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1. Purpose 
This Fire Safety Policy details the employer’s general statement of intent to safeguard the protection 
of life and property from fire and related risks to the employees of Stoneydown Park Primary School, 
its pupils, staff, contractors and suppliers who work on the premises including visitors.   
The statement also details Stoneydown Park Primary School’s obligations as the responsible body and 
as controllers of the premises. 
 

2. General Statement  
Fire Safety issues, covering life safety and property protection, are extremely important to the school 
and we take our duties very seriously. We have consulted numerous parties, including LBWF to ensure 
this is as comprehensive as is necessary. 
 
The school also puts in place a number of fire prevention tools to ensure the risk of fire is minimised. 
These include: 

● Annual H&S testing of Fire Fighting Equipment, PAT Testing etc. 
● All staff and pupils being reminded regularly to close doors behind them. 
● Switching off and shutting down computers and monitors after use. 
● Turning off all other appliances and equipment when not in use e.g. laminators and 

photocopiers.  
● Kitchen equipment only being operated by trained members of staff.  

 
We will ensure that fire safety risk assessments and the fire emergency plans of the workplace 
premises are produced so as to comply with current fire safety legislation.  This will be done in 
accordance with extant council procedure including the LBWF document “Council Fire Safety Advice 
Strategy.” 
 
Arrangements for fire safety will be implemented for each facility and fire marshals appointed for 
each floor or sub-part of the facility, as appropriate, and with a designated fire warden having overall 
control.  In conjunction with the recommendations of the Fire Authority, fire drills and evacuations 
are to be held each term. 
 
The Chair of Governors is responsible for the satisfactory implementation of the corporate Health & 
Safety Policy throughout the school.  
 
Our objective is to minimise the risks of fire, to protect life and property and to ensure continuity of 
service with minimum disruption. 

 
We shall ensure that this is achieved by the establishment of sound fire precautions and effective fire 
protection measures.  We will work in partnership with the unions, LA and LBWF to ensure that the 
fire risk assessments and fire emergency plans and produced.  Where measures to improve fire safety 
are identified, we shall take steps to implement these measures. 
 
We shall provide information, advice and supervision on fire safety and training safety issues to ensure 
that staff are aware of their fire safety responsibilities and are competent to undertake their duties in 
a safe and effective manner. 
 
Regular testing of fire precaution systems will be carried out as identified in the fire risk assessment 
and supporting documentation. 
 
All staff are reminded that guidance on health & safety and fire safety is available on the shared drive 
which can be accessed by all staff. This is maintained by SLT and the school office.  
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In order that we may achieve the objectives of this policy and comply with all legislative fire safety 
requirements, we require the co-operation and commitment of all staff in pursuance of the highest 
standards of fire safety.   
 
Fire safety arrangements will be reviewed annually by the Senior Leadership Team, School Business 
Manager, Premises Committee and Site Officers who will report back to the Full Governing Body. 
 
In the absence of the Headteacher, the Deputy Headteachers, Caroline Hext for the Infants’ site and 
Katy Weston (Kylie McKnight from Jan 2027) for the Juniors’ site will assume their responsibilities.  
 

Action on discovering a fire 
 
In the event of fire, the first duty of all concerned is to evacuate the building to prevent injury or loss 
of life. 
 
Immediately a fire is discovered or one is reported, the alarm should be raised by activating the alarm 
via the nearest red alarm call point (see Appendix 1 – plan of location of fire call points, fuse boards, 
water and gas shut off and panic alarm buttons). 

 
On hearing the alarm 
 
Building Checks 
 
Fire Marshals have been appointed to check designated areas to ensure all areas are appropriately 
evacuated if it is safe to do so. These persons are detailed in Appendix 7. 
 
Teachers should also send their TA / additional adult ahead to fetch any child who has left the 
classroom for any reason. 

 
Responsibilities of the Administration Officer/ Data Officer (or Administration 
Apprentice/Office Manager in their absence) 
 

● Telephone the Fire Brigade and take out all registers.  
 

● Collect the attendance registers and the visitors/volunteers and staff signing in book and take 
laminated copy of the school plan to hand either to the SBM or to the Fire Brigade if they 
arrive before SBM is there to greet them.  

 
● Ensure that the attendance registers are given to class teachers for a roll call; 

 
● Ensure that all staff and known visitors to the school are accounted for using signing in book. 

 
● Instruct all visitors in lobby, at both sites, that have not signed in to exit the front door 

 
Juniors - wait outside on Pretoria Avenue. 
Infants – meet on the yellow soft play area in the Infants playground 
 

Responsibilities of the School Business Manager 
 

● Conduct fire marshal duties 
 

● Thereafter, check the fire alarm control panel, and note the location of the fire in conjunction 
with the Site Services Officer. 

 
● Telephone the Fire Brigade (do not rely on automatic calling system linked to the fire alarm). 
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● Telephone the Site Officer. Open exit gates if a full evacuation was considered necessary, in 
the absence of the Site Services Officers. 

