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Moorlands Primary School 
 

Fire Safety Policy  
 
 

1. Allocation of Responsibilities 
 
The following persons have fire safety responsibility within the school:  
 
Headteacher  

 Will ensure there is a Fire Safety Risk Assessment and that preventive and protective measures 
are in place. 

 
Site manager  

 Will during the course of his/her duties ensure that fire safety measures are in place. 
 
Teachers  

 Will take charge of pupils to ensure their class evacuates the building in an emergency, and will 
actively ensure that the means of escape in their classroom is never obstructed or blocked. 

 
Teaching assistants 

 Will clear shared areas to ensure no one is left in the building. 
 
Fire Marshalls  
The Fire Marshalls as Moorlands Primary School are Mrs Sarah Harrison (Business Manager), Mr Andy 
Venn (Site Manager) and Mrs Beverly Thorne (Assistant Caretaker). Their duties include: 
 

 to be the ears and eyes of the employer throughout the year, fire hazards, exits clear etc. 
 to police fire policies/procedures 
 put measures in place and help to ensure the safety of staff 
 to assist or organise the fire drill 
 must be familiar with exits, fire alarm, call points, extinguishers, assembly points, fire alarm 

sounds and evacuation procedures 
 Organise the carrying out of weekly fire alarm checks 
 keep a register of staff and check they are accounted for 
 liaise with the fire brigade 
 report back to management e.g. any doors/windows left open, and missing staff etc. 

 
All other Staff  

 Will cooperate in the emergency procedures in event of a fire. 
 
The Health & Safety Team 

 Will consist of the Headteacher, Site Manager, Business Manager and Health and Safety 
Governor and will oversee the implementation of this policy. 

 
Employees 

 Employees will be provided with clear and relevant information on the risks to them identified 
by the fire risk assessment, about the measure to be taken to prevent fires, and how these 
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measures will protect them if a fire breaks out. All employees undertake regular Fire Safety 
Awareness Training.  

 
 
Non-Employees 

 The school will inform non-employees, such as students and temporary or contract workers, of 
the relevant risks to them and provide them with information about the fire safety procedures 
for the premises.  The information will include any part they will be expected to play in the 
evacuation of pupils from the premises. 

 
Shared Premises 

 In premises that are shared with another organisation the school will co-operate and co-
ordinate with other responsible persons to inform them of any significant risks, and how the 
school will seek to reduce/control those risks which might affect the safety of their employees. 

 Other organisations using the premises will be issued with a copy of the schools emergency 
procedures and will be expected to co-operate with the preventative measures put in place by 
the school.  

 

2. Risk Management and Training 
 

Fire Risk Assessments 

 The Fire Risk Assessment will be written by an outside company, reviewed and updated by the 
Site Manager and agreed by the Health and Safety Team. 
It will: 

- Identify any person especially at risk in a case of fire, e.g. a person who is blind, deaf or 
disabled, and make plans to include their safe evacuation. 

- Review the evacuation plan and each room’s instructions for this. 
- Look at the past years’ records of fire practices etc. 
- Ensure the provision of adequate training. 
- Review the Fire Risk Assessment sheets. 
- Review the provision of instruction to students or visitors to the building. 

 
Staff Training 

 Every member of staff and any students will receive instructions in fire precaution during 
induction. The training will be recorded in the induction pack. All members of staff will receive 
refresher training as and when necessary.   

 
Visitors and trainees  

 Visitors and trainees will be instructed at the beginning of their attendance and given a Visitors 
Handbook.  All classes have instructions displayed on where the nearest evacuation meeting 
point is and evacuation routes are pointed out. 

 
Disabled Evacuation 

 All fire exits are wide enough to enable wheelchair users to leave the building easily and safely.  
Risk assessments will be carried out on all disabled people to ensure safe evacuation and a 
Personal Evacuation Plan drawn up.  
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Fire Drills 

 Fire drills will be carried out once a term at different times of the day and involving different 
groups. This will include a simulated evacuation drill. When a fire drill is held it will be recorded 
in the fire logbook. 

 
Testing of Fire Alarm System 

 The fire alarm system will be tested weekly by the Site Manager. Each alarm point will be 
numbered and a different number will be tested each week and recorded in the logbook. 
Statutory fire alarm system checks will be made periodically by the Local Authority 

 
Emergency Lighting 

 The emergency lighting will be tested visually each week by the Site Manager and recorded in 
the logbook. Statutory emergency lighting checks will be made monthly by the Local Authority. 

