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Fire and Emergency Policy – Revised November 2024 

 
SECTION 1 

 
STATEMENT OF INTENT 

 
 

St. Peter’s Church of England Primary School provides a safe and healthy working 
environment, paying particular attention to fire safety and effective evacuation 
procedures.  
 
Fire safety awareness is discussed with all staff at the beginning of the academic year 
and at other appropriate times and regular termly whole school evacuation procedures 
take place.  New employees are made aware of fire procedures as part of their induction 
interview. 
 
The overall aim is to protect life.  Therefore safe effective evacuation is of paramount 
importance.  Staff are not expected to fight fire nor should they go back into the 
building.  It is the responsibility of each teacher to talk to their class and ensure that 
they are fully aware of procedures should the fire alarm sound.  New pupils should also 
be informed of procedures as soon as possible following admission to school. 
 

 

 

This policy has been reviewed and revised and takes into consideration changes in 
Health and Safety legislation. 
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SECTION 2 
 

ORGANISATION 

 
 
 

LOCAL GOVERNING BODY 
The Local Governing Body has overall responsibility for all aspects of Health and Safety 
on the school site, including fire and emergency procedures.  The majority of issues are 
dealt with by the Safeguarding Committee but on occasions the full Governing Body may 
choose to deal with specific matters.   

 

Members of the Safeguarding Committee for the Academic Year 2024/25 are: 

• The Headteacher 

• Miss S. Hunt 

• Mrs. L. Richards 

 

 

 

The nominated governor for Health & Safety for the 2024/25 academic year is Mrs. 
Lynne Richards. 

 

Day to day responsibility for Health & Safety has been delegated to the Headteacher, or 
in his absence the Assistant Head. 

 

HEADTEACHER 

The Headteacher has been designated as the RESPONSIBLE PERSON with regard to fire 
safety and evacuation procedures.  In his absence the Business Manager will deputise 
and assume responsibility. 
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DUTIES OF THE RESPONSIBLE PERSON 

• Identify FIRE WARDENS for each area of school 

• Identify who will call the fire brigade in the event of a fire 

• Meet the fire brigade upon their arrival at the premises 

• Provide the fire brigade with site plans and ensure all access gates have been 
unlocked 

• Ensure that all staff are aware of their specific responsibilities 

• Ensure that regular fire drills take place, at least once per school term 

• Check that all fire doors are free from obstructions and slip/trip hazards. 

• Check that all escape routes are clear. 

• Check that all fire doors can be opened quickly and easily. 

• Check that all fire resisting doors close properly. 

• Check that fire resisting doors are not wedged or propped open. 

• Ensure building is kept tidy. 

• Ensure that rubbish and waste materials are not allowed to accumulate. 

• Ensure that waste materials, especially combustible, should not be stored in 
school. 

• Ensure that waste materials are stored externally in a secure area, preferably 
away from school buildings. 

 
 

DUTIES OF THE FIRE WARDENS 

• Fire Wardens should ensure that all persons within their designated area 
evacuate the building safely. 

• Check that no children have been left behind in the toilets and cloakroom areas  

• Fire Wardens should check that all doors are closed behind them as the building 
is evacuated to prevent the spread of flames or smoke 

• Ensure that no one re-enters the building until advised that it is safe to do so 
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The following staff have been appointed to act as Fire Wardens for designated areas of 
the school for the 2022/23 Academic Year: 

 

 

AREA FIRE WARDEN DEPUTY FIRE 
WARDEN 

THE ARK (2-year old provision) Miss C McPike Miss Fyfe 

NURSERY  Miss Holmes Miss Fyfe 

INFANT ASSESSMENT CLASS Mrs. Wilkie Miss Hopkins/ 

Mrs. Bowmaker 

RECEPTION Mrs. Winspear Mr. Easton 

KEY STAGE 1 Mrs. Marshall Mrs. Breckon/ 

Mrs. Roberts 

KEY STAGE 2  (Y3/Y4) Miss Cowen  Mrs. Russell/ 

Mrs Tokarski 

KEY STAGE 2  (Y5/Y6) Mrs. Hogarth 

Mrs. Westwood 

Mrs. Whalley 

Mrs. Holmes 

KEY STAGE 2  (JSB) Mrs. Hutchinson Mrs. Cook 

ENTRANCE CORRIDOR/ 

STAFFROOM/STAFF TOILETS 

Mrs. Holmes  Mrs. Hayden 

VISITORS LOG & STAFF LOG Miss 

Shelley/Mrs.Walton 

Mrs. White 

 

PUPIL LOG Mrs. K Brown 

(reporting back to Miss 

Shelly/Mrs Walton 

Miss Shelly/Mrs 

Walton 

KITCHEN Mrs. Bennett Mrs. Collitt 

BREAKFAST CLUB Mrs. Holmes Mrs. Breckon 

AFTER SCHOOL CLUBS Mr. Blan Mr. Unthank/ 

Mr. Smith 

COMMUNICATIONS TO 

EMERGENCY SERVICES & PARENTS 

Mrs. White/Mrs Wilson Mr. Unthank 
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SECTION 3 
 

ARRANGEMENTS 
 

 

FIRE DRILLS 

 Fire drills are intended to ensure, through training and practice, that in the event of a 
fire: 

• Adults and children, who may be in danger, act in a calm and orderly manner and 
safely evacuate the building. 

