RADLEY

b HEGOLy GROUP

ISSR 12: Fire Prevention Policy
(to include day and boarding pupils)

This policy and its implementation are in accordance with The Regulatory Reform (Fire Safety) Order 2005, the Fire
Safety Act 2021 and all subsidiary Regulations which requires the school, Group Office and Council to take such fire
precautions to ensure, as far as is reasonably practicable, the protection of people legally on the premises, Group
property and the environment from the effects of fire.

Further non-statutory guidance can be found at:
- Fire safety risk assessment: educational premises

- Fire safety risk assessment: sleeping accommodation

Elimination/Reduction of Risks

Fire is a serious hazard that can strike anywhere and at any time given suitable conditions. Injury can be caused by a
lack of attention to the school’s fire safety procedures, a lack of reasonable care and a lack of forethought.

The school will implement general fire precautions to ensure, so far as is reasonably practicable, the safety of its
employees, students, contractors and visitors on its premises.

® These general fire precautions will be implemented on the basis of the following principles from
Part 3, schedule 1 of the Fire Safety Order:
o avoiding risks

evaluating the risks which cannot be avoided

combating the risks at source

adapting to technical progress

replacing the dangerous by the non-dangerous or less dangerous

O O O O O

developing a coherent overall prevention policy which covers technology, organisation of work and
the influence of factors relating to the working environment

giving collective protective measures priority over individual protective measures

o  giving appropriate instructions to employees.

® The school will implement, so far as is reasonably practical, the general precautions listed in
Article 4 of the Fire Safety Order:
o measures to reduce the risk of fire on the premises and the risk of the spread of fire on the premises
O measures in relation to the means of escape from the premises
O measures for securing that, at all material times, the means of escape can be safely and effectively
used
measures in relation to the means for fighting fires on the premises
measures in relation to the means for detecting fire on the premises and giving warning in case of
fire on the premises
O measures in relation to the arrangements for action to be taken in the event of fire on the premises,
including:
m  measures relating to the instruction and training of employees and
m  measures to mitigate the effects of the fire.
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e  All'school buildings are maintained to a standard that will not be adversely affected by fire for at least
sufficient time to allow all occupants to vacate in safety. Ongoing preventative maintenance in line with the
school’s Health and Safety Policy, as well as regular reviews of the Fire Risk Assessment, ensures that
appropriate measures are in place to ensure the elimination or reduction of risks from dangerous substances,
e.g. petrol, welding gases, LPG and flammable substances used in Science.

Organisation

The Council of Radley College has oversight of the policy and implementation of fire safety procedures in the
school. These are reviewed at termly LAG meetings as well as meetings of the Prep Schools Committee.

Group Office Responsibilities

® The Chief Operating Officer is responsible for ensuring that all new infrastructures/buildings and significant
alterations to school buildings are designed and built in accordance with Building Regulations, current Health
& Safety and Fire safety legislation and relevant British Standards in respect of fire safety.

School Responsibilities
The Head

e The Head is the “Responsible Person” in terms of fire safety. They will ensure that preventative and
proactive measures are taken to ensure fire safety, the following activities take place, and associated
documents and records are kept up to date:

O the Fire Prevention Policy

the Fire Risk Assessment

fire safety procedures and arrangements

fire safety training

fire evacuation drills

regular inspections of escape routes and fire doors

O O O O O O

regular testing and maintenance of fire alarm systems, detectors, emergency lighting and fire
fighting systems/equipment.

e Supervised by the Group, the Head also ensures that all new infrastructures/buildings and alterations to
buildings are designed and built and all existing buildings are maintained in accordance with Building
Regulations, current Health & Safety and Fire Safety legislation and relevant British Standards in respect of fire
safety.

Key Duty Holders
See Appendix A for a list of the of named people with specific fire safety responsibilities
The school will designate Key Duty Holders, and if appropriate deputies:
e Fire Wardens for designated areas of the school. In the event of an evacuation Fire Wardens are responsible

for:
o Helping everyone to leave the areas / buildings they are responsible for quickly and safely,
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o  Checking all rooms within their areas / buildings, including offices, staff rooms, cloakrooms and
workrooms, to ensure everyone has left,

o Using firefighting equipment, if the fire is small, it is safe to do so, and they have been trained to use
fire-fighting equipment,

o Ifitis safe to do so, shutting down any equipment that has been left on, and closing any doors that
have been left open / not closed properly,

o Reporting the status of their area to the Emergency Evacuation Coordinator.

Teaching staff will normally be in charge of groups of pupils when the alarm sounds; their primary
responsibility is to ensure all pupils arrive safely at the assembly point. Fire Wardens will therefore normally
be members of the Support Staft, eg Matrons, Maintenance and Admin Staft.

e Emergency Evacuation Coordinator - in the event of the fire alarm being activated they are responsible
for:
ensuring that the Fire and Rescue Service has been called,
checking with the Fire Wardens and people taking roll calls that the premises have been fully
evacuated,

o meeting the Fire and Rescue Service on their arrival, ensuring that they can access all buildings and are
notified of any special risks, e.g. the location of large quantities of highly flammable / hazardous
materials e.g. Science prep rooms, Pool chemical stores, LPG storage tanks,

o ensuring that no-one is allowed to enter or re-enter the buildings until the ‘all clear’ has been given.

