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Policy Statement 

It is our policy, as part of our Health & Safety Policy to ensure that adequate arrangements for the 
prevention of fire are in place. This will be achieved by undertaking fire risk assessments in line with the 
Regulatory Reform Fire Safety Order (2005) reviewing the findings from such assessments and having 
in place suitable fire precaution systems and robust procedures for the evacuation of the building in 
case of fire. 

Stratford Preparatory School will ensure, so far as is reasonably practicable, that all staff, pupils, 
contractors and visitors are protected from the risks of fire whilst on School premises.  

The school’s Fire Safety Policy is a whole school policy including EYFS and forms part of the school’s 
wider Health & Safety Policy.  

Aims 

The aims of our policy are that:  

• No life be put in jeopardy in anyway whatsoever.  

• That evacuation procedures are regularly tested. 

• That possessions and equipment are replaceable and no person’s life or an injury to a 
person is worth their rescue.  

• That the responsible person will undertake a fire safety risk assessment on a regular basis.  

• That we put in place, and maintain, appropriate fire safety measures.  
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• That fighting any fire is only undertaken when the alarm has been raised, when there is no 
risk to a person or persons and that person to have received appropriate training.  

• That all staff receive information, fire safety instruction and training.  

Overall Responsibility for Fire Safety Matters  

 

The Headmaster has overall responsibility for fire safety matters for the school.  Lisa Quinn is our 

appointed fire safety manager for the school.  She will co-ordinate the implementation of fire safety 

measures, ensure that staff and pupil training takes place and monitor the standard of fire precautions 

maintained. She will also ensure that a fire evacuation drill is undertaken early in each term, that fire 

action notices are kept up to date and that fire safety equipment is being maintained. 

  

The School Fire Procedure 

 

Notices displaying the school fire procedure will be displayed at each fire alarm call point and will be of 

the standard form. 

  

Responsibility of all School Staff 

 

All school staff are responsible for maintaining a high standard of fire precautions in areas under their 

control or influence. In particular, staff should ensure that they are fully aware of the fire procedure. 

They should ensure that exit routes and fire exits are kept clear and fire doors are kept shut. They 

should also ensure that pupils for whom they are responsible are informed of the fire procedure. 

  

Fire Training         

 

All new staff are inducted into our fire procedures and protocols. Training will be provided at least every 

two years for all permanent full time school staff in fire safety and the school fire procedure, including 

training in the practical use of fire extinguishers. 

 

Specific training will be organised for fire safety managers, both on appointment and at least every two 

years. 

 

All staff, whether temporary or permanent, will have the fire procedure explained to them, together with 

information on the location of the fire alarm call points, the sound of the fire alarm and the location of 

the escape routes, exits and assembly points. It is the responsibility of the fire safety manager to 

ensure this instruction is given. 
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The fire safety manager will also ensure that all fire safety records are maintained and are available for 

inspection by any enforcement authority. 

 

Visitors  

 

All visitors to Stratford Preparatory School as asked to read a short induction to our Health and Safety 

procedures including what to do in the event of the fire alarm sounding.  

Evacuation Drills 

An evacuation will be carried out at least twice a term either in the form of an accidental or planned 
practice evacuation. After each evacuation, staff are required to provide information and observations 
on positive and negative aspects. The conditions and timings of the practice will be varied, such that 
sometimes no notice will be given to either Staff or Students, and sometimes a false fire will be used to 
block a major exit route to test how people cope when required to deviate from the normal route.  

Maintenance of Fire Doors, Fire Exit Doors, Fire Equipment and Systems 

 

Fire extinguishers and fire alarm systems are maintained under a central contract administered by 

professional consultants. However, the school will carry out the following tests on the systems and 

precautions between maintenance visits: 

 

System 
 

Frequency Method of test 

Fire Alarm 
 

Weekly Tuesday 10.30am sound test – 
rotate call points 

Fire Alarm (Early Years) 
 

Weekly Tuesday 10.40am Sound test. 

Automatic door holders and 
closers connected to fire alarm 
 

Weekly Test key operation of different 
call point each week in rotation 
  

Fire extinguishers, hose, reels, 
fire blankets etc 
 

Weekly Visual check of panel for fault 
indication 
 

Fire doors Weekly Confirmation that doors 
release and close with the 
operation of the fire alarm. 
 

Emergency lighting Monthly 
 

Test to ensure lighting works. 
 

Stairwells and Stairwell 
Enclosures 

Daily Check the seals are intact, 
equipment has not been 
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 removed or tampered with and 
annual inspection and 
maintenance is in date 
  
 

 

 

Appointment and Duties of Fire Marshals 

 

Lisa Quinn is the fire marshal she has responsibility for ensuring that all areas of Main School have 

been evacuated directly after the alarm is raised. Louise Maher will check all rooms in the EYFS 

building (including the science room) have been evacuated after an alarm.  