 
Emergency Exits 

 All emergency exits are to be kept clear and free from obstruction at all times. 
 

3. General Fire Safety 
 

All staff will make it their responsibility to ensure: 
- Their exit doors are unlocked 
- Fire doors will not be propped open 
- Tops and fronts of heaters are kept clear 
- There is 1 metre clearance to the routes of exit doors 
- Displays where possible will not be above heaters, and if this is unavoidable they will be 

securely fixed 
- Combustible materials (paper, card, fabrics etc) are not stored near to sockets or lights 
- Unnecessary lights or electrical appliances (Computers, printers, TV and video, fans, 

laminator toaster, etc) are to be switched off and where possible unplugged. 
- All electrical items, plugs and cables are checked each year in PAT testing 
- The fire blanket will always accompany the cooker 

 

4. Details of the Schools Emergency Plan 
 

How people will be warned if there is a fire: 

 The siren (a varying tone) will sound throughout the school. If the siren fails, a continuous pulse 
of the school bell will be made manually and/or a continuous whistle will be blown. 

 
What staff should do if they discover a fire: 

 Staff should break the nearest break glass point on their way out of the building and report the 
location of the fire to the Head Teacher as soon as possible after ensuring pupils in their care 
have evacuated to the muster point (parallel to the hedge of the bottom playground) 

 Office staff and SLT should take emergency ‘grab’ bags to the designated muster point. 

 Staff should not attempt to tackle a fire unless it is safe to do so, and they are confident they 
have received sufficient instruction to use fire fighting equipment safely. 

 Staff should evacuate the building by the nearest available fire exit. 

 Staff should not stop to collect personal belongings on their way out. 

 Under no circumstances should anyone attempt to re-enter the building until told to do so by 
the Head Teacher. 
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What pupils or visitors should do if they discover a fire: 

 Pupils should inform the nearest adult of the location of the fire and leave the building by the 
nearest exit. 

 Visitors should exit the building by the nearest exit, informing the nearest member of staff on 
the way out of the location of the fire. 

 
How the evacuation of the premises should be carried out: 

 All occupiers of the premises should exit by the nearest available fire exit. 

 Staff responsible for pupils should ensure that all pupils in the class have left the room before 
exiting themselves. I.e. the last person out of an area should be an adult. 

 Staff should close the door behind them on leaving the room. 

 Staff and pupils should move quickly and quietly but not run. 

 The Admin Team will take the class registers & contact list to the assembly points (registers 
must be returned promptly to the office.) 

 All pupils, staff and visitors will go immediately to the assembly points. If the emergency 
evacuation occurs at the end of the school day or lunchtime, people will still report to the 
assembly points. 

 Leave by the nearest exit, do not stop to collect belongings, move quickly and quietly but do 
not run, make your way to the designated assembly point. 

 Procedure for checking the premises have been evacuated. 

 Roll calls will be made by class teachers against the register. 

 In the Acorn Building (1971) TAs in each area will check the toilets and corridors after 
instructing children to exit via the nearest door. In the Oak Building (2013) this role is taken by 
TAs working in that area. 

 Gate keys can be found in the emergency response file in the emergency grab bag. All Middle 
and Senior Leaders also hold a gate key.  

 
How the evacuation of the woods should be carried out:- 

 Staff will set off siren on loudhailer 

 Staff in woods to bring all children together in front of hide 

 Staff to wait for further instructions via loudhailer to see if it is safe to come to the muster 
point.  
 

Where people should assemble after leaving the premises:- 

 All children line up on the Lower Playground, Early Years on the right and through to Year Six on 
the left on the farthest side of the playground (parallel with the hedge) 

 
Identification of key escape routes & how they are accessed to escape to a place of safety: 

 From Acorn Building (1971), each class has an external door and this should be used to exit 
from the building, and then walk the shortest, safest route to the assembly point. 

 From the Hall, through the exit doors onto the covered walkway and down to the muster 
points 

 From the Oak Building (2013), each room has an external door which should be used. 