e  Fire Drill Officer - responsible for:
o  Coordinating termly fire evacuation drills from all buildings and ensuring that any improvements that
could be made to the evacuation procedures are highlighted and remedial actions implemented;
o Keeping records of all fire evacuation drills including date, time of the evacuation, time taken to
evacuate the buildings and time taken to complete a full roll-call, as well as any problems encountered;
o Reporting the findings of the fire evacuation drills, particularly any problems and remedial measures to
the school’s H&S Committee;
o  Ensuring that all staft and pupils are briefed on the fire evacuation procedures at the start of every new
academic year, and that new staft/pupils are briefed as part of their induction/when they join the school.
® DPeople responsible for documenting and updating the school’s:
o  Fire Prevention Policy
o Emergency Evacuation Procedures
o  Fire Safety Risk Assessment Action Plan
® A person responsible for documenting ‘Personal Emergency Evacuation Plans’ (PEEPs) for staft and pupils that
need them;
® DPeople responsible for training staff, pupils and contractors working regularly on the premises, e.g. caterers, in fire
safety procedures;
® People responsible for providing fire safety information to visitors (e.g. those arriving for meetings and those
attending school events) occasional contractors and people who hire the school facilities;
® DPeople responsible for regularly testing, monitoring and recording that fire safety systems and equipment are in
place and working. This will include checking Escape routes, Fire doors, Alarm activated door closers/holders and
fire shutters, Fire fighting equipment, Fire alarm systems, Detectors, Emergency lighting and Fire signage.
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All Staff

All staff are required to undertake fire safety training as part of their induction and attend/undertake regular
refresher training appropriate to their roles and responsibilities.
All staft have a legal responsibility under Section 7 of the Health and Safety at Work A (1974):

O to take reasonable care of themselves and all others who may be affected by their acts and/or omissions,

O to co-operate with their employer with regard to health & safety including fire safety matters,

o and not to intentionally or recklessly interfere or misuse anything or any procedure provided in the
interest of fire safety, e.g. wedge open fire doors.

lation 14 of the Management of Health and Safe lations (1 requires all employees to bring to
the employer’s attention any situation they are aware of which could pose a risk to their health, safety or welfare
or that of their colleagues e.g. a fire risk situation. All staff are responsible for ensuring that:

o Ignition sources and combustible materials are kept segregated as far as is practicable, e.g. by ensuring
that paper, card and textiles are kept a good distance from electrical equipment, cables and power
sockets.

o Combustible rubbish and waste is well managed, not allowed to build up and carefully stored until it
is disposed of.

o Dangerous substances such as highly flammable liquids (e.g. petrol, turpentine), highly flammable gases
(e.g. LPG), oxidising chemicals (e.g. chlorine used in swimming pools) and potentially explosive
substances (e.g. some fertilisers) should be avoided where possible. Where a safer alternative is not
available the smallest amount necessary for the task should be used/stored on the premises

o Emergency routes and exits are kept clear of obstructions at all times and properly maintained to
facilitate a quick and safe escape.

o Fire doors are not propped, wedged or hooked open except with a ‘hold open’ device which allows the
door to close fully into the frame when the fire alarm is activated.

o All emergency exit doors are easily openable by the occupants’ own unaided efforts at all times when
the premises are occupied.

o Fire fighting equipment and emergency fire safety signage is clearly visible and not obstructed at all
times. Fire fighting equipment must only be used for their intended purpose, and never to prop doors
open

0 Good standards of housekeeping are maintained in their areas.

Fire Risk Assessment

A comprehensive fire risk assessment of the school premises will be carried out by Graham Turner, a specialist fire

safety consultant, every year, usually at the start of the Easter Holidays. This risk assessment will be formally

recorded, regularly reviewed in order to keep it up to date, and remedial actions will be completed on a prioritised

basis. If any new buildings are constructed, or significant changes proposed to existing buildings, or the way they are

used, the Fire Risk Assessor should be consulted and the Fire Risk Assessment updated.

Fire Risk Assessments should also be completed in any residential accommodation owned by the Group, e.g. staft

flats and houses.
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Fire Safety Procedures — to ensure the safety of those legally on the school premises

Fire Safety Procedures are developed and reviewed each term by the Health and Safety Committee.
Emergency Evacuation Procedures

All staff, including peripatetic staff and contractors who work regularly on the school’s premises, e.g. caterers, will be
trained on the emergency evacuation procedures as part of their induction training and attend/undertake regular
refresher training appropriate to their roles and responsibilities. They must remind themselves of the procedures by
reading the fire safety notices which are displayed in prominent locations around the school.

All pupils will be trained on the emergency evacuation procedures by their class teachers and the boarding staff on the
first day of the academic year (or on their first day at school). Occasional boarders must be trained on nighttime
evacuation procedures before their first night at school.

All visitors to the school will be made aware of the emergency evacuation procedure on arrival and where the assembly
point is, e.g. by including key points on the back of their visitors” badge.

All occasional contractors and people who hire the school premises will be provided with information regarding
emergency evacuation procedures as part of their contract or hire agreement and at pre-start meetings.

The school’s emergency evacuation procedures should include:

How people will be warned if there is a fire (what the alarm sounds like, difference to lockdown alarm)
What staft, pupils, contractors or hirers should do if they discover a fire

How the premises should be evacuated

The arrangements for the safe evacuation of people identified as being especially at risk, such as young

children, those with disabilities or mobility impairments.

® Where people should assemble after they have left the premises

® Dlans for dealing with situations such as getting pupils/staft away from the building; inclement weather if
there is a real, uncontrolled fire

® DProcedures for checking whether the premises has been fully evacuated and ensuring that no-one is
allowed to enter or re-enter the buildings after the fire alarm has sounded until the ‘all clear” has been
given either by the Fire Rescue Services; the Head or the Heads representative.