 

Raising the alarm 

 

In the event of alarm failure a hand bell will be rung in order to raise the alarm. 

  

 

Calling the Fire Brigade 

 

It is the school policy that the fire brigade will be called on any confirmed outbreak of fire. The school 

secretary/office is responsible for calling the fire brigade when the alarm is sounded. Where the alarm is 

raised by the school's automatic smoke detection the school office/ secretary will call the fire brigade if 

a fire is confirmed, or within 60 seconds of the alarm being raised if a false alarm is not confirmed. 

  

Meeting the Fire Brigade 

 

Lisa Quinn is responsible for meeting the fire brigade on their arrival with a map of the building. In her 

absence the secretary deputies. 

  

Events Taking Place Out of School Hours Such as School Plays or External Lettings 

 

Where events are organised outside normal school hours, or by outside organisations, it is the 

responsibility of the member of staff organising the event or arranging the letting to ensure that the Fire 

Safety Manager is consulted and appropriate precautions including arrangements for evacuation and 

calling the fire brigade are put in place. The fire safety manager may impose specific restrictions on the 
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type of letting or activity the number of persons involved and the number and layout of any seating. It is 

particularly important to consider whether a public entertainment licence will be needed for the events 

being organised  

 

Notices 

 

All fire exit routes will be signed by clear signs with directional arrows.  

Evacuation of Disabled Persons from the School Buildings  

Students and employees with a disability should be identified and a Personal Emergency Evacuation 
Plan (PEEP) prepared for the person concerned. Copies of PEEP are kept by the child’s form teacher 
or key worker and also in the fire file in the school office. Form teachers and Key worker must consult 
the timetable of the person with a PEEP and advise all members of staff of the specific needs of that 
child. 

After taking into account all known risks we will propose specific procedures for assisting in the 
evacuation of persons with a known disability. Where required a ‘buddy’ will be appointed for any 
student or employee requiring assistance in an emergency evacuation. Where teachers have a pupil 
with a known disability, they must ensure that the pupil is aware that the alarm has been triggered and 
that they follow the evacuation procedure accordingly.  

Wheelchair users or any person with difficulty walking (for example anyone temporarily using crutches) 
should make their way to a designated fire refuge area and wait until they are assisted  

Fire Warning Equipment  

The school is equipped with fire warning devices designed to activate the school’s alarm system in the 
event of a fire. The warning of a fire will be a siren, which will sound continuously.  

The alarm will be tested regularly, (weekly, Tuesday 10:30 am at the Main School and 10.40am Early 
Years Building) unless an external or oral examination is in progress and reports of inaudibility are to be 
reported.  

Call buttons are located throughout the building. In the event of a fire, the glass should be broken and 
the school alarm will automatically sound.  

This equipment is maintained regularly.  

Fire-fighting Equipment  

Fire-fighting equipment (commonly known as “fire extinguishers”) is located throughout the school. 
Different appliances are designed for different applications and conditions; this will have been taken 
into account with respect to their siting. The main purpose of fire extinguishers is to clear a path to an 
exit.  
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Staff will receive training in the safe operation of portable fire-fighting equipment and the appropriate 
applications for particular items.  

No attempt should ever be made to tackle a fire unless it is very minor and poses no significant threat 
to the occupants of the building.  

This equipment is to be maintained regularly. It is a disciplinary offence – for pupils and staff alike – to 
tamper with any fire-fighting or alarm equipment.  

Fire Prevention Measures  

Staff should follow good housekeeping practices, including those listed below, which can eliminate or 
reduce many fire risks:  

• Sources of ignition should be controlled. Heaters should not be covered up and electrical 
sockets should not be overloaded.  

• Electrical appliances are tested. 

• Catering equipment is switched off at the end of every day.  

• Lightening and earthing protection conforms to BS 6651-1999. This is tested by a specialist 
contractor.  

• All gas appliances are tested and serviced by Gas Safe Registered Engineers.  

• Portable electrical equipment should be checked regularly.  

• Rubbish should not be left lying around.  

• Care should be taken to avoid large flammable displays along escape routes.  

• Escape routes should always be kept clear and fire exit doors never blocked.  

• Outside rubbish storage (bins) should always be located away from buildings.  

• The safe storage areas for flammable chemicals in the Science block will be used whenever 
necessary.  

• Exit routes are regularly walked by the Fire Safety Officers at both buildings to ensure that they 
are, and remain, clear of obstruction.  
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