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Mapplewell Fire and Emergency Evacuation Policy 
[bookmark: _Toc176337097]1. Introduction
The purpose of this document is to ensure that People at Mapplewell Primary School know what to do in the event of a fire; and the school can be quickly and safely evacuated. 

The plan details measures to reduce the risk of fire occurring and actions to take in the event of a fire and takes account of the Fire Risk Assessment for the premises (appendix 1)

All people will comply with the plan and ensure that others under their control e.g. suppliers, contractors and visitors etc. also comply with the requirements of the plan. 
 
As a minimum, the plan will be jointly reviewed on an annual basis, or: at any time the plan is found not to be effective e.g. after a fire drill or upon significant change to the structure or use of the building 
[bookmark: _Toc176337098]2. The Premises 
Mapplewell Primary School is located at Greenside Avenue, Staincross, Barnsley S75 6BB and consists of 1 main building with a number of out buildings. 
[bookmark: _Toc176337099]3. Definitions and abbreviations 
The following abbreviations and acronyms may be encountered within this plan. 
· BS 			British Standard 
· COSHH			Control of Substances Hazardous to Health  
The following are definitions for terms that may be encountered within this plan. 
· Assembly Point 		Designated point for persons who have evacuated the building to assemble
· Authority 		The Academy Trust (HCAT) responsible for the premises 
· Evacuate 		All persons leave the building by the nearest exit  
· Evac Chair 		Chair specifically designed to aid the evacuation of disabled persons 
· FM Provider 		Contractor providing facilities management and other services e.g. cleaning 
· Premises 		The premises, its buildings and grounds 
[bookmark: _Toc176337100]4. Responsibilities 
When allocating responsibilities consideration must be given to ensuring adequate cover for holidays, sick leave etc. To ensure fire evacuations are carried in a safe and coordinated way, the following have specific responsibilities. 
[bookmark: _Toc176337101]5. Chief Fire Marshal(s)
 Fire Marshal responsibilities include: 
· The signing in/out records, and if it is safe to do so, ensuring that these are taken in the event of an evacuation to be used as a register 
· In case of evacuation, directing employees, building users and their visitors to leave the building by the nearest available fire exit 
· If safe to do so, checking that the area is clear of all persons 
· Help those not familiar with the evacuation procedure or those that may be especially at risk 
· On evacuation, the fire marshal/responsible person should confirm as far as possible that staff/visitors in each area are accounted for or, advise who is not accounted for 
· Co-ordinating  fire precautions on site 
· Arranging Fire Alarm tests and Fire Drills 
· Liaising with the emergency services, including informing them of anybody still in the building 
· Confirming that the fire service has been called, and contacting again if they have not arrived in the appropriate time. 

The fire marshals for these premises are listed below 

	NAME 
	DESIGNATIAON  
	LOCATION 
	CONTACT DETAILS 

	Sam Garrood 
	Chief Fire Marshall  
	Mapplewell Primary 
	01226 381273 

	Lauren Eyre  
	Fire Marshall 
	Mapplewell Primary 
	01226 381273 


[bookmark: _Toc176337102]6. Fire Wardens/Sweepers 
Fire Warden responsibilities include:	
· Assisting people to evacuate the building 
· If safe to do so, sweeping their area to ensure it is clear 
· Advising anybody trying to (re)enter the building of the dangers and instruct them not to enter 
· Notifying the fire marshal of anybody who has entered the building 
· Reporting to the Fire Marshal 
· All staff are trained as Fire Wardens and are able to deputise for the below

	NAME
	DESIGNATIAON
	LOCATION
	CONTACT DETAILS

	Office Manager

Deputy: Office Assistant
	Fire Warden
	Main entrance
Staff room
Staff toilets
Stock cupboard
Meeting room
Staff room / PPA
	01226 381273

	Kitchen Manager

Deputy: Kitchen Assistant
	Fire Warden
	Kitchen (AM)
	01226 381273

	Class 3 Teaching Assistant

Deputy: Class 4 Teaching Assistant
	Fire Warden
	Early Reading Area
KS1 cupboards
Staff / disabled toilet
Library
	01226 381273

	Class 7 Teaching Assistant

Deputy: Class 6 Teaching Assistant
	Fire Warden
	Middle Intervention Rooms
Hall
PE stock cupboard
Table Stock Cupboard
Kitchen (PM)
	01226 381273

	Class 8 Teaching Assistant

Deputy: Class 10 Teaching Assistant
	Fire Warden
	Nurture room
Class 12
KS2 toilets
	01226 381273


[bookmark: _Toc176337103]7. Action on discovering a Fire 
Any person discovering a fire shall: 
 
· Immediately operate the nearest fire alarm call point, unless the fire alarm has already been activated. 
· Evacuate the building by the nearest available exit – without stopping to collect personal possessions 
· Proceed to the assembly point and report details of the location and extent of the fire to the Fire Marshal. 
 