® The identification of key escape routes and alternative routes in the event that they are not available for

use in an emergency (‘running man’ signs and escape route plans).

Fire Safety Action Notices will be displayed in prominent locations around the school.

Arrangements for fighting fires (only by trained people, providing the fire is small and it is safe to do so).

The duties and identity of staff with specific responsibilities if there is a fire

Any machines/appliances/processes/power supplies that need to be stopped or isolated if there is a fire.

Specific arrangements, if necessary, for high-fire-risk areas, e.g. kitchens, plant rooms, science labs.

Emergency plan to be used by people/organisations letting part of the premises

Contingency plans if the fire detection and warning systems are out of order

How the fire and rescue service will be called and who will be responsible for doing this

Procedures for meeting the fire and rescue service on their arrival, ensuring that they can access all
buildings, they are given the access codes for doors secured with digi-locks, and are notified of any special
risks, e.g. the location of large quantities of highly flammable / hazardous materials e.g. Science prep
rooms, Pool chemical stores, LPG storage tanks,
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e What information and training staff and pupils need and the arrangements for ensuring that this is

provided

e Dost-incident plans for removing and securing personal belongings and valuables still in the building.
Disabled, non-ambulant and SEN pupils, staff and visitors

The school is responsible for making suitable arrangements for the safe evacuation of disabled, non-ambulant and
SEN persons during any emergency. Appropriate Personal Emergency Evacuation Plans (PEEPs) will be in place
where necessary to aid their safe evacuation.

Action to be taken if the fire alarm sounds during a Lock-in or full Lockdown
There are no absolute rules for this situation - decisions should be made on a case by case basis and the situation
taking place / information available at the time. However, generally:

e Ifyouareina ‘Perimeter Lockdown’ the school should respond to the fire alarm in the normal manner and
evacuate.

e Ifyouareina ‘Lock-in’ the response may need to be adapted e.g. assembly point may need to be moved, but
unless advised otherwise by the emergency services the school should evacuate.

e Ifyouarein ‘full Lockdown’ if possible staff should silently communicate with the emergency services or
SLT for guidance on what to do. In the absence of guidance assess the local circumstances - unless your
location is at obvious risk from a fire (smoke or flames are directly visible) stay in a safe place until the
Lockdown All Clear is given — the fire alarm could have been set off by an intruder trying to draw staff and
students out of hiding.

Staff Training

o  Allstaft will receive fire safety training as part of their induction and attend/undertake regular refresher
training appropriate to their roles and responsibilities. For most staff completing a fire safety e-learning
module through the Educare Online Platform at least every two years will be sufhicient. Staff with key fire
safety responsibilities e.g. fire wardens and those working higher risk locations such as kitchens and science
labs, will receive practical training in using fire extinguishers at least every 5 years. In addition all staff will
receive regular updates/e-bulletins/reminders on good housekeeping etc which promote fire safety.

® Alog of all staff training is kept centrally.

Fire Wardens

Fire Wardens will normally be members of the Support Staff, e.g. Matrons and Maintenance Staff. (See

Responsibilities section for Fire Wardens duties.) All members of staff who have overnight duties are also trained as
Fire Marshalls.
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Provision and Maintenance of Fire Safety Systems and Equipment

The school has a thorough system for the provision and maintenance of the following:

e principle internal emergency exit routes — checked on a daily basis to ensure they are clear of any
obstructions, free from fire safety hazards and all doors can be opened easily.

e cxternal fire escapes routes - regularly checked to ensure they are clear of obstructions, slipping / tripping
hazards, debris and external emergency lighting works effectively.

e fire doors — checked at least 6 monthly to ensure they are not damaged, fit/close correctly, will open easily.
Alarm activated door closers/holders should be checked to ensure they activate correctly when alarm sounds
external steel fire escape staircases — should be inspected every 3 years by a competent structural engineer
fire safety signage/notices — checked regularly to ensure that they are in place on all exit routes, by all fire
alarm call points and by each extinguisher; that they are clear, not obstructed and in a good state of repair,
and that Fire Safety Action Notices are displayed in prominent locations around the school.

® emergency lighting — each light tested for functionality on a monthly basis (any necessary repairs carried out
as soon as possible) and a check/servicing every 6 months by a ‘competent person™. Annually a 3 hour
battery discharge test should be completed

e fire alarm system / call points / detectors — a daily visual check of the alarm panel for any indications of
faults; call points tested weekly so that each individual call point is tested at least once a year and call points
in higher risk areas are tested at least once a term, and then a full system test and servicing every 6 months by
a ‘competent person’

e fire fighting equipment, e.g. extinguishers and fire blankets — located in prominent positions around the
school; visually checked each month to ensure in the right place, easily accessible, not obstructed and in good
condition, and then an annual check and service /replacement by a ‘competent person’

e all equipment linked to the alarm, e.g. gas cut off devices, electro-magnetic door holder devices, release
systems on access-controlled doors should be checked each time the alarm is activated and every 6 months.

® Ansul fire-fighting systems and fire shutters in kitchens should be serviced every 6 months.

A log of all the above checks and servicing must be maintained and ready for inspection by the fire service or any

other inspecting body.

* A ‘competent person’ is someone with the appropriate qualifications and training to carry out the role, for example
ISO9001 certified or BAFE approved.

