is established that there are no missing persons, the Fire Coordinator will proceed
depending on the advice of Nathan Cobden and Jeremy Coleman as to the state of the
incident.

IF THERE ARE PERSONS MISSING:

Once it is established that there are persons missing from the Assembly Points, Catherine
Hutchin or Lucy Jackson will advise the Fire Coordinator. If the missing person is thought to
be in the area of the incident the Fire Coordinator will delegate 2 members of staff to
approach the area, call out and if safe, search for them.  If the missing person is not found
the Fire Coordinator may at this point adopt the Missing Child Policy, if it is safe to do so.

REMEMBER, AT ALL TIMES FIRE FIGHTING IS ALWAYS SECONDARY TO LIFE SAFETY.

The Critical Incident Policy may be adopted at the discretion of the Head Teacher
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