 
 
Responsibilities of the Site Services Officers (Cover office or SBM in absence) 
 

● Will meet the School Business Manager at the fire alarm control panel and note the location 
of the fire and investigate if safe to do so.  The SSO will report findings to the Head Teacher. 

 
● Unlock all exits to the premises to allow staff and children to leave the site if that was felt 

necessary. In the SSO’s absence, this will be done by the School Business Manager. 
 

● The SSO will unlock fire access gates and await the arrival of the fire brigade in order that their 
specialist knowledge of the premises can be put to use. The SSO will have all keys to hand. 
 

Responsibilities of the Fire Wardens 

● To are required to, as far as possible without compromising your own safety, ensure that the 
building is emptied upon fire alarm activation.  You will be assigned a designated are of the 
building to sweep to confirm that nobody is within that area.  You will then report to the 
register taker, likely to be a member of the Admin Team if you have any concerns about 
specific individuals.   

 
● Whilst your role is not as a Fire Marshal, the holders of these roles are tasked with identifying 

and reporting on fire hazards in your workplace.  Please report any concerns to a member of 
SLT who will take action as they see appropriate.   
 

Evacuation process 
 
When the fire alarm sounds, teachers should immediately lead the class to the designated fire 
assembly point using the shortest available fire escape route. If there is an additional adult in the class, 
they should position themselves at the back of the line. Teachers should lead their classes in an orderly 
fashion following the fire escape route displayed in their classroom, taking along any unsupervised 
children discovered on route, and line up in the position indicated in Appendix 1 at the end of this 
document. Children should be lined up in a single file. Other adults working with a class should remain 
with that class for the duration of the alarm. 

 
Any adult responsible for a group working out of their classroom should bring them to their class 
lining up point.  
 
Staff or pupils with disabilities will have a pre-arranged assistant assigned to them to guide them 
whilst they are at the school.  
 
The teachers should call the attendance register to check that all the children are out of the building. 
On successful completion of the register, teachers should hold up their register until the 
Administration Officer indicates that all children are accounted for.  All teachers will be responsible 
for the behaviour and organisation in the playground. Teachers should immediately report any 
missing children to their Fire Marshal and Head Teacher who will investigate as far it is safe to do so. 
The Head Teacher will ensure any further instructions are given to staff and pupils in the playground. 
 
Foundation Stage and KS1 teachers must ensure that children are properly accounted for. In this 
instance, asking for names to be called out may not provide complete assurance that they are present 
because of background noise and/or children not paying attention or understanding what is 
happening. In these cases, FSOs and TAs should assist the teacher taking the register by visually 
checking on the child’s presence and calling out the names of children present to the teacher to be 
absolutely sure that those children are present. 
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During lunchtime, in the class teacher’s absence, the Teaching Assistant assigned to that class will be 
responsible for lining up the children and taking the register of that class. Class teachers, if on site, 
will meet their classes out in the playground and assist with registration if necessary. 
 
Visitors that are waiting in the lobby area should be told to exit through the front door and wait out 
on Pretoria Avenue until given the all clear.  

 
Juniors’ Site - Both the Administration officer and the office staff should exit through the dining hall 
fire exit into the playground. If this is felt to be unsafe, they should leave through the front door       
(with the relevant office team member taking the office copy of the Fire Brigade key with them, along 
with registers and copies of the school plans for marking by the fire marshalls) and entering the 
playground through the gate leading into Stoneydown Park. 

 
Infants’ site – The office staff should exit via the front door (with the relevant office team member 
taking the office copy of the Fire Brigade key with them, along with registers and copies of the school 
plans for marking by the fire marshalls) and follow the rest of the Year 2 staff and children into the 
playground, as per the plan below.  Visitors and volunteers met on the yellow soft play area in the 
Infants playground – see Page 3. 
 
Volunteers to the school that do not come in via the main entrance i.e. parents that go straight 
through to classrooms when they drop their children off, must ensure they sign in to the Volunteer 
Register book held in the main office. Class teachers must advise volunteers to do that as soon as they 
come in. This register must be taken out into the playground by the office if the fire alarm has been 
activated, and a register taken by either the Admin Officer/Office Manager of all volunteers to ensure 
their safety. A similar system will operate in the nursery which will be checked by the Nursery teacher 
in the event of a fire. 

 
Rules for children to follow 
 

1. Follow your teacher’s instructions and evacuate the building in an orderly manner 
2. If in the toilet or elsewhere unaccompanied, do not return to your class. Take the quickest exit 

to the playground and join your class. 
 

Evacuation Routes to Take 
 
Juniors 
 

● All ground floor classes use their own fire doors to exit and walk into the playground, led all 
the way by the teacher without waiting to go in turn.  

 
● First and second floor classes should leave by the shortest available marked escape route. 

 
Infants 
 

● All infants’ classes should leave by the shortest available marked escape route. 
 

● Classes in the Hall for PE etc will evacuate through the fire exit doors and into the playground, 
not stopping to collect belongings.  