Fire Drills

e  Asaminimum, the school will arrange practice emergency evacuations:
(i) at least once a term within the first 4 weeks of term;
(ii) in boarding houses, in addition to (i), on the first night of each term new pupils are admitted;
Occasional boarders must be trained on night time evacuation procedures before their first night in
school.Additional night time fire drills should be undertaken at intervals to include as many occasional
boarders as possible.
(iii) in residential accommodation used during school trips, on the first night in the accommodation
(iv) in buildings with staff residential accommodation, in addition to (i), at least annually during the late
evening / night time.

® DPractices should happen occasionally without notice. They should take place at different times of the day,
and include times when it might be difficult to account for everyone on the premises, e.g. before registration
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in the morning, so that procedures for these circumstances can be developed and rehearsed. Practices should
take place in such a way as not to alarm nervous and excitable children, or SEN staff or pupils.

® The target time for each building to be fully evacuated is 2.5 minutes during the day time and 10 minutes
at night (when people are sleeping on the premises). It may take a couple of minutes more to complete the
roll call. If an evacuation takes longer than the target time, further practices must be held until the time

taken to evacuate is satisfactory.

e  Every member of staff, pupil and visitor should be instructed to evacuate the building by the nearest exit
route on hearing the alarm.

e When the alarm is activated, each member of staff who is in charge of pupils at the time is responsible for
ensuring those pupils arrive safely at the assembly point.

e When the buildings have been evacuated a roll call should be initiated. Detailed local rules are needed to
ensure that the roll call is as accurate as possible.

® The practice evacuations and weekly tests of fire alarm call points should be used to highlight any issues
which need to be improved to ensure a quick and safe emergency evacuation. Remedial actions should be
taken promptly. The results of the drills and tests and actions taken to improve procedures should be
reported to the next Health & Safety Committee meeting.

® Records must be kept of the date and time of every practice evacuation, the time taken to clear the building
and any issues noted / lessons learnt during the drill. A template is available at Appendix B.

Fire Safety Information — What to do in the event of a fire

Calling the Fire Brigade

a) Any person finding a fire shall:

(i) Immediately raise the alarm by breaking the nearest emergency break glass point. Verbally raise the alarm
if the alarm does not immediately activate;

(ii) if possible without taking personal risks telephone (9)999 from the nearest telephone to

call the Fire Rescue Services;
] When the operator answers, state: “FIRE AT Cothill House, Nr Abingdon, OX13 6JL
[ ] Do not replace the receiver until the address has been repeated back to you.

(iii) if trained and if possible to do so without taking personal risks, tackle a small fire with
the appliances provided;

(iv) Evacuate the building using the nearest available emergency exit and go to the assembly

area.

(v) As soon as possible (after evacuating the building) report the location of the fire to the
person in charge.
Fire Prevention Policy
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(vi) DO NOT re-enter the building until the ‘all clear” has been given either by the Fire
Rescue Services; the Head, or the Head’s representative.

b) Any person hearing the fire alarm shall:

(i)  Leave the building quickly and calmly by the nearest available escape route, wherever possible assisting
in evacuating pupils and visitors as you go. Walk calmly and without hesitation.

(i) Switch off equipment and close windows if it is safe to do so as you leave,

(iii) Close doors behind you if you are the last person leaving the room,

(iv) Assemble at the identified assembly point and wait for further instruction.

DO NOT run or panic,

DO NOT stop to collect any personal belongings,

DO NOT use any lifts,

DO NOT re-enter the building until the ‘all clear” has been given either by the Fire Rescue Services;

the Head, or the Head’s representative.
° Unless you are certain that the alarm is being tested, ALL instances of the fire alarm activating must
be treated as if it were a real fire. NEVER presume it is a ‘false’ alarm.

Golden Rules of Fire Safety
e Ignition sources and combustible materials must be kept separate as far as is practicable.

Examples of Ignition sources:
o electrical equipment, power cables, plug sockets, extension leads and adapters
light fittings, fairy lights
cookers, hobs, toasters, microwaves and heat producing equipment e.g. hot food cabinets in serveries
electrical, gas or oil-fired heaters - fixed or portable
electric vehicle and lithium battery chargers (eg laptop and phone chargers)
candles, open fires, naked flames,
cigarettes, matches and lighters
heat producing equipment, e.g. glue guns, kilns and central heating boilers
hot processes e.g. use of bunsen burners or welding equipment

© 0 0 O O 0 0 o ©O

arson

Examples of combustible materials:

paper, books, clothing, textiles, wood and plastic

displays made of paper, card or textiles

props and scenery in drama departments

textiles and soft furnishings, such as hanging curtains on stages, drama costumes
waste and litter, particularly finely divided items such as wood shavings
foam-filled furniture and gym / crash mats with cellular foam fillings

flammable liquids, such as cooking oils, solvents and some adhesives

© 0 0O O O o ©

flammable chemicals, e.g. some chemicals used in science, photographic dark rooms, cleaning
products or photocopier chemicals;
o flammable gases, e.g. LPG
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e Combustible rubbish and waste must be well managed: not allowed to build up and carefully stored until it
is disposed of.

Internal storage - Waste bins should be emptied on a daily basis. Waste bins should not be located in stairwells
or along escape routes.