No attempt should be made to fight the fire unless it is to aid an escape
[bookmark: _Toc176337104]8. Means of Raising the Alarm 
The school is fitted with an automatic fire detection system. In the event of one of the detectors being activated the alarm bells will sound throughout the building. Manual break-glass call points are also installed adjacent to main exit doors from the building.  Activation of any of these call points will sound the alarm throughout the building. In the event of the alarm being raised, a bell will ring continuously, unless silenced from the main control panel by an authorised person The main control panel for the fire alarm system is located in the main entrance before reception. 
[bookmark: _Toc176337105]9. Calling the Emergency Services 
When the alarm sounds, and only when safe to do so, the Fire Marshal will call the emergency services to report the fire. In the event of a fire alarm sounding or a fire being discovered out of normal school hours the person discovering the fire will call 999 using the first available telephone after reaching a place of safety. 
[bookmark: _Toc176337106]10. Fire Instruction Notices 
Fire Instruction Notices are displayed in conspicuous positions throughout the school and highlight the action to be taken by staff and others upon discovering a fire and on hearing a fire warning. 
Regular inspections are carried out to ensure that that Fire and Emergency Instruction Notices are maintained in good condition and that the information contained on them is up to date. 
[bookmark: _Toc176337107]11. Evacuation Procedure 
On hearing the Fire Alarm all persons shall: 
· Close all windows and doors – Only if it is safe to do so our main priority is to get everyone out safely. 
· Evacuate the building using the appropriate fire exit – Do not stop to collect personal possessions 
· Ensure any visitors evacuate the building with you 
· Go to the agreed Assembly Point  
· Remain at the Assembly Point until instructed otherwise by the Chief Fire Marshal or the Fire Brigade. 
· Do not re-enter the building until told it is safe to do so by the Chief Fire Marshal or Fire Brigade 
The teacher or other adult responsible for children in a classroom or other area of the building shall supervise the safe exit of all children under their control leading them to the agreed Assembly Point 
KS2 teachers are designated sweepers for their own cloakrooms and this sweep should be carried out prior to exiting the classroom.  
The teacher or designated responsible person shall also assist those especially at risk for which PEEPS will have been completed. 
On leaving the building all persons shall go to the designated assembly point where the teacher/responsible person shall undertake a role call to ensure all persons are accounted for.  The Chief Fire Marshal, where safe to do so, should complete an external lap, taking in the three assembly points to ensure everyone is present and accounted for.  The teacher or persons responsible shall then report to the Chief Fire Marshal - If all are accounted for this is indicated by the raising of the arm in the air. If anyone is unaccounted for this should immediately be raised with the Chief Fire Marshal who can then advise the Emergency Services accordingly. 
The Administration Assistant will ensure an evacuation print from Entry Sign System is made and taken out. The Evacuation Print will be taken to the assembly point where all visitors will be checked against it and accounted for by the Fire Marshal, who will inform the fire service whether or not all persons are accounted for. 
[bookmark: _Toc176337108]12. Evacuation of those specifically at Risk 
Examples of people who may be especially at risk include, people who have: 
· Employees who work alone and/or in isolated areas e.g. cleaners, security staff. 
· People who are unfamiliar with the premises, e.g. seasonal workers, contractors, visitors and customers. 
· Impaired vision/hearing. 
· Impaired mobility e.g. Wheelchair bound, difficulty walking or unable to walk unaided. 
· Learning difficulties. 
· Elderly people and parents with children. 
· People with language difficulties. 
· Have other special needs that may increase the risk of harm in the event of an emergency. 

The responsible person shall liaise with staff to ensure they know which members of staff, or other people are particularly at risk in the event of a fire/evacuation. These members of staff and other people will require special consideration and help if evacuation is necessary.   Arrangements for evacuation of those identified, as being especially at risk must be included in fire/emergency drills to ensure arrangements are effective. Staff and suppliers shall be made aware during their induction that they are responsible for ensuring the evacuation needs of any visitors they receive that would be especially at risk. 
[bookmark: _Toc176337109]13. Escape Routes to places of Safety 
The escape routes to a place of safety are via the fire exit doors, all routes are signed showing the nearest emergency exit; all fire exit routes are also fitted with emergency lighting. 
 The following locations have emergency exits direct to a place of safety.  
· Main Reception Doors  
· Class 1 Side Door 
· Class 2 Playground Doors 
· Nursery Doors 
· Both Cloakroom Areas for KS1  
· All KS2 Classrooms on the left of the building leading to the playground. 
· KS2 Main Corridor Exit Door 
· Kitchen Door 
· Back of Hall/Library 
14. Assembly Points  
On leaving the premises all persons shall go to the designated assembly points (See locations of assembly points below). The specified assembly points must be used; these have been selected to be a safe distance from a potential fire and clear of the routes used by the emergency services. 

