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St Edmund Campion Catholic School 

Policy: Fire Policy 

This document sets out the strategy regarding fire safety and details how we will comply with the 

requirements of the Regulatory Reform (Fire Safety) Order 2005 and other relevant connected legislation.  

Such legislation includes the Health and Safety at Work Act 1974 and The Management of Health and Safety 

at Work Regulations 1992 as amended 1999.  

This policy is based on preventing a fire occurring, safeguarding all persons from death or injury in the event 

of fire by the effective management of fire safety; reducing the risk of fire and to limit fire spreading and to 

minimise the potential to cause damage.  However, in the event of fire, a means of rapid discovery and 

control will be employed.  This approach will be supported by reliable and tested procedures for evacuating 

all persons within our school to a place of safety.  We will ensure, so far as reasonably practicable, that all 

pupils, staff, contractors and visitors are protected from the risks of fire whilst on the premises. 

St Edmund Campion will: 

1. Arrange for the carrying out of Fire Risk Assessments and the recording of any ‘Significant Findings’ 

2. Formulate a ‘Remedial Action Plan’ for any significant findings and put into practice control 

measures within practical timescales 

3. Provide appropriate information, instruction, training and supervision to all relevant persons, with 

regard to fire safety 

4. Ensure adequate fire action procedures are prepared and displayed in a prominent position within 

our premises 

5. Carry out regular fire drills to ensure the adequacy of our arrangements  

6. Provide and uphold all fire safety equipment, as deemed necessary through the risk assessment 

process 

7. Ensure all other pertinent equipment is adequately maintained to limit the potential for fire 

8. Maintain adequate fire safety records and ensure they are readily available for inspection 

9. Review the Fire Risk Assessment in line with the guidance 

10. Appoint and train competent persons within the organisation (where necessary) 

11. Monitor the effectiveness of the above arrangements by carrying out periodic checks.  

Responsible Person 

The person responsible for ensuring that the Fire Safety Policy Statement is implemented and that 

responsibilities are allocated, accepted and fulfilled at all levels is: 

Name:  (Name of Person) Ricky Bond and Alan Grant  

Position: (Position Held)  Site Manager and Headteacher 
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Policy Sections 

A. Staff Responsibilities 

B. Senior Leader Responsibilities 

C. Duties of Fire Marshalls 

D. Out of School Hours Events or Lettings 

E. Fire Safety Management Folder  

F. Monitoring our Fire Safety  

G. Audit and review of Fire Safety Arrangements 

H. Emergency Evacuation Plan  

I. Protective Measures  

J. Maintenance of Fire Safety Equipment 

 

A. Staff Responsibilities  

All staff have accountability for ensuring that they are familiar with and understand the content of this Fire 

Policy and the Emergency Evacuation Plan. 

Problems or concerns relating to fire safety must be reported to Senior Leadership Team at the earliest 

opportunity, so that corrective action may be taken. 

Every employee has a duty to take care of their own safety and that of others who may be affected by their 

work activities, under both Health and Safety and Fire Safety legislation.  

Upon discovering a fire, the alarm shall be raised by immediate activation of the closest fire alarm call point. 

In the event of failure of the fire alarm, a rotary hand bells will be rung (these are positioned in key zones of 

the school). If the electric school bell should also fail, the school hand bell shall be rung continuously, 

ensuring all areas of the building can hear it.  

The Fire Brigade will be called upon any suspected outbreak of fire. The person discovering the fire is 

responsible for activating the nearest call point and calling the Fire Brigade.  Where the alarm is raised by 

the school’s automatic smoke and heat detection system, the Site Manager will call the Fire Brigade if a fire 

is suspected, and if a false alarm is not confirmed.  Heat detector systems are used in: T6, Aspens and the 

Boiler Room.  

See Appendix C for the Roles and Responsibilities grid. 

B. Senior Leader Responsibilities   

The Head Teacher and The Site Manager will assume day-to-day responsibility for fire safety at St Edmund 

Campion and will assume the role of ‘Responsible Person’ as defined within the Regulatory Reform (Fire 

Safety) Order 2005.  The primary duties of the Head Teacher and Site Manager are: 

• To monitor the efficiency of the Fire Safety Policy and arrangements and revise and amend them as 

necessary. 

• To organise the initial induction and periodic continuation fire safety training for staff.  