External storage - Large capacity bins should be kept locked and secured in a designated space away from the
buildings. Regular collections should be arranged. Skips should not be placed immediately adjacent to buildings.
Ideally they should be at least 6m away.

e Dangerous substances such as highly flammable liquids (e.g. petrol, turpentine and acetone), highly
flammable gases (e.g. LPG), oxidising chemicals (e.g. chlorine and sodium hypochlorite used in swimming
pools) and potentially explosive substances (e.g. some fertilisers) should be avoided where possible. Where a
safer alternative is not available the smallest amount necessary for the task should be used/stored on the
premises.

Dangerous substances must be:
e Stored in locked fire-proof cabinets/stores displaying warning signs
® Stored away from sources of ignition and combustible materials

® Used in strict accordance with the manufacturer’s instructions / information on the
COSHH Data Sheet or CLEAPSS Hazcard.

LPG cylinders, both full and empty, must be stored in secure, well-ventilated enclosures outside the
building. They must never be stored below ground level.

The emergency services must be informed where dangerous substances are stored on the premises.
e Emergency routes and exits must be properly maintained to facilitate a quick and safe escape.

(i) They must be freely accessible and kept clear of obstructions at all times.

(if) Coats and bags should not be stored on fire exit routes, unless two direction escape is available.

(iii) Staircase enclosures should be maintained free of displays made of combustible materials, notice
boards, furniture and storage of any combustible items at all times.

e Notice boards, Displays and Art-work on escape routes should be inherently non-combustible e.g.
ceramics, treated to be non-combustible, or encased in a Perspex or polycarbonate frame fixed to the walls at
all four corners. They should be located away from potential sources of ignition. There should be regular
breaks in a long run of display to prevent fire flashing along the length of the escape route and preventing
egress of the occupants. Displays should not extend for more than 2.5m without having a break.

e Displays - Combustible materials such as fabrics, paper/card artwork or mobiles, must never be
hung from, or within 50cm of light fittings or electrical equipment, e.g. white board projectors,
or other sources of ignition, nor should they be allowed to hang / accumulate next to heating
appliances, or across fire escape routes / fire doors.
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Photocopiers and Lapsafes (laptop storage and charging trolleys) should not be positioned

on emergency exit routes. However if this is the only practical location for them the following

conditions must be met:

a. There must be smoke detection within the corridor close to the photocopier / lapsafe

There should be no open displays boards, coats or any other combustibles in the vicinity

of the cabinet

c.  There should be a carbon dioxide fire extinguisher nearby

There should be an alternative route of escape from the area. If not the cabinet should

not reduce the available width of the corridor by more than 1 metre (so that if there is

smoke escaping from a fire within the photocopier/lapsafe, people can safely pass without

being overcome by smoke) and the corridor width should still be sufficient for the

number of people that might need to use it (see the Educational Premises Guide, page 68

for guidance on minimum widths).

Avoid fires caused by lithium-ion batteries used in devices such as mobile phones, I-pads,

tablets, laptops, cordless power tools, e-scooters and e-bikes and domestic items such as vapes

and electric toothbrushes:

o Always use a manufacturer recommended battery

o Know how to spot the early warning signs of a potential battery fire such as

overheating, poor performance, and bulging or leaking batteries

o Practice safe charging techniques:

Always use manufacturer-approved chargers specifically designed for the device.

Avoid overcharging the battery. Disconnect your device when it is fully charged and unplug the
charger.

Monitor batteries and devices while charging and don’t leave them unattended.

Charge batteries and devices in a safe location - on a flat, non-flammable surface

Never charge batteries or devices in hallways, doors or blocking escape routes.

Inspect cables and connectors for signs of damage and wear. Replace any frayed or damaged
components to prevent short-circuiting.

Do not charge lithium-ion batteries in high temperatures or in direct sunlight.

Charge and store batteries in a fire-retardant box.

Fire doors must not be propped, wedged or hooked open except with a ‘hold open’ device which allows

the door to close fully into the frame when the fire alarm is activated. Doors in high fire risk areas and

leading directly onto and on ‘primary escape routes’ (e.g. staircases, dead end corridors etc.) should be

fitted with a ‘mag-log’ or ‘free-swing’ type device connected to the fire alarm system. For doors not on

‘primary escape routes’, then ‘Dorgard’ or similar type devices may be used.

All emergency exit doors must be readily operable by the occupants’ own unaided efforts during times

when the premises are occupied. Final exit doors should be fitted with emergency exit type door furniture,

easily operable from the inside without the aid of a key, but properly secure from the outside.

Staff and pupils must be informed of the importance of fire doors and to comply with the instructions

given on the fire action notices.
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e  Unless you have been specifically told that the alarm is being tested and no action is needed, ALL
instances of the fire alarm activating must be treated as if it were a real fire by ALL staft and building
occupants. NEVER presume it is a ‘false’ alarm.

e Fire extinguishers and all emergency fire signage must be clearly visible and not obstructed at all times.
Selecting and Locating Fire Extinguishers

New fire extinguishers should comply with BS EN 3-7

No one should have to travel more than 30m to reach a fire extinguisher.

Where the fire risk is not confined to a particular area, the fire extinguishers should be positioned on escape
routes, close to the exit from the room or floor, or the final exit from the building.

e For fires involving paper, wood, textiles, etc (class ‘A’ fire risks) one water-based fire extinguisher for
approximately every 200m” of floor space with a minimum of two (134, 9 litres capacity) extinguishers per floor
will be adequate.

e Where a fire hazard is located in a specific area, e.g. electrical equipment, or flammable liquids in a maintenance
workshop, the appropriate type of fire extinguisher or a fire blanket (where appropriate) should be located near
to the hazard.

e  Fire extinguishers should be positioned on wall mounted brackets, between 1m and 1.5m above floor height, or
on dedicated floor stands. Their position and the type of extinguisher (water, carbon dioxide, etc) should be
marked with appropriate signage. Clear instructions for use should be displayed in the body of the extinguisher.