The assembly points: 
· Nursery, FS2, KS1, LKS2     		KS1 Playground   
· UKS2   			                             Games Court  
· Admin, Visitors & Kitchen Staff 	               Outside Bin Store   
15. Fire Fighting Equipment  
Note no attempt should be made to fight the fire unless it is to aid an escape. 
Fire extinguishers are provided; these are of the following types: 
· Water 
· Carbon Dioxide 
 
Fire blankets are also provided at the following locations: 
· Kitchen 
· Staffroom 
· Attached to the portable oven 

A plan showing the location of firefighting equipment can be found in the Fire Log Book. 
16. Liaison with Emergency Services   
After evacuating the building and ensuring the evacuation is complete the Chief Fire Marshal shall ensure that there is sufficient access for emergency service vehicles (including potential need for police/medic access).
17. Training    
All persons who work on a long-term basis at the School will be given fire safety training by the Trust, the training will include: 
· The action to take on discovering a fire 
· How to raise the alarm and what happens then 
· The action to take on hearing the fire alarm 
· The procedure for alerting staff, members of the public and visitors, including directing them to exits 
· The arrangements for calling the emergency services 
· The evacuation procedure and arrangements 
· The location and, where appropriate, the use of firefighting equipment 
· The location of the escape routes 
· How to open escape doors and the importance of keeping fire doors closed 
· Where appropriate how to stop equipment and isolate power in the event of a fire 
· The importance of general fire safety and good housekeeping 

All staff and visitors will be given induction, which includes fire evacuation procedures. Those with specific responsibilities under this plan will be trained and given instruction on carrying out those duties. 
18. Fire Drills  
Drills will be arranged by the Headteacher as agreed with the Caretaker, these will be carried out once per term. 
 
Records of fire drills will be maintained; where appropriate the Headteacher shall instigate changes to the fire plan and/or procedures based on lessons learnt from the fire drills. 
 
The Fire Alarm is not directly linked to the Fire Service  
19. Good Housekeeping and Fire prevention   
The risk of fire can be significantly reduced by good housekeeping and observing basic fire prevention measures. 

Users of the premises can assist with this control measure by ensuring that their work area is tidy and that they adhere to the fire procedures in place to keep the risk of fire to a minimum.  Housekeeping Measures include: 
 
· Keeping amounts of paper and combustible material/waste to a minimum and ensuring it is disposed of at the end of each working day. 
· Preventing and/or reporting to the responsible person accumulations of rubbish, wastepaper and other material in and around the premises, especially in circulation areas and escape routes.  
· Flammable materials and liquids should be kept in the designated place or storage cabinet and the specified quantities should not be exceeded.  They should be clearly identified as flammable. A register of such substances must be maintained. Using only limited amounts of flammable liquids and gases in accordance with COSHH requirements. Use of water-based products for certain operations should be considered 
· Not storing combustible material such as paper next to electrical appliances/systems and other heat sources. 
· Ensuring that all fire routes and exits are kept clear at all times. 
· Fire doors should be kept shut, unless the doors are connected to an approved electrically operated hold open device.  Such doors must not be wedged open. 
· All doors and windows should be closed when the premises are left unoccupied. 
· Plugs and electrical sockets should not be overloaded and correct fuses should be fitted. 
· No unauthorised equipment such as kettles, radios, heaters, etc. to be used. 
· Turn off electrical equipment when not in use and at the end of each working day unless it is designed to be connected permanently or switched on constantly. 
· Machinery and electrical office equipment should be well ventilated, not obstructed, and cleaned regularly. 
· Control of external storage/increased vigilance to minimise the risk of arson. 
· Reporting of defective fire provisions e.g. fire doors, alarms, extinguishers, emergency lighting etc. 
· If contractors are working in the premises, those supervising the work should ensure that fire precautions are maintained. 
· Parking shall be limited to designated parking bays 
20. Communication    
Upon evacuation, the Chief Fire Marshal will take charge of communicating the situation to those who have evacuated and assembled at the assembly point.  The communication shall include the fact that the Fire Brigade have been called and that nobody else should call them. 
 