 
Nursery  
 
In the event of a fire in the nursery building, then the junior playground should be considered an 
unsafe place to assemble. In this instance, the following procedure will take place: 
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1. Upon activating the alarm, the nursery staff and children will be evacuated through the 
nearest and safest exit out towards the school gate leading into the park. If the main fire exit 
is blocked, the rear exit must be used and the second padlock key taken with the teacher to 
ensure they can exit via the nursery gates leading into the infant playground. Keys can be 
found hanging by both exits from the nursery. 

2. The nursery staff must take the padlock keys with them to open the gate that leads into 
Stoneydown Park (and the double gate from the nursery leading into the playground) to 
enable safe passage into the park. Children should then line up on the grass at the bottom of 
the bank closest to the school (see Appendix 1)  

3. At the same time, the nursery fire marshal will ensure everyone is evacuated from the nursery. 
4. The marshal will then position themselves in a safe position near the fire exit closest to the 

water fountains and direct all those evacuating via this exit from the main building to go to 
the assembly point in the park rather than the junior playground. 

5. The nursery staff in the park should also alert those evacuating from the main buiilding fire 
exit on the park side of the building to assemble in the park rather than the junior playground. 
Children must line up in an orderly fashion in the same order as would be in the junior 
playground.  

 
A fire alarm during lunchtime 
 
At lunchtime, Teaching Assistants inside the dining room – assisted by the Deputy Head Teacher (or 
other available senior member of staff) - will supervise the evacuation of the hall and dining room via 
the dining room fire escape or hall fire escape. If these exits are blocked, the lead Teaching Assistant 
and/or Deputy Head Teacher will direct the children via the safest route into the playground. 

 
After School/Breakfast Club/Other Clubs 
 
If a fire alarm is raised during any clubs being held outside the normal school hours, the person 
responsible for running that club must ensure they escort their children out to the correct assembly 
point being sure to take the attendance register with them. From there, they must conduct a register 
of all their children to make sure they are all present. Rather than line up according to which class they 
are in, children should line up with all those that are in the same club as them. 

 
Kitchen Staff 
 
On hearing the alarm or being informed of a fire, the mains gas will be shut-off via an automatic valve 
(which turns all cookers off). The counter shutters will also close automatically. Should the shutters 
and gas mains not close automatically, then the gas must be shut off manually.  This is operated from 
the external cupboard outside of the kitchen.  The shutters should also be closed manually.  The 
kitchen staff should evacuate via the dining room fire doors unless the position of the fire makes this 
unsafe in which case they should evacuate via the kitchen back door, through the car park, into 
Stoneydown Park and wait at the side entrance gate to the playground where they will be visible to 
the Fire Wardens     . 

 
Teachers' Use of Discretion 
 
In the event of fire, or panic blocking an exit, the teacher should decide on the best route to take to 
the playground.  For this reason it is particularly important that the teacher leads the way. 
 

Fire Wardens       
 
Fire Marshal training has been given to many staff and areas of responsibilities have been assigned to 
both a lead fire marshal and a deputy, in case the lead marshal is absent. Fire Marshals should carefully 
but swiftly check all rooms in their designated areas to see if there any persons left in the building and 
ensure they evacuate immediately, if they are still present in the building. Marshals must report to the 
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Headteacher, School Business Manager and the Site Services Officers if they were unable to perform 
their duty due to conditions being unsafe or for any other reason. The Wardens      should also mark 
up on school plans, the areas not checked by them or areas that pose potential issues.  These plans 
will then be handed to the Fire Brigade when they arrive, to help ensure that their efforts are 
appropriately targeted. Staff should be aware of the identity of the marshal for the area that they are 
working in, in case they have any concerns, in which case they should raise it with those designated 
individuals.   
 
 
 

On arrival of the Fire Brigade 
The Head Teacher will await the arrival of the fire brigade in the playground, together with the Site 
Services Officer and School Business Manager during duty hours, and liaise with the fire officer in 
charge. The School Business Manager will provide the fire officer with the marked plans of the school, 
along with any other relevant information, including the location of utility cut off points (see Appendix 
2). 
 
The fire brigade will be left to take responsibility for: 

o Ensuring the fire is fully out and has not spread 
o That all harmful smoke has been cleared 
o That the fire alarm is properly reset 
o That it is safe for staff and pupils to go back into the building 

 
FIRE FIGHTING EQUIPMENT 
 
For the health and safety of all concerned, fire fighting is best left to the professionals. The fire brigade 
have an attendance time of approximately five minutes. 
 
Smoke inhalation can be deadly. Only trained staff will have the discretion to use fire extinguishers.  
 

BOMB ALERTS 
 
Evacuate the school as for a fire.  If instructed to evacuate the site, staff should lead their class out of 
school.  

 
Directions according to placement of the bomb 
 
Bomb alerts may be made by word of mouth, telephone, receipt of a suspicious parcel, or discovery 
of an unattended bag. 
 
The Head Teacher (or Deputy Head Teacher in case of absence) must be informed at once. A decision 
will be made as to the seriousness of the threat or risk. 
 
In the event of a telephoned alert, the receiver of the call should obtain as much information as 
possible form the caller, especially as to the location of the device, and its appearance, as this 
information will be required by management and the police.  
 