• To organise a building fire drill at periodic intervals and ensure all students fully understand the 

procedures 

• To organise and monitor the contracts for the testing and maintenance of the fire safety systems in 

the building by external competent contractors. 
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• To ensure the investigation of any fire incident by a competent person and the carrying out of any 

subsequent recommendations. 

 

C. Duties of Fire Marshalls 

 

The school has trained a number of employees as Fire Marshalls, one of which will be appointed as Senior 

Fire Marshall. In the event of an emergency evacuation, these employees have the responsibility for 

ensuring that all areas of the school have been evacuated and that this is reported to the Head Teacher. 

During an emergency evacuation, Fire Marshalls will wear hi-visibility tabards to enable them to be 

clearly identifiable. 

The duties of our Fire Marshalls  in the case of fire are to:  

• Check their designated area to ensure all rooms, including toilets, have been vacated and to close 

doors.  Staff should not put themselves unnecessarily at risk to do this  

• Report to the Head Teacher, at the designated assembly point, that their area is cleared, or they 

believe persons to still be in the building.  They should also report any rooms that have not been 

checked 

• Prevent persons from re-entering the building until the Head Teacher has given permission 

• Check Refuge Points in their designated area and liaise with the person supporting the pupil with a 

PEEP.  

 

D. Out of School Hours Events or Lettings 

Where events are organised outside of normal school hours, or by outside organisations, it is the 

responsibility of the member of staff organising the event or arranging the letting to ensure that the Site 

Manager is consulted and that appropriate precautions, including arrangements for evacuation and calling 

the Fire Brigade, are in place. 

The Site Manager may impose specific restrictions on the type of letting or activity, the number of persons 

involved and the number and layout of any seating. 

Micro Sports are required to ensure they have a robust Fire Evacuation Plan and fire procedures are  in place, 

as the school building is not fully operational.  

E. Fire Safety Management Folder  

A Logbook will be located and maintained at our premises.  The following information must be recorded and 

available for inspection when required:  

1. Fire Policy: This Document 

2. Who manages fire risk at our school? 

3.  Responsible Person(s) - Ricky Bond and Alan Grant 

4.  Fire Marshals (names)  (See Fire Marshall Zoning Map) 

5 Fire Extinguisher Maintenance (Fire Mark) 

6 Fire Alarm maintenance (Alarm and Vision) 
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7 Emergency Lighting (A Keen Construction) 

8 Students/Staff who require personal emergency evacuation plans (PEEP’s) (List of names) 

9 Person in charge of the Emergency Evacuation Plan - Alan Grant 

10 Other named individuals who assist with School Evacuation Plan (other than Fire Marshals) - BSS 

11 Procedures for hot work permits and the storing of hazardous materials. 

                How we deliver our fire duties: 

12 Current Fire Risk Assessment 

13 Emergency Evacuation Plan (Appendix A) 

14 Personal Emergency Evacuation Plan (s) and checklist (Appendix C and G) 

15 Staff Fire Training Records (Every two years) 

16 Fire Marshal Training Records (training suggested every 2 years) 

F. Monitoring our Fire Safety: 

The Site Manager conducts monthly walk around looking for any fire related issues; records Fire Drills and 

Fire Drill outcomes (including any PEEP findings). 

G. Audit and Review of our Fire Safety arrangements: 

Fire Risk Assessment Review (FRA) should be carried out by competent person or company every three years.  

See Appendix E for reasons to update the FRA.  

H. Emergency Evacuation Plan 

A copy of our Emergency Evacuation Plan is available in the Main School Office. 

All members of staff should make themselves aware of the contents of the Emergency Evacuation Plan.     The 

Head Teacher and Site Manager will ensure that all contractors and visitors are made aware of the 

Emergency Action Plan.  See Appendix A. 

I. Protective Measures 

A Permit to Work system will be operated in our school.  It will be the responsibility of the Head Teacher and 

Site Manager to ensure that a permit to work is in place prior to any hot work being carried out on our 

premises.  Where contractors are performing hot work the permit must be completed and signed by a 

manager and a copy given to the contractor. St Edmund Campion Catholic School operates a no smoking 

policy that must be adhered to at all times.  Failure to do so may result in disciplinary action being taken. 

The potential for arson has been considered as part of the Fire Risk Assessment process.  All staff should 

remain vigilant however and ensure that security measures within the building are implemented. 

