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Fire Policy

Parents and visitors: in the event of a fire while you are in the building please leave quickly and quietly through the nearest fire exit. 

Staff: in the event of a fire, call 999 and inform the manager and site supervisor immediately.

The designated meeting point is outside the building on the main school playground, at a safe distance from the entrance. In the event of an evacuation, the play leader or manager will assume responsibility for managing the evacuation and ensuring appropriate head counts and registration have taken place once all staff and children are outside of the building. 

The manager/play leader must remember to take outside: 

· Daily register, 
· Contact numbers 
· Mobile telephone 

Parents will be informed immediately in the event of a fire and will be contacted to collect their children if possible and necessary. If this is not possible, the staff will make suitable arrangements to care for the children while the building is out of bounds. 
Any event of a serious nature such as this will be managed safely and appropriately by the staff, with the health of the children as the very highest priority. 
Below is the fire procedure from Coppetts Wood School’s Health and Safety Policy:
8. Fire safety 
All staff members must fully understand and effectively implement the Fire Evacuation Plan. 
The head teacher is responsible for certifying that procedures for ensuring that safety precautions are properly managed and will be discussed, formulated and effectively disseminated to all staff. 
Staff will receive fire safety training to ensure they understand the procedure for fire drills and the use of fire extinguishers. 
The school will test evacuation procedures on a termly basis. 
The evacuation of visitors and contractors will be the responsibility of the person they are visiting or working for. 
Firefighting equipment will be checked on an annual basis by an approved contractor. 
Fire alarms will be tested weekly from different ‘break glass’ fire points around the school, and records will be maintained and held in the school office. 
Emergency lighting will be tested on a six-monthly basis, and records will be maintained and held in the school office. 
FIRE PROCEDURES 
In the event of a fire the fire services will be called by the Head Teacher or the Office Manager unless otherwise directed. A record of all such calls will be kept in the school office. 
ON DISCOVERING A FIRE 
 Sound the alarm 
 If safe to do so, tackle the fire using the extinguisher provided (This should only be actioned by staff who have received fire extinguisher training and who are not in charge of a group of pupils or children). A list of trained staff to be kept updated in the Safety Records. 
 Evacuate via nearest safe exit and assemble in the playground. 

ON HEARING THE ALARM 
 Class teacher should evacuate the class via the nearest safe exit into playground. 
 Children’s Centre manager should evacuate the users of the building via the nearest safe exit into the playground 
 Children and adults should not collect belongings. 
 Children must line up in classes on playground. 
 Children’s Centre children and adults assemble in orderly group next to grassed area 
 All children who have been working away from main class or who were in toilet etc when alarm sounded should not return to their classroom but should leave the building through the nearest exit and make their way to the playground where they will rejoin their class. 
CHECKING SCHOOL 
Office Staff: 
 To collect registers, late book/responsibility book, staff log, grab bag, visitor book and distribute registers to classes in the playground and to print off staff list to show who is present. Office staff to check visitors and staff. Teachers to check children 
Head or deputy: 
 Bring grab bag 
Teaching Assistants: 
 To check relevant toilets, classroom access, hall as they pass. 
CHECKING CHILDREN’S CENTRE 
Receptionist: 
 To collect registers and visitors book and take to centre manager at assembly point 
Senior member of staff: 
 To check all toilets and rooms on exiting the building. 
The Head Teacher and/or Manager of the Children’s Centre is responsible for arranging for emergency services to be met and directed appropriately. 
DISMISSAL 
 All persons on site should wait for advice from Head Teacher and/or Manager of the Children’s Centre before returning to the buildings 
AT LUNCHTIME 
 All available teachers should rejoin their classes. All other details as above 
A fire notice is displayed in each classroom and Children’s Centre rooms 
A fire drill will be carried out twice every term - one in the morning and one in the afternoon so that all nursery children have joined in a practice evacuation. The Site Manager will time each evacuation and a record of this will be kept. 
The Head Teacher and/or Manager of the Children’s Centre must be notified immediately of any faulty equipment so that issues can be addressed. A record will be kept of all tests, maintenance checks, and works carried out. 
At all times the Site Manager will ensure that entrances and exits are kept free of obstruction. Staff noticing obstructions should rectify it themselves if possible, or if not, inform Head Teacher or Site Manager immediately.
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