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FIRE SAFETY POLICY  
(Including fire drill and evacuation procedures) 

 
RATIONALE 
It is the responsibility of the Head teacher(s) and Governing body of the premises to ensure that 
fire evacuation drills are carried out.  
 
Our fire routine must be based upon a simple, efficient procedure which is specifically designed 
for evacuating children and staff safely and calmly from the school premises. It is essential that 
all children, staff and visitors are familiar with our fire drill procedures. A fire drill will take place 
once per term. 
 

FIRE SAFETY MANAGEMENT 

 Responsibilities for the fire safety management of Hunters Hall Primary School include:  

• fire safety training for school employed staff and pupils.  

• fire Risk Assessment awareness.  

• awareness of Fire Notices and Fire Evacuation Procedures.  

• fire drills every school term. 

• the maintenance of a Fire Safety Logbook.  

• reporting of any missing, damaged or malfunctioning fire safety equipment.  

• producing a Personal Emergency Evacuation Plan for any pupil or staff member requiring 
special consideration in the event of an emergency evacuation.  

• checking fire safety equipment.  

• ensuring fire escape routes are unblocked.  

• fire safety inspections. 
 

PERSONS RESPONSIBLE FOR FIRE SAFETY 
 

Fire Marshal (Responsible Persons) Selina Frazer – Head teacher 
Michael Kaitell – Head teacher 

Fire wardens Steph Caisey, Julie Hobday, Lisa 
Cooper, Sharon Downes 
Sufia Begum, Karen Springford, Patrick 
Bellevue,  
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Fire safety training, induction and revision  Selina Frazer – Head teacher 
Michael Kaitell - Headteacher 

Fire drills  Selina Frazer/ Michael Kaitell – Head 
teachers 

Updating of log book / recording  Drills: Head teachers 
Testing: Chris Brown – Premises 
Manager 

Checks on call points Chris Brown – Premises Manager 

Checks on emergency lighting  Chris Brown – Premises Manager 

Fire escapes unobstructed  Premises Manager & All members of 
staff  

Check all fire detection and protection systems 
are maintained  

Headteachers & Governing Body 

 

FIRE SAFETY TRAINING 
Appropriate specific training for the Responsible Person – (Selina Frazer) will be undertaken at 
least every three years. 
 
All staff will have internal fire safety training annually as part of INSET day. All new appointment 
or entrants being staff, support staff or pupils, should be conducted around the primary escape 
routes of the school as soon as practically possible thereafter. All records of training given needs 
to be signed and recorded in Fire Safety Log Book located in the office.  
 
 
 

STAFF ROLES AND RESPONSIBILITY IN THE EVENT OF AN EVACUATION 
ALARM 
 

Action  Persons responsible 

Evacuation of all staff and pupils Selina Frazer/ Michael Kaitell 

Collection of registers and staff/ visitor signing in 
book/ sheets  

Karen Springford / Sufia 
Begum/ Bev Tucker 

Checking all communal areas  4 members of SLT allocated to 
four areas 

Checking rooms Class Teachers/TAs present 

Calling the fire brigade  Bev Tucker 

Meeting the fire brigade  Selina Frazer/ Michael Kaitell 

 

FIRE DOORS AND EXITS 
 
All manual fire doors should be closed after the last person has exited. All automated fire doors 
will close. This will prevent fire spreading and so minimise damage. 
All fire exit routes are signed clearly with directional arrows.  
 

FOLLOW UP TO EVACUATION DRILLS  
 
Drills must be recorded in the Fire Safety Log Book located in the office. Timing of each 
evacuation must be recorded accurately. All persons will receive feedback on the success of the 
evacuation.  
 
As part of Health and Safety monitoring, the Head teacher will periodically check the Fire Safety 
Log Book and the evacuation schedule.  
 

MAINTENANCE OF FIRE DOORS, FIRE EXIT DOORS, FIRE EQUIPMENT AND 
SYSTEMS  



4 
 

 
Fire extinguishers, fire alarm systems and emergency lighting are maintained by professional 
consultants. Staff will also carry out the routine tests on the systems and precautions as follows: 
 

System Frequency Method of test 

All external and internal 
doors 

Daily Confirmation that doors open 
and that they aren’t obstructed 

Fire alarm  Weekly  Sound test by Caretaker 

Emergency lighting – 
Function test 

Monthly  Momentary operation of test 
switch or circuit breaker. 

Fire extinguishers, fire 
blankets  

Monthly Check that seals are intact, 
equipment has not been 
removed or tampered  

Fire alarm Quarterly Servicing/ Battery tested – 
Traded services LBBD 

Fire extinguishers Annual  Service Contractor – Firemark 
Ltd 

 
 
 
 
 
 
 
 

FIRE PROCEDURE 
 
PURPOSE OF FIRE DRILL 
 
Fire drills are intended to ensure, by means of training and rehearsal that in the event of fire:  

• The people who may be in danger act in a calm and orderly manner  
• Staff who have designated responsibilities carry out their tasks to ensure the safety of all 

concerned  
• The escape routes are used in accordance with a predetermined and practiced plan  
• Evacuation of the building is achieved in a speedy and orderly manner  
• Staff and pupils will react rationally when confronted with a fire or other emergency at school  

DISCOVERY OF A FIRE  
 

• Any member of staff discovering a fire must immediately operate the fire alarm by breaking the 
glass in the nearest Fire Alarm Break Glass Call Point.  