If a management decision is made to evacuate the building, the fire alarm will only be used if it is clear 
that staff can be directed away from the suspected location of the device. If this cannot be achieved 
then the alarm will be raised by a message sent around to all locations of the school. 

 
Assembly point 
 
Staff should lead their class to the designated line in the junior playground where the children will be 
assembled. If this is felt to be unsafe, then the alternative congregation point in Stoneydown Park 
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should be used in the park (see above). If this is still considered unsafe, then the school have the 
option to decant to WiIllowfield School about 0.5 km away. 
 

Call the Police, not the Fire Brigade. 
Act on instructions from the Police. 
 
 
 
 
 

Action to be taken when pupils are coming onto the site at the time of a fire emergency 
 
Pupils and parents should only be allowed onto the school site, ie the playground areas, if it 
is safe and the supervising adult, be that a parent or guardian, is satisfied for their child to do 
so.   
 
Pupils should line up at their usual assembly points, and parents should stand to one side of 
this assembly point, as recommended by the Walthamstow Fire Brigade.  Diagrams are 
included below. 
  
If office staff have been able to gather registers, then these should be called in the normal 
emergency procedure manner. 
 
 
 
 
 
 
Nobody should enter the school building, unless it is confirmed that it is safe to do so, by the 
Fire Brigade and/or the SSO. 
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Infants Playground Lining Up  
 

 
Visitors should congregate in the area marked in yellow, near the mound 
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Park Evacuation Congregation Layout 
 
 

  

School Fence Gate 

 

Park Shelter 
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Location of emergency shut off locations for services (Gas, Electricity, Water)    
 
Infants Fire Evacuation Plan  
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Location of emergency shut off locations for services (Gas, Electricity, Water)    
 
Juniors’ Site 
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Fire Emergency Plan 
 
 
STONEYDOWN PARK PRIMARY SCHOOL FIRE EMERGENCY PLAN (FEP1) 
 
 This plan has been produced in conjunction with our Fire Risk Assessment (FRA) as part of our 
overall fire safety strategy. The FRA is designed to reduce the risk of fire. This FEP details the pre-
planned procedures in place for use in the event of fire. 
 
 

1. USEFUL INFORMATION 
 
 

 Telephone Contacts 
Name and address of Establishment:  Stoneydown Park Primary School, Pretoria Avenue, 

London, E17 6JY/7DY 

Out of hours contact:  Mark Collier (SSO)  
 

Number of staff  81 (Jly 26 figure) 

Number of pupils:  627      incl Nursery (May 26           figure) 

Nearest fire station:  Walthamstow Fire Station, Forest Rd 

Fire Assembly Point(s):  Junior and Infants Playground 

Location of fire alarm logbook:  SSO Offices 

Location of FRA:  Shared Drive/SSO Office 

Multi Fire Alarm Maintenance  01179555301 

Location of Asbestos Survey Report:  SSO Office/Shared Drive 

Location of Emergency Response Plan:  Website/Shared Drive/All Offices 

Details of External lettings:  Contact School Business Manager 

LBWF 24/7 Helpdesk:  020 8496 3000 

LBWF Business Support  020 8496 3592 

LBWF ICT  020 8496 3870 

LBWF Insurance  020 8496 4289 

Norse Group Ltd  020 8523 6232 

Schools Organisation Partnership and 
Development (SOPD)  

020 8496 3535 

Health and Safety Unit  020 8496 3408/3413/6931 
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2. ROLES AND RESPONSIBILITIES FOR THE PLAN  
 

Position Name Role/Responsibility 
Headteacher   Adam 

Bennett 
 

     Chair of 
Governors  

Jenny 
Cockin and 
Alasdair 
Harper      

 

Deputy 
Headteacher  

Katy Weston Deputise in absence of Headteacher 

Deputy 
Headteacher 

Kylie 
McKnight 
(from Jan 
2027) 

Deputise in absence of Headteacher       

Deputy 
Headteacher  

Caroline 
Hext  

Deputise in absence of Headteacher 

Site Premises 
Staff  

Mark Collier Fire Warden 

School Business 
Manager 

Carolyn 
Gladstone 

 

Nursery Teacher Nkosi 
Muraya 

Evacuation of nursery 

Fire Warden       See above A Fire Warden      is someone (normally support staff) who has been 
trained to assist with the evacuation of specific part(s) of a building 
e.g. classrooms, communal area such as toilets, staff rooms, rest 
areas, etc. This will enable the classroom teachers to concentrate on 
escorting the children out of the building to the designated assembly 
point(s).  The holder of this role also has a continued duty to identify 
and report on fire hazards in the workplace outside of emergencies.  
Areas of concern should be reported to SLT who will take action as 
necessary  

Fire Marshal       Mark Collier Trained in fire safety awareness, this role will be required to identify 
fire hazards in the workplace and report on them to SLT, seeking 
action.     They may also be expected to carry out other important 
duties, such as checking fire equipment or safety systems on a 
regular basis or even in house training for others. The Marshal’s      
main duty in the event of a fire or fire alarm, would be to make sure 
their area has been completely evacuated of all persons to a safe 
area without putting themselves at risk.     

