
Page 1 of 5 
 

 

 

 

Stanborough Primary School and Nursery 

 

FIRE SAFETY POLICY 
 

1. STATEMENT OF INTENT 

 

At Stanborough Primary School and Nursery, we believe it is essential to have in place an effective policy for the 

evacuation of the school building in the event of a fire or any other emergency. We believe that it is the responsibility 

of individual members of the school personnel to make themselves familiar with this policy and procedures to ensure 

the safe evacuation of all pupils. 

 

We will ensure that regular fire risk assessments are undertaken, that fire equipment is maintained to a high standard, 

that all school personnel are aware of and trained in the detailed evacuation procedures in Appendix 1 in order that no 

life is put in danger in the event of a fire. 

 

2. AIMS 

 

• To comply with the Regulatory Reform (Fire Safety) Order 2005. 

• To have in place precautions and procedures in order to minimise the effects of an outbreak of fire. 

• To have in place a programme of regular evacuation procedures. 

• To have in place personal evacuation plans for any disabled pupil or member of the school personnel. 

• To ensure that appropriate fire precaution systems are in place and followed. 

• To ensure that the Fire Safety Manager undertakes regular training. 

• To ensure compliance with all relevant legislation connected to this policy. 

 

3. RESPONSIBILITIES 

 

3.1 Governors 

The Governing Body has: 

• appointed a Fire Safety Manager to take overall responsibility for fire safety matters at this school; 

• delegated powers and responsibilities to the Headteacher to ensure all school personnel and stakeholders are aware 

of and comply with this policy; 

• responsibility for the effective implementation, monitoring and evaluation of this policy. 

 

3.2 Headteacher 

The Headteacher will: 

• ensure all school personnel, pupils and parents are aware of and comply with this policy; 

• maintain good housekeeping by: 

o preventing the build-up of rubbish, dust or grease that could start a fire or make one worse; 

o reducing the amount of or get rid of flammable or explosive substances that might be stored on site; 

• ensure portable electrical equipment is annually checked; 

• be responsible for the implementation of the school fire safety policy and to develop a culture of safety throughout 

the school; 

• periodically report to the Premises, Health, Safety and Security Sub-committee; 

• ensure that all school personnel fulfil their duties to co-operate with the policy; 

• ensure fire risk assessments are reviewed/completed annually by the Fire Safety Manager; 

• ensure that new school personnel will undertake appropriate induction training; 

• ensure that established school personnel receive training when required; 

• monitor the effectiveness of this policy. 
 

4. EMERGENCY EVACUATION PROCEDURES 

 

• All school personnel must be aware of and follow the guidelines for the evacuation of the building, which are 

detailed in Appendix 1 of this policy. 
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• Fire evacuation exercises take place on a termly basis and are recorded in the fire log book. 

 

 

 

 

5. FIRE SAFETY TRAINING 

 

All school personnel will be trained in: 

• fire precautions and procedures; 

• emergency evacuation procedures; 

• risk assessments; 

• the use of fire equipment; 

• good housekeeping practices 

 

6. ALARM SYSTEM 

 

• Each week the alarm system will be sounded and checked. 

• Annual maintenance will take place. 

 

7. EMERGENCY EXITS 

 

• All exits are checked daily to ensure they are free from obstructions. 

• Fire evacuation notices and compliant signage are prominently displayed throughout all buildings.  

• Emergency exit doors are never locked whilst the building is occupied. 

• Fire doors must remain closed at all times. 

• Emergency lighting systems are installed to all emergency exits and escape routes and these are regularly tested.   

 

 

8. FIRE EQUIPMENT 

 

• Fire-fighting equipment is located throughout the school buildings. 

• Fire equipment is maintained annually. 

• All staff are trained in its use. 

 

Reviewed January 2022 – January 2023 
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Appendix 1 
EMERGENCY EVACUATION PROCEDURES 

 

1. FIRE EVACUATION 

 

1.1 If you find a fire or one is reported to you:  

• Those discovering a fire or other emergency for which the buildings should be evacuated should activate the 

alarm using the nearest available break glass call point. Where possible they should then notify the school office 

of the exact location / nature of the incident. 