• If it is not safe to attack or extinguish the fire, close the door to the affected area and leave the 
building.  

• The location of the fire should be reported to the Head teachers. (Note that the AHT will assume 
responsibility in the absence of the HTs). 
 
FIRE DRILL ROUTINE 
 
A fire routine is based on a rational sequence of events, these being:  
 
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 Brigade  
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• The CCTV department at LBBD will receive a notification once the fire alarm has been 
activated.  

• The department will confirm with the school of the incident and call the fire brigade. 

Evacuation (Appendix 1) 
• Every class and working area will have an emergency exit plan on view. Exit routes must be 

followed as plan unless a route is blocked. In this instance, the teacher must lead the class to 
the nearest alternative exit. 

• On hearing the fire alarm, pupils must be instructed to leave the building by the nearest exit in a 
calm, orderly manner. Pupils must walk in single file. However, two classes can move along the 
corridor in two single lines to speed exit if needed.  

• The Teacher in charge of each class must indicate the exit route to be used and exit quickly to 
the predetermined assembly point.  

• Classes with a door which leads out into the playground should use this point of exit. 
• Specific arrangements must be made for pupils with physical or mental disabilities to ensure 

that they are assisted during evacuation.  
• Support staff will be the last to leave the room and shut the door after checking that the room is 

fully vacated. 
• No running is to be permitted to avoid panic.  
• Overtaking of classes or individuals must not be permitted.  
• Anyone who is not in class when the fire alarm sounds must immediately exit using the nearest 

exit and head towards the assembly point and meet with their teacher. 
• SLT must check every room in their designated area.  

Designated Areas (Appendix 2) 

Sharon Downes/  
(Pink Areas) 

Ground Floor 
Rooms 1, 2, 3,4,5,6,29,30, Stock Room, Cloak areas, Work area 
1 2, Outreach Office, Consultation Room, Headteachers’ Office, 
Reception, Printer Room, School Business Office, Admin Office, 
Medical Room 
First Floor 
Safeguarding Office, Admin Office, Meeting room, Staff WC.  

Julie Hobday/Patrick 
Bellevue  
(Green Areas) 

Ground Floor 
Rooms 20,21,22,23,24,25, Cloak Area, Work area 3, Strong 
Room, Community Room, USH, Girls’ WC, Shower room, Ladies’ 
WC, Mens’ WC, Cleaners’ Room, Boys’ WC 
First Floor 
Staff Room, Learning Mentors’ Office  

Steph Caisey  
(Blue Areas) 

Ground Floor 
Rooms 17,16,15,14,18,19, AH Office, EYFS Office, Kitchen, 
Stock Cupboard, Reading Room, SEN Support Room, Boys’ WC, 
LSH  
First Floor 
Library, SEN Support Room, Resources Cupboard, Inclusion Are, 
Mezz Class 

Michael Kaitell  
(Purple Areas) 
 

Ground Floor 
Rooms 7,8,9,10,11,12,13, DH Office, the Den, Girls’ WC, Ladies’ 
WC, Laundry room, Store room, SEN Support, Disabled WC, 
Boys’ WC,  Dining Hall, Kitchen 
First Floor 
Group Room, Intervention Room, Staff WC  

• No one must be allowed to re-enter the building until told to do so by the Fire Service in 
attendance, or, in the case of a fire evacuation drill the Fire Marshal in charge.  
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Assembly (Appendix 1) 
 
Staff and pupils must know where the designated assembly points are and be familiar with the 
procedures that must take place. 

• The assembly points must be clearly marked and easily identified by any person working or 
visiting the school premises.  

• The assembly point must be far enough away from the school premises to protect from the 
heat and smoke in a fire situation.  

• The assembly point must be in a position that does not put pupils and staff at risk by 
emergency vehicles responding to the incident.  

• At Hunters Hall emergency assembly points are as follows: 

Nursery & Rainbow Room Activity playground  

Reception Classes Activity playground 

Key Stage 1 – Years 1 and 2 Activity playground  

Key Stage 2 – Years 3,4,5 and 6 Football Playground 

 
• Children must be stood in line and in pairs ready for further instructions. 
• The Headteacher will be responsible for making the decision to evacuate the school grounds 

and move to Pondfield Green or Richard Alibon School.  

 
Roll Call  
 

• The Head teacher has overall responsibility to ensure that a roll call is conducted in the event 
of evacuation of the premises.  

• Attendance registers and visitors book should be held at a central point and must be brought 
to the assembly points by Sufia Begum, Karen Springford and Bev Tucker when the alarm 
sounds.  

• Bev Tucker will check that all staff and visitors are accounted for. She will inform a senior 
teacher if there are any problems. 

• As soon as the classes are at the assembly point, teachers must count their class in order to 
ascertain that no one remains in the premises. Each class teacher must then take and check 
against the register. Once checked they must raise their hand to confirm full count to notify 
the Fire Warden/Marshal.   

• Children must remain silent. 
• If a child or adult is unaccounted for the teacher must inform the Fire Marshal or Fire Warden 

as a matter of urgency. 

Meeting the Fire Brigade  
 
The Head teacher must identify themself to the Fire Brigade on their arrival. 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 Brigade.  
 
Fire drills shall be carried out at least once per term.  
 
During the year a fire drill should simulate that one escape route is not available. 
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