J. Maintenance of Fire Safety Equipment 

The building fire detection and alarm system will be tested on a weekly basis.  This will normally be 

completed at approximately the same time each week.  The results will be recorded in the Fire Logbook.  



5 
 

St Edmund Campion Fire Policy                               September 2020 
 

Where necessary, routine maintenance and testing will also be arranged via a competent person and records 

will be kept as necessary. 

As emergency lighting is provided, a competent person will undertake all relevant tests in accordance with 

the requirements of BS 5266-1.   

The Head Teacher and Business Manager will ensure that visual inspections and an annual check are carried 

out on all fire extinguishers.   
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Appendices 

Appendix A 

Emergency Evacuation Plan  

All staff are to make themselves familiar with the Emergency Evacuation Plan and fully comply with it in the 

event of the fire alarm sounding or discovering a fire: 

 

Staff must ensure that all students are told how to react to an emergency and what to do and where to go 

if there is an evacuation.  The Site Manager is responsible for ensuring any contractors employed are aware 

of and comply with the procedure.   In the event of fire, the safety of life will override all other considerations, 

such as saving property and extinguishing the fire.  If a fire is discovered, the alarm is to be raised immediately 

by breaking the nearest break-glass call point.   

We do not require anyone to attempt to extinguish a fire unless they have been trained and it is safe for 

them to do so.  If a small fire occurs (e.g. a wastepaper bin) and the staff member finding the fire, feels 

competent that they are aware of the correct extinguisher to be used and knows how to use that 

extinguisher safely, they may tackle the fire.  

Up to date fire procedure notices are placed at every exit; designated exits are clearly marked and Refuge 

Points are clearly signposted.  

In the event of a missing person, report immediately to the Head Teacher. No member of staff is allowed to 

go back into the building until the Head Teacher has given the all clear. 

Action when the fire alarm sounds 

• On hearing the evacuation alarm, all staff must evacuate their area immediately.  Do not wait to 

conclude discussions or telephone calls 

• Leave the building by the nearest fire exit 

• Switch off any equipment or electrical appliances which, if left unattended, may constitute a fire 

hazard  

Make sure that you know: 

What to do in the event of a fire 

What to do on hearing the fire alarm activate 

Your nearest and safest means of escape  

The nearest fire alarm call point  

The positions of all Fire Exits in the building 

Where the Refuge Points are located 

The designated assembly point (Astro Turf and Grass) 
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• As you make your escape, close doors, particularly those designated as fire resisting doors  

• Report to the dedicated Fire Assembly Point  e.g. Astro Turf/Grass Area 

• Should the alarm ring during Break or Lunchtime pupils should be instructed to leave the building by 

the nearest safe fire exit and proceed to the Fire Assembly Point. 

Designated Assembly Points 

 

 

Year 7 and 8 will stand on the Astro Turf  

Year 9 will stand on the grass in front of the back fence  

Years 10 and 11 will stand on the outside of the Astro Turf  

Sixth Form will stand on the Astro Turf 

Visitors/Contractors and any of staff will stand opposite Year 

10 and 11. 

 

In the event of the playground been unsafe our alternative 

assembly point is: Goodison Gardens 

 

 

Appendix B 

The SENCO completes all Personal Emergency Evacuation Plans (PEEP) and these are stored in the Fire Folder 

and with the SEN department and must be shared with all staff.  Visitors who require a PEEP are asked to 

complete the Visitors Personal Emergency Evacuation Plan Questionnaire.  This is then shared with the Site 

Manager and the person they are visiting.  These are held in reception.  

Appendix C  

Roles and Responsibilities 

Role  In the event of absence  Actions when Fire Alarm Sounds and Emergency Evacuation 

Head Teacher  Deputy Head  • Liaise with Site Manager to coordinate at the Fire 
Assembly Point 

• Ensure Site Manager has checked all refuge points  

• Share information with Fire Brigade 

• Inform pupils, staff and visitors when it is safe to return 
to the building 

 

Teachers Head of Year • Instruct pupils to remain calm 

• Dismiss students a row at a time 

Y8  

Astro 

Turf 

 

Y12/13 
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• Ensure pupils leave the classroom in silence so that safety 
instructions can be clearly given by the Fire Marshalls (if 
necessary) 

 

• Ensure bags and coats are left in the classroom 

• Immediately evacuate the building taking all pupils in 
your charge through the nearest/most appropriate exit.  
Please note, Fire Doors on the corridors do close, but they 
push open and should be used if that is your route to the 
nearest and safest Fire Exit   

• Once you are at the Fire Assembly Point ensure pupils line 
up with their Form Group in alphabetical/numerical order 

• Take the register of your Form Group which the Head of 
Year will distribute.  