 

1.2 Fire Fighting 

• The safe evacuation of all occupants from the building is the absolute priority. Staff may attempt to deal with 

small fires (i.e. small waste paper bin size), using portable firefighting equipment, only if it is safe to do so 

without putting themselves or others at risk.  

• Ensure the alarm is raised BEFORE attempting to tackle a fire. 

• Staff are made aware of the type and location of portable firefighting equipment in their working areas and receive 

basic instruction in how to use it. 

 

1.3 On hearing the fire alarm: 

• The fire alarm is a continuous ringing bell and all staff, pupils and other occupants of building must respond to 

alarm activations.  

• The Headteacher will check the fire alarm panel and, if safe to do so, go to the zone indicated to investigate the 

cause of the activation. Once the cause of the alarm has been identified, the Headteacher will communicate this to 

other members of staff as required. 

• The School Secretary, or in his/her absence the Headteacher, will summon the emergency services (DIAL 999) as 

necessary. 

• Whatever the circumstances surrounding the cause of the alarm all occupants must continue with the 

evacuation procedure as described.  

• Staff will ensure the safe evacuation of pupils/visitors via the nearest available exit to the designated assembly 

point, which is in the playground on the far side of the ‘Bounce Wall’ and is clearly marked. 

• In the event of a bomb alert, the designated assembly point is in the park area by the mushroom tree. 

• Those members of staff without direct responsibility for a class / pupils, visitor etc. must leave the building by the 

nearest exit and report directly to the Headteacher at the assembly point. 

• Visitors who are not familiar with evacuation procedure must follow their host’s instructions. 

• Pupils should follow the instructions of their teacher, leaving in single file via the nearest available emergency exit 

route. The last person to leave the classroom is the Class Teacher, who must close the door behind them. 

• A Calm orderly exit is essential. 

• Walk quickly – DO NOT RUN or stop to collect belongings. There should be no talking and pupils must 

remain in their lines as they make their way to the Assembly Point. 

• On arrival at the assembly point pupils must stand in silence in their year groups while staff check their registers.  

• Registers and the visitors book will be taken out to the assembly point by the School Secretary. The result of this 

check must be reported to the Headteacher /Senior member of staff as soon as it is completed. 

• Any pupil, who might have been in another part of the school building, must report to their teacher as soon as they 

arrive at the Assembly Point. If the teacher is not present, the pupil must report to the Headteacher. 

• On no account must any individual remain in the school buildings during an emergency evacuation unless 

they are undertaking an official role identified by this evacuation procedure. 

• Upon exiting the building, thoroughly check the areas you move through to ensure that all occupants have 

evacuated. 

• Checks on toilet areas should include a check on individual cubicles. 

• Never open a door if you suspect that there may be a fire beyond it. If in doubt, check the door with the back of 

your hand. 

• The Headteacher /senior member of staff will liaise with the Fire Brigade on their arrival. 

• All staff and pupils must remain at the assembly point until instructed, do not re-enter the building until the ‘all 

clear’ has been given either by the Fire Brigade or Headteacher/ senior member of staff. 

• Pupils will then be dismissed class by class. 

• If the building cannot be reoccupied following an evacuation, pupils will be evacuated to Stanborough Secondary 

School.  
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2. EVACUATION ROUTES 

 

CLASSROOMS MAIN ROUTE ALTERNATIVE ROUTE 

NURSERY Outer door leading into the Nursery 

garden, through the Peace Garden to the 

assembly point. 

Through the main Nursery entrance, via 

the gate through the playground to the 

assembly point. 

RECEPTION Patio door leading to the path that goes to 

the playground, through the playground 

to the assembly point. 

Via classroom door, through infant exit, 

then follow the playground to the 

assembly point. 

YEAR 1 Via classroom door, through infant exit, 

then follow the playground to the 

assembly point. 

Through patio door round the back of the 

reception play area to the playground and 

to the assembly point. 

YEAR 2 Patio door leading to the back of the 

school, follow the building around to the 

playground and the assembly point. 

Via main class door, through dining hall 

and junior doors, cross playground to 

assembly point. 

YEAR 3 Patio door leading to the back of the 

school, follow the building around to the 

playground and the assembly point. 

