Introduction
The prevention of fire is of vital importance. Most fires are caused by carelessness and ignorance. A high standard of fire consciousness will prevent this. It is the responsibility of all personnel to become conversant with these instructions.
Upon the outbreak of fire, the saving and preservation of life takes precedence over the salvaging of property. A member of staff’s first and overriding duty is of course to look after the children or persons under their charge and this will mean the evacuation of the building. No attempt should be made to fight fire until their safety is assured, and then without exposing any person to risk.
The school fire officer is the Principal Mr. K. Woods and he is to be informed of all fires, no matter how small. A fire is not considered extinguished until such time as it has been inspected by the fire officer.
Fire risk assessments
The Fire Precautions Workplace Amendment Regulations 1999 came into force on 1 December 1999. This ensures that employers are responsible for ensuring appropriate fire precautions, which include:
· appropriate fire detection and fire-fighting equipment that is accessible and simple to use
· nominated employees to implement fire-fighting measures
· provision of adequate training and equipment for those appointed
· arrangements for any necessary contacts with external emergency services
· provision of adequate emergency escape facilities
In order to do this, employers should carry out risk assessments and revise them from time to time. They should identify any person especially at risk in a case of fire, eg a person who is deaf, blind or disabled etc.
Fire / Emergency Evacuation Procedures to evacuate the premises have been created, providing for calling the fire service and allocating individuals who are responsible for supervising, controlling and putting into effect the plan. Fire drills must be carried out in accordance with the emergency plan and modifications made. 
It is important that any actions arising from the fire risk assessment form part of the overall health and safety policy for the school to ensure that the management of all health and safety risks are considered together.
This will be completed each June by the Principal, Building Supervisor and designated member of the Board of Governors. The important thing is that it should both be practical and systematic to ensure that the whole of the workplace is examined, including every room or area, particularly any area not often in use.



Strategy for fire prevention
Management strategy for fire prevention may be classified as follows:
· everyday management and vigilance by staff to ensure that potential hazards are kept under control to prevent the occurrence of fire
· alarm, evacuation and emergency action backed up by notices, drills and practice to ensure that correct action is taken in the event of an outbreak of fire
A strategy should also include:
· planning for the actions to be taken in the event of fire:
– training of staff, including any specially delegated function
– provision of instruction to pupils
– display of appropriate fire instruction notices
– control of risks associated with activities or processes that may cause or adversely affect any outbreak of fire, eg process, storage, gas, electricity, contractors on site, vandalism
· check on existing structural precautions, and seeking further advice where there are thought to be deficiencies
· monitoring the effectiveness of precautions, eg analysis of evacuation drills, annual review by checklist
Issue of general fire notice
The issue of general fire notices to staff will take place during induction. It is imperative that this document is issued and explained in detail to an employee in the same way as details of pay, work hours and holidays would be explained. This requirement applies to all staff.
Staff training
The Principal is responsible for ensuring that all staff in the premises are trained in accordance with the requirements of the school. Every member of staff will receive instruction in fire precautions during induction.
After the initial instruction, all members of staff will receive at least half an hour of verbal instruction at least once every 12 months. The Principal will arrange fire training where necessary.
Control of risks: training of staff and instruction of pupils
During the first day of school, all teachers should explain to children what the fire procedures are. This should include:
Fire exit to be used.
Assembly Point
Action on discovering a fire
Keeping exits pathways clear.
Fire drills
Fire drills will be carried out at least once every term. The exercise will include a simulated evacuation drill with the assumption that one escape route is not available. Each exercise will be started by a predetermined signal, such as activating the fire alarm and the whole premises will be checked as if an emergency has arisen. This fire drill can be combined with the instruction given to staff. When a fire drill is held, it will be recorded in the staff training record book, held by the site manager.
All staff must participate in at least one drill per year.
Testing of fire alarm systems
The fire alarm system will be tested weekly by the caretaker/Principal.  A different call point for each test will be used and recorded in the log book.  The fire alarm systems will be serviced on a cyclical rota.
Emergency lighting
The emergency lighting is to be examined weekly by the Principal. The log book will be completed indicating any defects and these will be brought to the attention of the school business manager immediately.  This lighting will also be checked by the maintenance contractor twice annually.
Emergency exits
All emergency exits are to be kept clear and free from obstruction at all times. It is the responsibility of all staff to be fully aware of the contents of these instructions and know the location of all fire exits and the assembly point in the immediate vicinity.
Fire alarms
Electrical fire alarm operated by breaking a glass release button.  The fire alarm is to be raised no matter how small the fire. 
Fire-fighting equipment
Fire extinguishers
There should be the correct type of fire extinguisher at each fire point, dependent upon the location.
Fire instruction notices
Printed notices should be conspicuously displayed at all fire points stating concisely what staff and others should do if a fire is discovered or if they hear the alarm. The notices should be permanently fixed in position and suitably protected to prevent loss or defacement.