Safety 
Representatives 

Tracy D’Vaz Liaison with staff over any safety concerns. 
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3. ACTION ON DISCOVERING OR SUSPECTING A FIRE  
 
If you discover a fire, break the glass of the nearest fire alarm call point to activate the system (if a 
smoke detector has not already activated the system).  
 
The fire alarm will make a high-pitched wailing noise. 
 
The Fire Brigade should then be called (dial 999), giving the full postal address of the building – 
reliance should not be placed on any automatic calling system.  
 
Immediately the fire alarm is sounded, staff should escort pupils and any visitors and contractors for 
whom they are responsible to the nearest fire assembly point via the nearest exit.  
 
So as to prevent the spread of fire, the last person going through any set of internal fire doors must 
ensure they are closed, if safe to do so.  
 
A roll call should then be carried out.  

 
FIRE EXTINGUISHERS SHOULD ONLY BE USED ONCE THE SAFETY OF ALL PRESENT HAS BEEN 
ENSURED. DO NOT TAKE ANY RISKS. THE EVACUATION OF PEOPLE TAKES PRECEDENCE OVER 
FIRE FIGHTING 
 

4. ACTION BY STAFF IF THERE IS A FIRE 

Site Manager (in his absence, School Business Manager) 

 

● Proceed to fire alarm control panel and note the time and location of fire.  
● If safe to do so, proceed to relevant zone and check the situation. Do not go alone and carry 

means of communication if possible.  
● Unless you are sure it is a false alarm, give instructions to the Office Staff to call the Fire Brigade, 

using the 999 system – do not rely on any automatic calling system linked to the fire alarm.  
● Await the arrival of the Fire Brigade and liaise with the Fire Officer in charge.  
● Do not halt evacuation of the building, once it has commenced  
● Assume that all alarms are the real thing, unless certain that it is a false alarm  
● Always evacuate the building and call the Fire Brigade to every fire, however small.  

 
Let the Fire Brigade take responsibility for the following:  

 
● That the fire is fully out and has not spread;  
● That all harmful smoke has been cleared;  
● That the fire alarm is properly reset; and  
● That it is safe for staff and pupils to go back into the building.  

Teaching Staff  

● Fire alarm sounds  
● Stop work  
● Escort children from the teaching area to the open air by the nearest exit  
● Ensure that children:  

⮚ Walk quickly, but do not run;  
⮚ Keep quiet;  
⮚ DO NOT RETURN for clothing or books, etc. once they have left the building;  

● Proceed to the assembly point  
● Stay with your children, take a roll call and report any deficiencies to the Headteacher or senior 

member of staff  
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Office Staff  

● Collect visitors’ book, registers and plans 
● Follow fire procedures outlined, displayed in each room  
● Be prepared to call the Fire Brigade, using the 999 system, on instructions from the 

Headteacher or senior member of staff– do not rely on any automatic calling system linked to 
the fire alarm  

● Have relevant keys to hand (if Premises Staff are not available)  
● Unlock fire access gates (if premises staff are not available)  

 

Site Officer (when onsite)  

 

● Meet Site Manager at fire alarm control panel and note the time and location of fire.  
● If safe to do so, proceed with Site Manager to relevant zone and check the situation. Do not go alone 

and carry means of communication if possible.  
● Await arrival of the Fire Brigade in order that your specialised knowledge of the premises can be 

utilised.  
● Have relevant keys to hand.  
● Unlock fire access gate.  

 

5.EVACUATION OF THE SCHOOL, INCLUDING THOSE PARTICULARLY AT RISK  

Staff or Pupils with Disabilities  

If there are staff or pupils with disabilities in your designated area, you should be prepared to assist 
them should they so require.  

Staff or Pupils with Impaired Hearing  

Ensure that any person with impaired hearing knows that the alarm has sounded and assist as 
necessary  

Staff or Pupils with Impaired Vision  

Provide assistance to any person with impaired vision, to ensure that they are not proceeding towards 
flames and smoke whilst moving towards an exit.  

Staff or Pupils with Impaired Mobility and Babies/Young Children  

 

In single storey buildings provide assistance to any person with impaired mobility to ensure that they 
negotiate steps or changes of level safely.  
In multi storey buildings provide assistance to get to ground level:  

 

Arrangements for contractors working on site  

 
The FEP takes into consideration contractors on site including the work that they carry out and how 
this affects the school.  
 

● All contractors register on arrival at the school and sign  
● Contractors are issued with the school’s fire safety procedure via the Visitors’ Leaflet handed 

out to all visitors. 
● Contractors are informed of their means of escape through the procedures given and fire 

notices displayed in every room around the school  
● Contractors are to confirm any hot work (including hot work permit arrangements) e.g. 

blowlamps, cutting, welding and other heat producing equipment with school senior 
management. Hot work permits must be issued by a competent person and shown to the 
School Business Manager before work can begin.  
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NB. In case of fire/fire drill everyone (including contractors) must evacuate the building. 