 From the Hub, use the nearest safe exit to leave the building 
 
Arrangements for fighting fire 
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 Staff should only attempt to fight a fire if they can do so without risk to themselves or others 
and they feel they are competent to do so. If staff are unsure they should leave firefighting to 
the Fire Service. 

 
If the decision has been made to evacuate the school site please follow the School Emergency Plan.  
Gate keys can be found in the emergency grab bag and are held by all Middle and Senior Leaders.  

 
The duties and identity of staff that have specific responsibilities if there is a fire: 

 Admin staff – telephone the fire service and take registers and contact details to the assembly 
point 

 Kitchen staff – turn off cooking appliances before leaving kitchen 

 Site Manager – shut off any machinery in use when alarm sounds. 

 Designated staff - check toilets and general shared areas for evacuation 

 First aiders will check on children and adults once at the assembly point. 
 
Arrangements for evacuation of people especially at risk: 

 Children with severe mobility difficulties will be assisted as identified by their individual risk 
assessment 

 
Any appliances or power supplies that have to be isolated if there is a fire: 

 Kitchen equipment 
 
Specific arrangements for high risk areas: 

 Kitchens – cooking appliances will be isolated 

 Boiler House – keep flammable materials to a minimum 
 
Contingency Plans for when safety systems are out of order: 

 In the event of the fire detection system being out of order, a whistle will be blown or the siren 
will sound on the loudhailer. 

 
How rescue services will be called and who is responsible for this: 

 Admin staff will call the fire service from the main office or mobile phone.  

 The detail of which building is on fire must be made clear and direction to the relevant 
approach to the school (i.e. Kesteven Way or Townhill Way). 

 
Procedure for meeting rescue services on their arrival and notifying them of any special risks: 

 The Headteacher or SLT will liaise with the emergency services on their arrival. 

 Depending upon the site of the fire the HT or SLT will meet the fire services at the main 
entrance to the Acorn building or at the Townhill Way entrance. 

 
What training employees need and the arrangements for ensuring that this training is given 

 Fire drills will be held every term. 

 The emergency procedure will be shared with staff, including the induction of new staff. 

 Staff will also be required to complete and pass online training in Fire Safety 
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5. Fire Safety Equipment  
 

The school commission external safety checks by Southampton City Council to ensure we are fully 
compliant in the management of Fire Safety testing of equipment and signage. This is overseen by 

the Site Manager. 
 
Fire Extinguishers: 
 
Water Combustible materials such as wood, paper, cardboard: 

 Do not use on fires involving electrical equipment. 

 Short circuits caused by water in electrical apparatus could expose the operator to the risk of 
electric shock. 

 Do not use on flammable liquids. 
 
Dry Powder Flammable liquids, Electrical fires: 

 Carbon Dioxide (CO2) Electrical fires and small fires involving flammable liquids. 

 Foam Flammable liquids and combustible materials Fire Blanket Deep fat fryers and frying pans 
etc. 

 Do not attempt to fight the fire unless there are exceptional circumstances such as in order to 
escape.  If the fire is already contained, such as a small amount of burning material in a waste 
bin, use a fire blanket for a cooking or clothing fire. 

 
 
This policy should be read in conjunction with: 

 The school Health & Safety Policy 

 The school Emergency Plan  
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Appendix A 
 

EMERGENCY EVACUATION PROCEDURE 
 
 
WHEN THE ALARM BELL RINGS: 
 
Staff and children indoors: 

 Everyone stops and listens. 

 Teachers instruct children to line up calmly 

 Follow nearest Fire Exit sign 

 
 
 
 
 
 
 

 Teaching assistants check classes and toilets, making sure all the 
doors and windows are closed. 

 Children, led by their teachers, walk calmly to main playground, line 
up in classes in the far corner, well away from the building. 

 Office staff gather registers and visitors book, evacuating though the 
main entrance, making their way around to the playground. 

 Office Staff check the registers at meeting point on the playground. 
 
 

Staff and children outside; 

 A member of staff blows the whistle. 

 Children stop and line up quickly and calmly into class groups in far 
side of playground. 

 Wait until the rest of the school has joined them. 

 Teachers do head and register 
 

IF YOU DISCOVER A FIRE THEN RAISE THE ALARM BY 
IMMEDIATELY OPERATING THE NEAREST FIRE ALARM! 

 
 
 


