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Clarity Independent School is committed to safeguarding... 

 

"Our school is committed to our whole-school approach to 

safeguarding, which ensures that keeping children safe is at the heart 

of everything we do, and underpins all systems, processes and 

policies...We promote an environment where children and young 

people feel empowered to raise concerns and report incidents and we 

work hard in partnership with pupils, parents and care-givers to keep 

children safe." 
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FIRE SAFETY POLICY 

 

Fire is a hazard that could affect all parts of our premises. The consequences of fire include 

the threat to the life or health and safety of people, damage to or loss of property and 

severe interruption to normal business activities and opportunities. 

Our fire safety measures include preventing outbreaks of fire and mitigating the direct and 

consequential damage by early detection, reducing the risk of fire spread by structural 

containment, providing escape routes, emergency evacuation procedures and means for 

firefighting and detection. 

This policy expands on our general health and safety and environmental policies. Its primary 

objective is the creation of a fire safety management system, which together with the 

structure and maintenance of our buildings seek to protect human life as well as the assets 

and business opportunities of this organisation. The policy applies to all our buildings 

including any occupied under a tenancy agreement. Its requirements extend to everyone on 

the premises, legitimately or otherwise. In jointly occupied premises our objective is to co-

operate and coordinate action with other occupiers. 

The aim of this policy is to achieve a ‘fire safe’ environment for all workers and building 

occupants, which will reduce to a minimum the risks to life, to property, to business loss and 

of personal injury. To achieve this, we will provide the time and resources necessary to 

formulate a fire safety strategy for our premises. We will ensure that we inform, instruct 

and train all the relevant people. 

Achievement of these objectives will demonstrate compliance with fire safety legislation 

and current good practice. 

 

Debbie Hanson has been appointed to take charge of fire safety in this business. 

 

Signed.   …… …………………………………   Proprietor 

 

Date        …1st September 2023…………………………………    
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Fire Risk and Emergency Strategy 

 

In the event of fire, the building is provided with full smoke and heat detection 

together with emergency lighting; all of which is interconnected. 

 

Fire escapes as indicated on the attached plan are provided with emergency 

lighting exit signs. 

 

The building is split into 2 zones as indicated on the attached layout. 

 

Fire Marshals 

A nominated member of staff for each zone will be responsible for the 

evacuation of all children, staff and visitors in the event of fire.   

 

All members of staff will be trained in evacuation procedure; however, fire 

marshals complete specific additional training at least every two years. 

 

Regular evacuation practise will be carried out. 

 

Fire exit doors can be opened by push plates or thumb locks without the need 

for keys. Fire door at end of classroom 3 needs an electronic fob to exit. Where 

a key fob is needed, a door release manual button has been fitted in 

alternative places in the room to allow keyless exit and consider pupil security 

(preventing abscondment). 

 

The same electronic key fob is needed to exit the playground pedestrian gate. 

 

An external assembly point has been indicated, clear of the building and not 

impeding access for emergency services. 

 

Portable fire extinguishers will be placed at all exit points with clear 

instructions for use.  All staff are trained in their use.  

 

Fire Risk Assessment has been carried out in the first instance and reviewed 

annually. 
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Emergency and Fire Evacuation Procedure Alarm operation 

Anyone discovering an outbreak of fire must, without hesitation, sound the alarm by 

operating the nearest fire alarm call point.  

Calling the Fire Service 

All outbreaks of fire or any suspected fire, however small, should be reported immediately 

to the Fire Service by the quickest means available.  

Our designated person to call the fire brigade is:  

Lauren Gray / most senior person out at the assembly point 

If unavailable, the emergency must be reported immediately by calling 999 from the nearest 

phone.  

Evacuation  

• On hearing the fire alarm, teachers instruct pupils to leave the building via the 

nearest exit in single file and in a calm, orderly manner.  

• The person in charge of each class must indicate the exit route to be used (shown on 

back of door). 

• The first person to the playground pedestrian gate must leave it open for the others. 

• Everyone must be directed to the Fire Assembly Point.  

• The fire marshal in charge of Zone 1 is: 

Mary Weidner / Richard Clow / Lauren Gray 

• The fire marshal in charge of Zone 2 is: 

Sharyn Ailara / Richard Clow / Lauren Gray 

• The fire marshal must remove the wheelchair ramp (if a wheelchair was used to exit 

the building) and close the fire door, open the playground vehicle gate, leaving this 

open to allow entry of the fire engine (change pad-lock to number code 9999 and 

press plastic release button on padlock).  