Via main class door, through dining hall 

and junior doors, cross playground to 

assembly point. 
YEAR 4 Patio door leading to the side of the 

school, turn right on to the playground 

and go to the assembly point. 

Via main class door, through dining hall 

and junior doors, cross playground to 

assembly point. 
YEAR 5 Patio door leading to the side of the 

school, turn right on to the playground 

and go to the assembly point. 

Via main class door, through dining hall 

and junior doors, cross playground to 

assembly point. 
YEAR 6 Fire door to the back of the Portacabin, 

turn right and walk through the adventure 

playground and on to the assembly point. 

Through the main doors of the 

Portacabin, across the playground and to 

the assembly point. 

OTHER PARTS OF THE BUILDING EXIT ROUTE 

MAIN HALL Through fire exit doors to the playground and on to the assembly point. 

DINING HALL Through the junior doors to the playground and on to the assembly point. 

JUNIOR TOILETS Through the junior doors to the playground and on to the assembly point. 

INFANT TOILETS Through the infant doors to the playground and on to the assembly point. 

KITCHEN Via kitchen door to main hall, through fire exit doors to the playground and on to the 

assembly point. 

LIBRARY Via library door, follow route for Years 2 or 3, or follow the route for the dining hall. 

SEN ROOM Through door, into Year 4 and follow Year 4 route. 

STAFF ROOM / STAFF TOILETS / 

HEAD’S OFFICE / SCHOOL OFFICE 

Exit via main school entrance, along the car park, through the gate and down the path 

to the playground to the assembly point. 

DURING ASSEMBLY Nursery, Reception & Year 2 exit via the infant doors; Years 2, 3 & 4 via the hall 

doors and Years 5 & 6 via the junior doors. 

 

3. CHECKING THE BUILDING 

• The Headteacher will check the following areas: Hall, Kitchen, Dining Area, Library and Junior toilets 

• Class teachers will check their own classrooms 

• The Year1 Teacher or Assistant will check the Infant toilets. 

• The School Secretary will check the Staffroom & Staff toilets and take the Class Registers and Visitors’ Book to 

the Assembly Point. 

 

4. CO-ORDINATION WITH OTHER SITE USERS / OCCUPANTS 

 

4.1 Visitors   

• All visitors to the school must sign in and out of the school and will be made aware of evacuation procedures on 

their arrival. 

• Visitors to the school are the responsibility of their ‘host’ and must be escorted to the Assembly Point by the 

particular member of staff concerned.  

• In the event of an alarm activation during parent’s evening etc. all members of staff are responsible for evacuating 

parents / pupils from their immediate area of responsibility. 
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4.2 Contractors 

• Contractors, including catering staff, contract cleaners etc. working on the premises, will be informed of the 

school’s emergency procedures that apply including: 

o Action to be taken on hearing the fire alarm or discovering a fire; 

o Fire evacuation procedures including means of escape, location of the assembly points and name of the 

person in charge of evacuation procedures; 

o The location of fire-fighting equipment and fire alarm call points in relation to the area of their work. 

• The risk of fire arising out of the work of any contractor on site will be assessed and appropriate precautionary 

measures put in place. 

5. GENERAL EVACUATION FOR PEOPLE WITH ADDITIONAL NEEDS 

5.1 Mobility Impairment 

• Those individuals who require only limited assistance should evacuate the building using the nearest exit. If they 

have to move at a slower pace they should allow other persons to exit the building before them and then continue 

their evacuation to a place of safety. A responsible member of staff will be nominated to escort those who need 

assistance from the building. 

• For staff or pupils with significant mobility impairments accessing areas where egress is difficult, then any 

additional measures to facilitate their evacuation will be identified through the PEEP process.  

 

5.2 Visual disability 

• Person/s with visual disability may require assistance to safely evacuate. On stairways the helper should descend 

first with the persons hand on their shoulder, on level surfaces they should take the helpers arm and follow them. 

 

5.3 Hearing disability 

• Person/s with hearing disability should be assisted out of the building by staff. 

• Any additional measures required to the alarm system or buildings will be identified in the school’s fire risk 

assessment and the PEEP process e.g. additional means of raising an alarm e.g. pager that vibrates when alarm is 

activated, flashing beacon linked to alarm etc.   

 

January 2022 – Next Review January 2023 

 

 

 