® Powder fire extinguishers are not generally recommended for use in school as they can create a loss of visibility
and may affect people who have breathing problems. They may also render any equipment that they have been
used on useless, and because they do not cool the fire appreciably, then the fire could re-ignite. The main
exceptions are boiler rooms and areas where LPG cylinders are stored or used.

Fire Signage

Fire signage must comply with the Health and Safety (Safety Signs and Signals) Regulations 1996.
Standard Fire Safety signs should be provided:
® Onall fire escape routes and all fire exit doors
By all fire alarm call points
By all fire extinguishers
On all fire doors

By all lifts (reminding people not to use them in the event of a fire evacuation)

Fire evacuation instructions / fire action notices should be displayed beside fire alarm call points.

In areas such as kitchens, laboratories and workshops the ‘Fire Evacuation Instruction’ notice should include
an extra point re the need to switch off electrical and gas supplies and ventilation systems. These supplies and
systems should all have clearly labelled ‘cut-off switches’.

Soft Furnishings and Textile Based Displays — Reducing the Risk of Fire

e All fabrics, curtains, drapes, art work and similar features should either be:
o non-combustible,
o made of durably or inherently flame-retardant fabric, or
o have been treated with a proprietary fire-retardant spray designed to enhance their fire performance.

Fire Prevention Policy
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e Displays must never be hung from, or within SOcm of light fittings or electrical equipment, e.g. white board
projectors, or other sources of ignition, nor should they be allowed to hang/accumulate next to heating
appliances, or across fire escape routes / doors.

® Any fabrics and soft furnishings on escape routes should be non-combustible or be treated with a
fire-retardant spray.

Drapes or curtains should not be provided across escape routes or exits.

Upholstered seating, carpets and other textile floor coverings and underlays should be resistant to ignition.
Particular care should be taken with scenery and props used for stage presentations as these often comprise
of combustible materials. Aim to only use materials which are not combustible or treat with a fire-retardant
spray.

® Scenery, costumes and props which are not currently in use should not be stored on an open stage other
than in an approved scenery store or props store.

e  All stage curtaining must be flame resistant either inherently or by being treated with a proprietary
flame-retardant treatment. A record of the treatment must be retained.

Whenever curtains are dry cleaned they should also be re-flame proofed.
Records and certificates of fire retardant properties and treatments must be retained.

The flame retardancy characteristics of textiles used in displays/stage scenery/props can be checked by cutting oft a
small piece of the fabric and trying to ignite it (in a safe place e.g. in a sink). If the fabric is safe to use then it won’t
ignite.

Materials treated with flame-retardant treatments or sprays may have a limited life before the effectiveness of the
flame-retardant is diminished. To maintain the protection the manufacturer’s or supplier’s instructions must be
followed. Where materials have been treated with a flame proofing solution a certificate or record of that treatment
must be kept.

When purchasing new soft furnishings a record should be kept of any information relating to the flame
characteristics of the product. Where the information is attached to the product e.g. a label sewn onto a sofa, then
this should remain in place. Where the record is separate then this information shall be held by the school e.g. by the
Head of Operations. This information should be made available upon request as part of the fire safety risk
assessment.

Where soft furnishings are donated to the school, only those that are clearly labelled by the manufacturer as being fire
retardant can be accepted.

Soft furnished seating should be checked regularly as damage to the covers reduces/removes the fire retardant
properties of the furniture. Damaged seating should be removed from use.

The care and cleaning of any soft toys should be in accordance with the manufacturer’s instructions in order to
maintain compliance with the Toys (Safety) Regulations 1989. Similarly any soft toys which have been donated
should be checked to ensure that the flame retardancy requirements are achieved.

Safe Storage of Gym Mats
To reduce the risk of fire associated with foam filled gym mats they should:

® Be made from combustion modified (fire retardant) foam.
e Normally be kept in storerooms made of fire resisting construction, with lockable access doors, and signs stating
“Fire Door Keep Locked”.
Fire Prevention Policy
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e Be stacked horizontally, or if they are stored vertically on gym mat trolleys, they should be stored in such a way
as to limit the gaps between them, i.e. as tightly together as physically practical.
Storerooms should be free from sources of ignition (other than lighting)
If mats are stored within the main sports hall (or any other locations for periods) they should be:
0 Stacked horizontally, or if they are stored vertically on gym mat trolleys, they should be stored in
such a way as to limit the gaps between them, ie as tightly together as physically practical.
Stored in locations remote from exit doors, preferably against exterior walls
Kept away from potential ignition sources within the hall
0 The access doors to the hall or complex should be secured to prevent unauthorised access

Christmas Trees and Decorations
Christmas trees, both real and artificial, are highly flammable and fairy lights can be a source of ignition. Think
carefully about where Christmas trees are located as a fire situation could be exacerbated if trees are located in entrance
lobbies, reception areas and hallways (fire exit routes.) To reduce the risk of Christmas tree fires occurring and
spreading:

® Select a fresh tree (if opting for real) and keep well watered

® Do not place your tree close to a heat source

Fairy Lights
e  Use only low voltage fairy lights (those operated by batteries not mains electricity)
e It bulbs blow, replace the lights
e Don’t leave fairy lights on at the end of the school day
e Don’tlet the bulbs touch anything that can burn easily, like paper