 

6. POWER/PROCESS ISOLATION 
 

Location of services intakes and cut off points (see appendix 2) 
 

Electricity – Electricity meters and main trip switches are located in the Electrical Intake Cupboard 
off the dining hall at the Juniors' site and in the car park at Infants. 

 

Mains Water – The mains water meter is located under an inspection cover on the pavement by the 
main entrance gate at the Juniors' site and in the car park at the Infants’ site. 
 
The mains shut off tap is located in the right hand cupboard under the servery in the dining room at 
the Juniors' site and in the car park at Infants. 

 

Gas – The gas meter and the main shut off valve is located in the gas cupboard near the kitchen back 
door at the Juniors' site and in the car park at Infants. 
 
All kitchen appliances should be shut down by catering staff in the event of a fire, assuming it is safe 
to do so. Other appliances e.g. toasters, portable cookers etc should also be shut down. 

 
 

7. PLACES OF ASSEMBLY AND ROLL CALL  
 

Fire Exits are clearly marked from all areas of the building. The two main exit points of the school can 
be found on either wing of the building providing safe passage to the playground. Children will be 
escorted by their teachers, and any other classroom staff, to the junior playground adjacent to the 
railway line where they will queue up as per Appendix 1. 
 
The admin officer will hold paper registers of each class in the office as well as the school visitor books. 
These will be brought out to the relevant teachers who will check that all pupils are present and put 
their hand up in the air once complete and all are found to be present. The admin officer will also 
ensure, using the visitors’ and volunteer sign-in logs, that all visitors are accounted for. 
 
In the event that someone is found to be missing, the teacher will notify their designated fire marshal 
for that area, who will be charged with finding that person, provided it is safe to do so. Emergency 
services should be called by the Fire Warden to ensure that both fire and ambulance services are 
available should they be needed. 

 
8. IDENTIFICATION OF FIRE ESCAPE ROUTES  
 
Fire Exits are found on each side of the building immediately at the bottom of each flight of stairs. 
These have been marked out on Appendix 2. 

 

9.FIRE-FIGHTING EQUIPMENT PROVIDED  
 
See Appendix 2 outlining where all fire fighting equipment is held. 
 
For the health and safety of all concerned, fire-fighting is best left to the professionals. The fire 
brigade have an attendance time of 5 minutes and do not charge. Breathing in smoke will almost 
certainly affect your health.  
NOTE all fire extinguishers are now manufactured red with 15% of the body in the colour of the 
extinguishing agent. These are:  
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1 Water – Red  
2 Foam – Cream  
3 Foam F Type for deep fat fryers – Yellow  
4 CO2 – Black  
5 Dry Power - Blue  

 
If you have to use a fire extinguisher then here is what you need to know.  

 

Water - appropriate for carbonaceous materials (wood, paper, furnishings), but always be aware of 
the dangers of electrocution.  

 

Foam - appropriate for wood, paper textiles and flammable liquids. This should not be used for live 
electrical equipment or on flammable metal fires.  
 

Foam, Type F for deep fat fryers - 9 litres, found in catering areas, appropriate for wood, paper 
and textiles. Not suitable for use on flammable liquids or gases  
 

CO2 - appropriate for fires involving live electrical equipment and flammable liquids  
 

Fire Blankets – appropriate for flammable liquids and fires involving clothing or costumes  
 

To operate all extinguishers:  
Pull out the safety pin  
Aim the nozzle at the fire  
Depress the operating lever  
NB The CO2 extinguisher is noisy and the horn becomes extremely cold during discharge – hold the 
handle not the horn.  

 

To use a fire blanket:  
Pull on the black tabs and the blanket will come away from the container.  
Shield your face, body and hands from the fire and lay the blanket over the fire.  
Turn off the source of heat. DO NOT REMOVE THE BLANKET  
On burning clothing, wrap blanket around the person and drop them to the ground. As soon as the 
flames are extinguished, treat for burns. 

 
10. LOCATION OF FLAMMABLE MATERIALS 
 
Flammable materials are found in the following places: 

  

Juniors 
● Cleaners’ cupboard on balcony 
● Site Officer’s office 
● Tank room on second floor 
● Cleaners’ cupboards in hallways near ground floor classrooms. 

 

Infants 
● Cleaners’ cupboard opposite dining hall 
● Site Officers’ office 
● Hall chair store 
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11. CONTINGENCY PLANS FOR SYSTEM FAILURES 
 
Should the fire detection equipment fail and the fire alarm fail to sound, the person discovering the 
fire should tell the nearest member of staff. They should in turn inform either or both the office staff, 
the fire warden and the fire marshals, who will in turn organise evacuation of their areas of 
responsibility. Either the fire warden or fire marshal should notify the emergency services without fail. 
 

12. ARRANGEMENTS FOR LETTINGS 
 
Persons letting the building must always be accompanied by a cover site officer whose responsibility 
it is to make the group who have let the premises know about the fire arrangements and ensure the 
above protocols are adhered to. This should be made clear by the Site Services Officer to any cover 
site officers so they are fully aware of the school’s procedures. 
 