• Those with a designated responsibility, carry out their tasks to ensure the safety of 
all concerned. 

• The escape routes are in accordance with a pre-determined and practised plan. 

• Evacuation of the building is achieved in a quick and orderly manner. 

• Fire Drills will take place at least once per school term and documented 
appropriately by the Responsible Person 

 

PROCEDURES 

Should fire break out in school, it is the responsibility of staff members to: 

• Raise the alarm. 

• Ensure that the children evacuate the building quickly. 

 

ON HEARING THE ALARM: 

• Direct the children to walk quietly to the nearest exit and then walk quietly in 
single file to their assembly point.   

• The main assembly point is the West (rear) playground, but the kitchen staff 
should assemble in the school car park.   

 

An attached map, together with class assembly points is enclosed with this policy.  The 
maps are on display around the school. 

• Movement from the school building should be a continuous flow with no stopping. 

• Children line up in single, orderly class lines. 
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• Fire Wardens must ensure that their designated areas are empty before closing 
the doors behind them.  Fire Wardens should also check toilets and cloakrooms on 
the way out and gather up any staff lanyards hanging in the area to ensure all staff 
are accounted for. 

• Everyone must leave the buildings by the nearest safe exit. 

• Miss Shelley will check the visitors log book for any visitors who may be on the 
school site to ensure they are accounted for. 

• The designated member of the administration team will call the Fire Brigade.  This 
will be Mrs. White or Mrs. Wilson and in their absence, Mr. Unthank. 

• Teaching staff will take out their own daily registers sheets to the WEST 
PLAYGROUND so that roll calls for each class can be completed.   

• Once the roll call is completed the teacher in charge of the class will confirm 
immediately to Mrs. Brown that all the children in their care are accounted for and 
safely lined up.  If there are any children missing Mrs. Brown will report this to 
Miss Shelley or Mrs. Walton 

• Mrs. Holmes will check the entrance corridor, staffroom and staff toilets on her 
way out, Mrs. Hayden will deputise in the absence of Mrs. Holmes. 

• Miss Shelley or Mrs. Walton will cross-check any discrepancies against the Visitors 
Log, Staff log and Pupil Log to ensure that any missing children or staff are 
accounted for. 

• Classes should remain still and quiet in their respective assembly points until asked 
to re-enter the school buildings. 

• The Responsible Person, either the Headteacher or Business Manager, will inform 
all members of the school community when it is safe to return to the school 
buildings. 

• If there are children accessing PE in the Sports Hall a member of staff from the Ark 
will inform them of the need to evacuate and they will follow their designated 
evacuation route. In the event that the Sports Hall needs to be evacuated a 
member of staff from the Sports Hall will inform staff members in the Ark who will 
raise the fire alarm within school. 

• If the fire alarm sounds during lunchtime, the lunchtime supervisors will escort all 
children out of the building and begin to assemble their class on the playground 
until the Teachers arrive to take registers.  Supervisory Assistants should remain on 
the playground and await further instructions from Senior Leadership. Kitchen 
staff will evacuate to the East Car Park and communicate to Mr. Unthank that all 
staff are safe and accounted for. 
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INFORMATION 

• All staff are kept fully informed of issues relating to Fire Safety.  Copies of the Fire 
Evacuation Documents are kept in the Health & Safety file and in all teaching areas 
in the policy documentation file. 
 

• All fire equipment is tested and records kept in line with the recommended 
timescales contained in the Redcar & Cleveland Fire Safety Toolkit (produced 
December 2006). 

 

• As the school registers reflect the true number of children in school at the start of 
the morning and afternoon sessions it is imperative that they are completed 
quickly and accurately in SIMS and a laminated copy displayed in each classroom. 

• Children arriving late should report to the school office to be signed in and their 
attendances entered on their respective registers. 

• Children leaving school early should be signed out by the person collecting them, 
stating the reason why. 

• Any classes leaving the school site for teaching purposes during the course of the 
school day should be signed out in the Pupil Log at the main doors. 

• If any visitors are present they should be made aware of all fire evacuation 
procedures and their designated assembly points, these are printed on the back of 
the visitors’ badges. 

• Any staff leaving the site during the course of the school day should return their 
lanyard and ID badge to indicate that they have left the premises.  

• Personal Emergency Evacuation Plans are in place for all staff and pupils with any 
form of disability which would impede the speed and safety of their evacuation. 

• Fire Risk Assessments will be reviewed and signed annually. 

• A record of fire drills and a staff participation register will be maintained by the 
Responsible Person. 
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