Other Decorations
As for other decorations, e.g. in classrooms and common rooms, remind staft to make sure these:
e Are not attached to lights
® Are notdraped over or hang close to ignition sources, e.g. heaters, computers or other
electrical equipment
Do not obstruct emergency signs and fire extinguishers
Do not obstruct exit routes

Bonfires and Fireworks
Please refer to the Health and Safety Policy

Electric Vehicle Charging Points

See the Zurich Risk Insigh ment for guidance on hazards associated with electric vehicle charging, and

appropriate controls.
Extension Leads

Avoid using extension leads where possible. If they must be used, ensure they are fully unwound/uncoiled, kept away
from walkways (use a shorter cable to prevent trip hazards) and ensure they are subjected to regular visual
inspections and PAT tests. Do NOT ‘daisy chain’ extension leads (joining several extension leads together to make a

long enough cable.)
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Inner Rooms

‘Inner rooms’ are rooms from which escape is possible only by passing through another room (the access room).
They need to be fitted with:

A transparent panel in a wall or door of the inner room to enable occupants to become aware of a fire in the
access area during the early stages.

- A smoke detector in the outer room.
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Portable Heaters

If portable heaters are required to provide additional heating in classrooms and offices, thermostatically controlled oil
filled radiators are the preferred option. Care should be taken to ensure they are not positioned close to combustible
materials; they must be switched off and unplugged when the room is unoccupied; and they should be subject to
regular visual inspections and PAT tests.

PEEPS - Personal Emergency Evacuation Plans

The PST is committed to ensuring that all staff, pupils and visitors with disabilities, impairments and special
educational needs are able to evacuate the buildings quickly and safely in the event of an emergency. This includes
those who have a permanent disability and those who have sustained an injury which could prevent them from
evacuating at their usual speed and efficiency when fully fit i.e. people using crutches. The arrangements for
evacuating staft and pupils with special educational needs may also need to be documented in a ‘Personal Emergency
Evacuation Plan’.

i. Documenting PEEPs
PEEPs are normally unique to each individual, however schools may develop a generic PEEP, e.g. for evacuating
visitors in wheelchairs from the main hall during events such as concerts and plays. A template is available in

Appendix C

PEEPs for pupils should be completed by a team consisting of their class teacher, the School Nurse, SENCO (if
appropriate) and the Health and Safety Co-ordinator. It should be reviewed and agreed by the pupil (if age
appropriate) and their parents.

PEEPS for staff should be completed by a team consisting of their manager, the School Nurse, the Health and Safety
Co-ordinator and the member or staff concerned.

PEEPs should cover all the buildings the individual is likely to occupy and stipulate the actions that need to be taken
to ensure a quick and safe evacuation.

Once completed, all relevant staft must be made aware of the PEEP and its contents, and the names of each person
should be added to a register of people who need special assistance in the event of an emergency.

The following factors should be considered when documenting the PEEP:
a)  Type of disability , impairment or special educational need

® Mobility impaired (permanent)

® Mobility impaired (temporary i.e. on crutches)

® Hearing impaired

e Sightimpaired

e Hypersensitivity and sensory difficulties,

e Ability or otherwise to evacuate without assistance

b) Buildings / areas person is expected to occupy
e Study purposes, eg classrooms, library
e Work, eg offices, classrooms, meeting rooms
® Social purposes eg staff room/common room
e Welfare purposes, eg Medical Centre, dining room, cloakrooms /locker rooms, toilets
c) Current provisions at the school
Fire Prevention Policy
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(ii)

(iii)
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® Awareness of Emergency Evacuation Coordinators and Fire Marshals
e Visual alarms
® Deaf Alerter system
d) Current arrangements for the individual
e Appointed assistance / helpers
® Deaf Alerter Pager
e) Individuals existing awareness
e Familiarity with the premises and the evacuation procedures
® Action to take on alarm activation
e  All exit routes that can be utilised safely
® Any needs to report to designated personnel
f)  Additional measures which may be required
® Means of alerting the individual to an alarm activation
e Individuals awareness of procedures (including any appointed helpers)
e Orientation training, if required
® Awareness of designated personnel

Review and Revision
It is important that the PEEP is regularly reviewed and, where necessary, revised to ensure its appropriateness
and effectiveness. The PEEP should be reviewed at least on an annual basis and when the following
circumstances arise:

® There is a change in the buildings / areas used / visited by the disabled / SEND person

e Refurbishment or changes take place to buildings / areas currently covered by the PEEP

® An evacuation (practice or otherwise) reveals the content of the PEEP is not appropriate

® Any other reason for believing the content of PEEP is no longer valid.