Before use  
Prior to use of the premises, the person in charge should ensure that relevant escape routes are 
signed, unlocked and available for use and that all persons are familiar with the layout and the location 
of the fire alarm, emergency contacts etc.  They should meet the Site Officer to go through this, and 
receive a copy of this policy, once a booking is made to let the premises.   
 
Persons in charge of activities must be familiar with the building and must know where to find a 
telephone in case of emergency.  

 

In event of fire  
In the event of fire, the first duty of all concerned is to evacuate the building to prevent injury or loss 
of life.  
 
In the absence of the Headteacher or a nominated deputy, the person in charge is responsible for 
ensuring the Fire Brigade is called on the sounding of the alarm.  
 
Immediately a fire is discovered or one is reported, the alarm should be sounded, the Fire Brigade 
called (dial 999) and the address of the premises clearly given. If safe to do so, doors immediately 
surrounding the fire area should be closed.  
 
There may be an opportunity in the event of fire for an attack to be made upon it with the nearest 
extinguisher or hose reel but fire fighting must always be secondary to life safety.  
 
Immediately after the fire alarm is sounded the person in charge should escort persons in their charge 
from the building ensuring that all doors that are passed through are closed after them.  
 
Having safely arrived outside the building a check should be made to ensure that all persons are 
present.  
 

After use  
Always after use of premises, persons in charge should carefully check that there are no apparent fire 
risks and all doors and windows should be closed on vacating the building. 
 

13. BOMB ALERTS  
Obtain as much information as possible from caller, especially as to location of device.  
 
Only use the fire alarm if you are confident that staff can be directed away from the suspected 
location of the device.  
 
The Head Teacher and Site Services Officer should be prepared to direct staff to exits remote from 
the location of the device.  
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If necessary, the park will be used as an assembly point if the junior playground is considered too close 
to the building to ensure the safety of all persons present. 
 
Do not call Fire Brigade.  
Call Police (Head teacher duty).  
Act on instructions from police. 

 

Appendix 5: Fire Guidance 
 
Fire-related guidance available to school  

 
Guidance is available on the LBWF Health & Safety pages: 
 

● LBWF Fire Safety Strategy 
● Local Code of Practice (LCoP) 34 on Fire Precaution (including fire risk assessment)  
● Guidance of Fire Risk Assessment 
● Fire Risk Assessment Template 
● Fire Emergency Plan Template 
● School Fire and Security Guidance – Zurich Municipal 

 
Fire-related Health & Safety Documents 

● LCoP 1  Accident Reporting and Investigations 
● LCoP 3a Managing Competent Contractors 
● LCoP 7  Electricity at Work 
● LCoP 8  Implementing Workplace Regulations 
● LCoP9  Improving Security in Schools 
● LCoP 16  Safety Checklists for Equipment/Machinery in D & T 
● LCoP 17  Staff Working alone 
● Doc 20  Smoking Policy 
● LCoP 21   Management Inspection Checklist (including Fire Safety).  
● Doc 23  Generic School H & S Policy ( including Fire Safety) 
● LCoP  25  Guidance on boilers and Boiler houses 
● LCoP 28  Guidance on Temporary use of Gas Heater ( LPG) 
● LCoP 31  Woodwork Machinery 
● LCoP 32  Work Equipment (safe use of)    
● LCoP 34  Fire precautions ( including Risk Assessment) 

 
 

Appendix 6: Instructions for all Staff 
 

ACTION IF YOU DISCOVER OR SUSPECT A FIRE  
● Take remedial action where it is safe to do so eg unplugging a microwave or toaster that has 

caught fire; using a fire blanket 

● Sound the fire alarm immediately  

● Leave the room or area involved, closing the door to restrict spread of smoke and heat  

● Call the fire brigade (if the member of staff responsible for this is not available) by dialling 999  

● Evacuate to the assembly point  

 

ACTION ON HEARING THE FIRE ALARM  
● Leave the building by the nearest exit route and go directly to the assembly point as quickly 

as possible  

● Walk quickly and quietly but do not run  

When supervised, instructions to evacuate will be given by the person in charge who will decide which 
escape route will be followed  
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Staff should evacuate persons in their charge by leaving the building by the nearest exit and going to 
the assembly point  

Once you have left the building or your room, DO NOT return for any reason unless you are instructed 
that it is safe to do so  

 

TRAINING AND INSTRUCTION  
All staff (including temporary and supply) should be aware of: 
 

How to warn others of the fire including the operation of the fire warning apparatus provided  

The location and use of escape routes  

The need to assist or direct visitors or members of the public from the workplace  

The location of a nominated assembly point  

How to summon the fire service  
 

 

Appendix 7; Fire Risk Assessment 
 
Fire Risk Assessments for both sites can be found in the following locations: 

 

Infant Fire Risk Assessment 
Junior Fire Risk Assessment  
 
Appendix 8: List of Fire Wardens       
 
The following staff have all been trained as fire marshals or wardens: 
 

Fire Marshall      Mark Collier 

KS1 Fire Wardens  Angela Rattray 
Caroline Hext 
Christina Middleweek 
Daniela Oglinzanu 
Irram Akbar 
Kylie McKnight (Mat leave until Jan 2027) 
Lydia Tackie 
Saira Mughal 
Serap Karakoyun 
Zeheria Qazi 