Fire prevention checks
Regular fire prevention checks should be carried out.
Checks are to include the following.
· Unnecessary lights and electrical appliances (TVs, videos, microwave ovens etc) are to be switched off and, where possible, unplugged.
· It is recommended that convector heaters are not used in school.  All other electric fires must be regularly tested and maintained.
A fire prevention check is to be carried out in all areas at the termination of the week prior to the premises being vacated.
The following precautions are to be observed.
· With the exception of essential systems that must continue to operate after normal working hours, all electrical appliances and lighting systems are to be switched off and disconnected by a person nominated for this purpose.
· Waste paper bins are to be emptied and the contents removed from the building.
· All parts of the school are to be inspected by the caretaker at the end of the day. He or she is also to ensure that computers have been closed down and television sets have been disconnected and that all doors are closed.
· Windows are to be left free from obstruction. To facilitate detection of a fire from outside, prior to vacating rooms or premises at the end of the day, all curtains should be drawn apart, other than when security requirements dictate otherwise.
Smoking
Smoking is one of the main causes of fire and is prohibited in the school and the school grounds.
Refuse and rubbish
Refuse or rubbish must not be permitted to accumulate in or around the school. Disposal is to be undertaken at the end of each day.
Electricity
All electrical apparatus should be installed by an approved contractor, using the correctly rated fuse. If a fault occurs, get it repaired before continuing. Electrical installations should be checked regularly as electrical faults are a major cause of accidental fires.
All electrical equipment not required to be used out of hours should be switched off and the plug removed from the socket. All portable electrical equipment is to be checked annually by a suitably qualified contractor.

Fire doors
Fire doors have at least one of two functions, to protect:
· escape routes from the effects of fire so that occupants can safely reach a final exit
· the contents and/or the structure of a building by limiting the spread of fire
Neither of the above functions will be satisfactorily undertaken unless the door is a good fit in the frame, the self-closing device is working efficiently and the door is not wedged or held open.
Even if a door is not a fire door, it may reduce smoke and heat damage, so at evenings and 
School grounds
Access for emergency vehicles must be kept clear at all times. Combustible buildings must be sited away from the main building to avoid fire spread. Areas beneath raised buildings should be protected against the accumulation of litter and access for intruders.
Combustibles, rubbish containers and equipment, which could be used by vandals, especially those used by outside contractors, must not be left unsecured.
Fire routine
The purpose of the fire routine is to establish what action is to be carried out in the event of a fire. It should be in the form of a written notice and cover the basic facts below what to do if you discover a fire
· what to do when you hear the alarm of fire
· evacuation
· assembly
· roll call
· calling the fire service
· special needs of cleaners, disabled, etc.







Advice on the procedure in the event of fire
At time of emergency:
· If you discover a fire – or one is reported to you – operate the nearest fire alarm call point by breaking the glass.
· If you hear the fire alarm, evacuate the premises immediately, as detailed in the evacuation procedure for the school.
· The Principal or nominated person will ensure that the fire service is called.
· The Principal will do a quick sweep of the school building as they evacuate and then go to assembly point to check that all pupils, staff and visitors are accounted for.
· Staff and pupils will assemble by classes at the designated area.
· Teachers must ascertain, by roll call, the whereabouts of all pupils and staff and report the results of the roll call to the Principal.
After the event, follow the procedure described below:
· Do not re-enter the premises until advised to do so by the senior fire service officer present.
· If the fire has been extinguished by school staff, do not disturb any evidence that could indicate the cause of the fire, except for ensuring that the fire is out.
· Ensure that the premises are in safe working order before re-occupying: fire doors satisfactory, fire alarm operating, extinguishers re-charged.
· Statistics have shown that any publicity given to a school fire can result in a second fire. Members of staff are not to talk to the media unless authorized by the Principal.
· The fire officer is to analyze the procedures followed during the fire to determine whether changes are required.
Fire records
[bookmark: _GoBack]The safety of a building’s occupants cannot be assured by design alone. Any building can quickly become dangerous unless there is foresight in the activities carried out there, and care in the maintenance of it. The following ‘Fire Safety: Testing & Maintenance Log Book’ will be maintained.
· persons with special responsibilities
· fire alarm call point locations and checks
· monthly fire alarm tests
· fire alarm fault records
· fire alarm maintenance inspection
· emergency lighting maintenance inspection
· fire-fighting equipment routine monthly checks
· fire drills
· fire-fighting equipment tests and maintenance by contractors
· training records (quarterly and on induction)
· visits and inspections by the fire service
Publication of fire instructions
These instructions are to be held by all staff.
All new arrivals are to have fire instructions brought to their attention.
The classroom fire notice is to be displayed in each classroom.