Further Guidance
Further guidance is available in the ‘Fire Safety Risk Assessment - Means of Escape for Disabled People
(Supplementary Guide)’ which can be downloaded free from:

http://www.communities.gov.uk/publications/fire/firesafetyassessmentmeans

CW - September 2025

Fire Prevention Policy
Reviewed September 2025
Page 17 of 25


http://www.communities.gov.uk/publications/fire/firesafetyassessmentmeans

Appendix A

RADLEY

S HGOLy GROUP

Names of People with Specific Fire Safety Responsibilities in the School from
1 September 2025

NB Ensure the info in this table marries up with the info in the ‘Organisation’ section of the schools Health and Safety

Policy
Fire Safety Role Job Title of Person(s) | Name(s) Contact Number
Responsible Person Head George May
Fire Wardens Head’s Wife Emi-Lou May
Deputy Head Pastoral Adam Pearson
Head of Maintenance Jack Smith
Y6 House Parent Chris Page
Head Matron Sarah Wright
Emergency Evacuation
Coordinator
Daytime Main School Deputy Head Pastoral Adam Pearson
Overnight Main School Head’s Wife Emi-Lou May
Overnight Bowlers Deputy Head Pastoral Adam Pearson
Fire Drill Officer Head George May
Person responsible for Head George May
documenting and updating the Head of Operations Claire White
school’s:
o Fire Prevention Policy
o  Emergency Evacuation
Procedures
Fire Safety Risk
Assessment Action Plan
Person responsible for Head of Operations Claire White
documenting and updating
PEEPs
Person(s) responsible for training Head of Operations Claire White
staff
Person(s) responsible for training Head of Operations Claire White

contractors, cg caterers

Person(s) responsible for training

pupils

House Parents

Tom Bennett - Y8
Ben Twyford - Y7
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Amelia Baker - Girls
Emi-Lou May - Girls

Persons(s) responsible for
providing fire safety info
to visitors, e.g. attending
meetings

Meeting hosts

Persons(s) responsible for
providing fire safety info
to visitors attending school events

e.g. a play

School secretary

Jane Woodcock

Persons(s) responsible for
providing fire safety info
to contractors eg maintenance

engineers

Head of Operations
Head of Maintenance

Claire White
Jack Smith

Persons(s) responsible for
providing fire safety info

to people who hire the school
facilities

Head of Operations

Claire White

Person(s) responsible for
regularly testing, monitoring and
recording that fire safety systems
and equipment are in place and
working, including checking
Escape routes, Fire doors, Alarm
activated door closers/holders,
Fire fighting equipment, Fire
alarm systems, Detectors,
Emergency lighting and Fire
signage.

Head of Maintenance

Jack Smith
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Appendix B

Fire Drill Report

Please circle the following general information:

Day  Night Planned Unplanned Real fire Boarding Main School
Date:
Time:
Weather:
Preparation: Eg fire exit route ‘blocked’ to test if staft / pupils know alternative exit routes
Time taken: To evacuate whole school: To complete full roll call:
Notes: Eg What went well .... , Even better if ..., Staff feedback

Action taken

Signed:

Dated:
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Appendix C

Personal Emergency Evacuation Plan (PEEP) Template
Section A

Name

Class / Form / Department

Disability / Impairment / SEN

Buildings / areas to which the plan applies:

How person will be informed of an evacuation / lockdown:
Existing alarm system Pager device
Visual alarm system Other (specify)
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The following methods of assistance including any relevant equipment may be used to aid evacuation out
of the building, or to a safe place in the event of a lockdown: e.g. Evac chair, fire refuge

The following procedure will be followed (note actions to be taken from being notified of need to evacuate, to
arriving at assembly point):

A copy of this PEEP will be kept by:
Consider: Pupil’s parent, Employee, School Nurse, School Fire Officer, School Emergency Evacuation Coordinator,
Form tutor, SEN Coordinator
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A copy of this PEEP has been placed on the following files:

On the pupil's medical file  .......... Employee’s personnel file ..........
Register of people who need special assistance in the event of a fire ..........

Date PEEP written: Carried out by:

Review Date:

Section B
PERSONAL EMERGENCY EVACUATION PLAN CHECKLIST

EMERGENCY ALARM

1. Can you hear the fire / lockdown alarm(s) in your usual classrooms / place(s) of work?
YES ... NO ... DON'TKNOW ...
2. Could you raise the alarm if you discovered a fire or a security incident?
YES ... NO ... DON'TKNOW ........
ASSISTANCE

3. Do you need assistance to get to a safe place in an emergency?
YES ... NO ... DON'TKNOW .........
4, Is anyone designated to assist you in an emergency?
YES ... NO ... DON'TKNOW ..
If YES give name (s)

5. Are you always in easy contact with those designated to help you?
YES ... NO ... DON’T KNOW ..........

Fire Prevention Policy
Reviewed September 2025

Page 23 of 25



RADLEY

S HGOLy GROUP

GETTING OUT (Fire) / TO A SAFE PLACE (Lockdown)

6. Are you aware of the emergency evacuation procedures which operate in the school?

YES ... NO ... DON’TKNOW ..........

7. Can you move quickly in the event of an emergency?

YES ... NO ... DON'TKNOW ...

8. Might you experience difficulties travelling independently to the nearest exit / safe place for an
evacuation / lockdown?

YES ... NO ... DON'TKNOW ...

9. Do you find stairs difficult to use?

YES ... NO ... DON'TKNOW ..

10 Are you a wheelchair user?

YES ... NO ... DON'TKNOW ...

11. If you use a wheelchair, would you have difficulties being able to transfer from your wheelchair

without assistance?
YES ... NO ... DON’TKNOW ...

12. Do you have any difficulties reading and identifying the signs that mark the emergency exits and
evacuation routes to the emergency exits?
YES ... NO ... DON’T KNOW ..........

13. Any other comments (to include any relevant information which has not already been identified
above).

14. Does PEEP information need to be issued in Braille, on tape, in large print, or other format?

(specify):

15. TOUR OF WORK/LEARNING AREA(S)

Note areas visited and any action points arising from the tour:
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16. ACTION POINTS COPIED TO:

17. SIGNED AND DATED BY:
Person Documenting the PEEP:
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