KS2 Fire Wardens  Alina Buga 
Althea Clark 
Angela James-Naik 
Ben Thompson 
Carolyn Gladstone 
Jemma Burke 
Julie Matthews 
Katy Weston 
Leanna Ollivierre 
Muneeba Fazal 
Tracey Palmer 
Valbona Gjelaj 

Nursery Fire Wardens Nkosi Muraya 
Catriona Shanks 

 
 
 

http://../cgladstone/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/AppData/Local/Microsoft/Windows/Health%20and%20safety/Fire/Risk%20Assessments/Stoneydown%20Park%20Infant%20School%20-%20%20FRA%20Word%20Doc%20May%202015.pdf
http://../cgladstone/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/AppData/Local/Microsoft/Windows/Health%20and%20safety/Fire/Risk%20Assessments/Stoneydown%20Park%20Junior%20School%20-%20%20FRA%20Word%20Doc%20May%202015.pdf
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Some of these staff have been assigned certain areas to cover, in terms of conducting their fire 
warden  duties, whilst others have been trained in case they need to deputise for an absent member 
of staff. The allocations for each site are, with the names of current postholders in Italics, are as 
follows: 
 

Juniors   
 

Lead Fire Warden      Deputy Fire Warden      Area of Responsibility 
School Business Manager 

Carolyn Gladstone  
Administrator Daniela 
Oglinzanu/Julie Matthews or 
Jemma Burke   

 

ZONE 1 - Ground floor (park side) 
including Medical Room, Front 

Office, SBM Office, Medical Room, 
HT Office, Stock Room and Art 

Store  

Finance Officer 
Alina Buga  

Administrator  Daniela 
Oglinzanu/Julie Matthews or 

Jemma Burke  
 

ZONE 2 - Ground floor (playground 
side) Main Junior Hall, PE Store, 

SENCO Room, Girls’ and Boys’ WC, 
Adult Toilets and Food Technology 

Room 

Leanna Ollivierre  Adam Bennett  
 

ZONE 3 – Swan, Lapwing Pipit and 
Wagtail Classes  

Teaching Assistant –  
Muneeba Fazal 

Teaching Assistant –  
Ben Thompson 

ZONE 4 - First floor (playground 
side) including Swift and Linnet 

classes and toilets, Assistant 
Heads Office, Photocopier Room 

and SSO Room  

Teacher – Althea Clarke 
 

Teaching Assistant – Angeli 
James-Naik 

ZONE 5 - First floor (park side) 
including Kylie’s room, Starling 

and Skylark room, staff room and 
toilets 

Second Floor  
  Katy Weston 

Val Gjelaj ZONE 6 - Second floor Nightingale, 
Merlin, Kingfisher and Kestrel 

Classrooms  

Foundation StageTeacher - 
Nursery Based 

Nkosi Muraya/Catriona Shanks 

Foundation Stage Officer - 
Nursery Based   Catriona 

Shanks 

ZONE 7 – Nursery - All 

Infants 
 

Lead Fire Warden      Deputy Fire Warden      Area of Responsibility 
Office Manager (Tracey Palmer) Administrator Daniela 

Oglinzanu/Julie Matthews or 
Jemma Burke) 

ZONE 8 - Main Office, Lobby and 
adjacent corridor up to and 
including the last Year 2 classroom 
(currently Chiff Chaff)  

Teacher- Caroline Hext 
Teaching Assistant  

Angela Rattray 

Teaching Assistant Angela 
Saira Mughal -W 
Irram Akbar Th-F  

ZONE 9 - Boys and Girls Toilet 
adjacent to HT’s office, SENCO, 
HT/DHT’s office, Shower, Main Hall 
and Servery. 

Teaching Assistant Lydia Tackie Teaching Assistant  Zeheria 
Qazi/ 

ZONE 10 - All Reception 
classrooms, staff room, stock 
room, Practical Room, Unisex and 
adult toilets 

 
Whilst Fire Warden      would ideally check all of the areas designated to them, in reality they will only 
carry out checks that are safe to administer.  Fire Warden      area checklists are given to each Warden      
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so that they are able to identify areas not checked.  These checklists will be given to the Fire Brigade 
so that they are clear about areas that are still to be checked. 
 
During lunchtime, there will be separate fire warden     s allocated to check toilets for children. The 
only other area where children would be is in the dining hall, where they would be supervised by 
members of staff. The warden     s at these times are: 
 
 
LKS2 Break 11.45 – 12.45 Leanna Ollivierre and Angeli James-Naik   
UKS2 (Breaktime and 12.45-1.15pm) –  Valbona Gjelaj and Benjamin Thompson 
 
KS1 (Breaktime and 12.45-1.15pm) –Zeheira Qazi 
KS1 (12.15-12.45pm)     Angela Rattray 
 
 
Class teachers are expected to lead their classes out to the designated congregation are in the 
classroom. For Reception and Nursery classes, the relevant FSO for that class will also need to assist 
with leading their classes outside. 
 
      