Anybody approached by the media other than those with a responsibility for communicating with them, shall answer “No comment” and direct them to the Chief Fire Marshal. 
21. Inspections, Testing and Maintenance  
The designated competent person(s) will undertake regular checks to ensure fire exits are unobstructed, fire extinguishers are in place and fire notices and signs are in place and in good condition. The check will be recorded within the Fire Safety Log Book. 

The systems and equipment installed in the school are maintained to reduce the risk of fire (e.g. electrical installation and P.A.T. testing) and to ensure fire protection measures (e.g. fire alarm system) are in good working order. The tests are programmed and carried out by competent persons; records of completion of the tests are recorded in the Fire Safety Log Book. 

The following systems/installations are tested in accordance with:  
 
· Electrical installation - BS 7671 
· Portable electrical appliances - the Electricity at Work Act 
· Fire alarms test and maintenance - BS 5839 
· Fire extinguishers and sprinkler systems test and maintenance - BS 5306 
· Emergency lighting test and maintenance - BS 5266 

The following checks are also carried out on a weekly basis: 
 
· All fire resisting doors function correctly and are not missing any cold smoke seal. 
· All door furniture and escape mechanisms i.e. panic bolts and fail safe locks etc. are functioning correctly. 
· All notices and signs are correctly positioned and are up to date. 
· All routes are clear of obstruction and fire exits are easily and able to be opened  
 
In the event of any of the fire protection measures being out of service e.g. fire alarm, the Caretaker will advise the Headteacher.  The Trust and all parties will agree what additional fire safety measures are to be undertaken e.g. fire patrols, or restrictions/prohibition on activities to reduce fire risk. 
22. Arrangements for High-Risk Areas – Kitchens 
As most fires in kitchens involve oils or fats used during cooking, attention will be given to cleanliness to prevent the build-up of fat in and around equipment and ventilation systems. 
Staff who use cooking equipment will receive instruction in the use and everyday maintenance (e.g. cleaning) of all catering equipment prior to use. All kitchen staff will be given training and instruction on what to do in the event of a fire in the kitchen this will include: 
· Always give alarm of fire and call the fire brigade – Do not assume you can put the fire out or that the fire has been extinguished - Call the fire brigade for them to confirm 
· Turn off the gas or electrical supply to the apparatus if safe to do so 
· Smother the fire by closing the cover or by using a fire blanket only if safe to do so 
· Use an appropriate fire extinguisher if safe to do so and only if received training on the operation of extinguishers 
· Not to use water on fires involving oils or fat 
· If the fire is inside an oven, to not open the oven door 
· To cut off the gas or electricity supply if it is safe to do so 
· If there is fat burning on the floor, to smother it with a fire blanket or foam. 

To reduce the risk of fires staff will be instructed: 
· Not to hang towels or aprons where it is possible for them to come into contact with any source of ignition such as cookers and other heated surfaces 
· Not to dry or air cloths and aprons over oven doors, on boilers or on lines over cookers or other sources of ignition 

Staff will make a final inspection each day before leaving to ensure that all equipment is turned off (except equipment normally left running, such as refrigerators and freezers). The designated competent person(s) will undertake regular checks to ensure fire exits are unobstructed, fire extinguishers are in place and fire















[bookmark: _Toc176337110]Appendix 1: Fire Warden Locations 
All staff are trained as Fire Wardens and can deputise for the below as necessary. 
 
	NAME
	DESIGNATIAON
	LOCATION
	CONTACT DETAILS

	Office Manager

Deputy: Office Assistant
	Fire Warden
	Main entrance
Staff room
Staff toilets
Stock cupboard
Meeting room
Staff room / PPA
	01226 381273

	Kitchen Manager

Deputy: Kitchen Assistant
	Fire Warden
	Kitchen (AM)
	01226 381273

	Class 3 Teaching Assistant

Deputy: Class 4 Teaching Assistant
	Fire Warden
	Early Reading Area
KS1 cupboards
Staff / disabled toilet
Library
	01226 381273

	Class 7 Teaching Assistant

Deputy: Class 6 Teaching Assistant
	Fire Warden
	Middle Intervention Rooms
Hall
PE stock cupboard
Table Stock Cupboard
Kitchen (PM)
	01226 381273

	Class 8 Teaching Assistant

Deputy: Class 10 Teaching Assistant
	Fire Warden
	Nurture room
Class 12
KS2 toilets
	01226 381273
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