• Specific arrangements (PEEPs) are made for pupils and staff with physical or mental 

disabilities to ensure that they are assisted during evacuation.  

• No running is to be permitted to avoid panic.  

• Everyone must travel in single file. Overtaking of classes or individuals must not be 

permitted.  
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• Anyone who is not in class when the fire alarm sounds must go immediately to the 

assembly point.  

• Pupils who are experiencing a heightened state of crisis at the time of activation of 

the fire alarm, must still be requested to continue with evacuation immediately 

using an empathic script. If they are not able to follow the procedure at this point, 

they will be escorted using an appropriate physical intervention, such as a closed 

mitten side hold, if needed, or another physical intervention on their Therapeutic 

Plan. All attendees must follow the emergency exit procedure at all times.  

• No one must be allowed to re-enter the building, or turn and walk towards the 

playground or building until told to do so by the Fire Service in attendance, OR, in 

the case of a fire evacuation drill the senior person in charge. 

Assembly  

• Our fire / emergency assembly point is clearly signposted in the car park outside the 

school.  

• The assembly point is far enough away from the school premises to afford protection 

from the heat and smoke in a fire situation.  

• Once assembled, care must be taken to ensure everyone stands in the assembly 

point to avoid risk by emergency vehicles responding to the incident.  

Roll call  

• Debbie Hanson (Head Teacher) / Richard Clow / Lauren Gray or the most senior 

member of staff in the school who is out at the meeting point, is nominated to have 

overall responsibility to ensure that a roll call is conducted in the event of evacuation 

of the premises.  

• Debbie Hanson / Richard Clow / Lauren Gray will bring the registers and a pen out 

to the assembly point. There are four registers: Attendance, Visitors sign in book, 

Staff sign in, Pupils sign out for trips.  

• Immediately that classes have assembled at the assembly point, a roll or count must 

be made to ascertain that no one remains in the premises.  

• Any visitors or contractors in the premises at that time must be included.  

• The count at the assembly point is checked with the attendance registers and 

visitors’ book to verify that everyone is out of the building.  

• Attendance registers and visitors’ book are held in reception porch in the school and 

must be brought to the assembly point when the alarm sounds.  

• Each teacher must report to the nominated person in charge of the evacuation 

procedure to verify that everyone in their charge is accounted for when their name 

is read out, or to inform him/her of the number of persons missing.  
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How to Call the Fire Brigade / Ambulance  

(To be displayed near each external phone) 

 

Dial 112 or 999  

Call answered 

Operator asks you which service you require i.e. Police, Ambulance, Fire Brigade or Coast 

Guard. 

Say “Fire Brigade” or “Ambulance”.  

The operator will transfer you to the Fire Brigade Communications Centre or Ambulance 

Service (see end of document for Ambulance instructions).  

 

For Fire Brigade:  

You will be asked a series of questions by the Operator for the following information to be 

collected:  

• What is on fire? 

• What is the address of the premises? PLEASE INFORM THEM OUR DRIVEWAY IS ON 

WOODHILL ROAD OPPOSITE MAYES LANE. 

• What is your phone number? 

• Are there any persons in the building? 

• Is evacuation in progress? 

• What type of building is on fire? 

• Are there any hazards in or around the building? 

• Other information as relevant. 

It is important that you: 

• Stay calm 

• Listen carefully to the operator 

• Speak slowly and clearly 

• Only finish the call when the operator tells you 

You may feel that the call is taking too long because of the questions that are being asked 

but be assured that as soon as the address is received by the operator the nearest available 

Fire / Ambulance Crews are dispatched immediately and the operator is just gathering 

further important information from you to pass on to the nearest available responding fire 

crews.  

Please Note: 112 is the emergency number which will work anywhere in the European 

Union, from a fixed line or mobile phone, free of charge.  
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Ambulance 

You will have been asked to call the ambulance by a qualified first aider.  

• Please relay their instructions and summary of the situation as clearly and accurately 

as possible to the operator, and answer any of the above relevant questions.  

• Please remember to return immediately to the first aider and inform them that you 

have successfully called the ambulance.  

 
Meeting the service  
The person in charge of meeting the Fire Service on their arrival must meet them as soon as 

they arrive: 

(Debbie Hanson / MJ Yasruddin / Anita Kidd) 

 

In doing so, vital information can be relayed to the Fire Officer which will dictate the 

necessary actions to be carried out by the Fire Service.  

 

Information the Fire Service will want to know:  

• Is everyone accounted for?  

• If anyone is missing: How many? Their usual location? Where last seen?  

• Where is the fire? What is on fire? (It may not be apparent).  

• Are there any hazardous substances involved in the fire or stored in the building? 

(i.e. Chemicals, Solvents, Liquified Petroleum Gas or Acetylene Cylinders etc).  

Frequency of the fire evacuation drills 

Fire evacuation drills are held at least once per half term, preferably at the commencement 

of each term. 

Notices 

• Each fire alarm point is clearly indicated "Fire Alarm" in accordance with the Health and 

Safety (Safety Signs and Signals) Regulations followed by the appropriate operating 

instructions. 

• A notice is displayed adjacent to the reception telephone giving clear instructions for 

calling the Fire Service in case of fire. 

• Notices are displayed for staff detailing their actions in an emergency in conspicuous 

positions i.e. staff room and on backs of classroom doors etc. 

Firefighting 

• Any attempt to fight the fire must always be secondary to life safety. 
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• Circumstances will clearly dictate whether firefighting should be attempted. 

• Any attempt to fight the fire must be based upon the type and degree of training received 

in the use of firefighting equipment employed in the premises. 

• Regular fire drills will ensure that the evacuation procedure applying to a premises fulfils 

its aim satisfactorily and will highlight any area of the procedure which may need to be 

reviewed. 
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Summary of Roles 
 

If the event of you being absent from work or unable to carry out your role, you MUST 

alert DH when reporting your absence, that you cannot fulfil your duty so that she can 

allocate someone to cover your role. 

 

Role Description Staff Mon - 

Thursday 

Staff Friday 

Fire marshal 

zone 1 

Get jacket from reception, sweep building from 

reception (including toilets), to glass exit door in 

class 3. 

Bring mobile phone from Reception desk. 

MW 

 

RC if not available 

LG – third 

MW 

 

RC if not available 

LG – third 

Fire marshal 

zone 2 

Get jacket on from reception, sweep building 

from reception to black exit door opposite 

classroom 1. Remove wheelchair ramp if used 

and close fire exit door behind you. Bring 

mobile phone from your office desk. 

SA 

 

RC if not available 

LG – third 

SA 

 

RC if not available 

LG – third 

Call fire 

brigade 

When safely outside building, call fire brigade 

on 999 or 112. 

Bring phone if you have it near you, otherwise 

leave it behind (do not re-enter the building for 

it). 

LG 

If not, most 

senior person out 

at assembly point 

LG 

If not, most 

senior person out 

at assembly point 

Bring Registers Bring own mobile phone and registers from 

porch (4 = visitors, staff, pupils present, pupils 

off-site). 

DH / RC / LG  RC / LG 

Take a roll call When outside at meeting point, ensure 

everyone is quiet, take register. Class leads to 

answer for pupils if they don’t answer. Anyone 

missing: How many? What is their usual 

location? Where were they last seen? 

DH / RC / LG or 

most senior staff 

RC / LG or most 

senior staff 

Open gate for 

vehicles 

Once outside, open large gate for vehicles 

(padlock 9999) and pin back so it stays open for 

fire service. Move traffic cone to the side to 

allow fire engine through gate. 

Pupils and staff may exit that way if open in 

time rather than pedestrian gate. 

SA or RC SA or RC 

Meet 

emergency 

services 

Meet emergency services, explain roll call, 

where fire / emergency is etc. 

DH / MJ / AK / 

most senior 

person 

MJ / AK / most 

senior person 

PEEP Key person for OF’s evacuation AK / RC / LG AK / RC / LG 
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Fire Risk Assessment 

 
An initial fire risk assessment has been carried out by: 

 

Debbie Hanson, Head Teacher 

 

This has been recorded and actions identified to be addressed. Please see attached. 

 

Review will take place annually by: 

 

Debbie Hanson 

 

Our supplier for fire-fighting equipment is: 

 

Anglia Fire 01376 345 677 

 

 

They come annually to check hydrants and advise on next check. 
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To be displayed on the inside of each internal door, with arrows 

showing exit routes. 
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Diagram of Fire Meeting Point in Car Park 
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