• Notify the Head Teacher of any missing pupils so a search 
can be initiated. 

• Wait for further instruction. 
 
If you discover the fire call the Fire Brigade (999) giving your 
name and the school’s name and address:  
 
St Edmund Campion Catholic School 
Sutton Road  
Erdington  
B23 5XA 
 

Attendance 
Office 
Lisa Grealish  
 

Amy Bland  • Print Fire Roll Call on Sims or bring pre-printed registers 

• Distribute Fire Registers to Heads of Year to give to each 
Form group.   

 

Main Office 
Staff  
Uzma Qamar  

Julie Turner  • Report to the Headteacher if the Refuge Call points have 
been activated 

• Bring sign in list of visitors and grab bag to the Fire Assembly 
Point. 

Amy Robinson  BSS (Phil)  • Open main front gates for the Fire Brigade and take radio or 
mobile phone 

 

BSS PE Staff • Open back gate for access, for the Fire Brigade, to the 
playground  

 

Fire Marshalls 
Refer to  
Zoning Plan 

BSS • Whilst exiting the building, thoroughly check the areas you 
move through, ensuring all doors are closed.  Staff should not 
put themselves unnecessarily at risk to do this 

• Checks on toilet areas, if in your Zone, should include a check 
on individual cubicles 

• Never open a door if you suspect that there may be a fire 
beyond it, do not open doors with hot handles 
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• Check Refuge Points in their designated area and liaise with 
staff supporting pupil with PEEP.   Report to the Headteacher 
if there is a young person and their support person in the 
refuge point.   

• If you encounter any persons present, they should be 
instructed to evacuate immediately.  All persons should be 
ushered to an appropriate exit – not just pointed in the 
general direction of one. 

• Report to the Head Teacher, at the designated assembly 
point, that their area is cleared, or they believe persons to 
still be in the building.  They should also report any rooms 
that have not been checked 

• Prevent persons from re-entering the building until the Head 
Teacher has given permission. 

 

Site Manager 
Ricky Bond 

Deputy Site Manager  
 John Rogers  

• Check the Fire Panel to identify where the fire is 

• Go to the area and assess (replace glass if false alarm) 

• Confirm that the Fire Brigade have been called 

• Do final sweep of designated area 

• Leave the building through the nearest / most 
appropriate exit and go to the assembly point 

• Check with Class Teachers for missing pupils 

• Check with Office Staff for missing classes or visitors 

• If persons reported missing and fire brigade yet to arrive, 
conduct search for missing persons – if safe to do so. 

• If persons reported missing and Fire Brigade have arrived, 
inform the Fire Brigade and follow their instructions 

• Do a final check of refuge points.   

Aspens Staff 
and Tenon 
Cleaning Staff 

N/A • Switch off the power. 

• Leave the building through the nearest / most 
appropriate exit and go to the Fire Assembly Point 

 
Visitors 

N/A • Leave the building through the nearest / most 
appropriate exit and go to the assembly point. 

PE Staff   • To ensure the Astro Turf door is unlocked 
 

Science 
Technician 
and Food 
Technology 
Teachers/staff 

 • Where appropriate, ensure master switches for gas and 
electricity are off and windows closed. NB in the event of 
a gas leak, when evacuation is likely to be as a result of 
verbal instructions rather than a fire alarm sounding, if 
possible leave windows open to dissipate gas/no 
electrical switches should be used.   
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Appendix E  

Reasons for reviewing Fire Risk Assessment include:  

• Change in activities or the ways that they are organised 

• Change of use to part of the premises e.g. offices now converted to other uses 

• Alterations to the building either internal or external 

• The introduction of substantial fittings and furniture changes 

• The introduction of, increase or change of use of hazardous materials 

• The failure of any fire precautions equipment such as automatic fire detection  

• Significant changes to display materials 

• Significant increase in the number of people within the building 

• The presence of people in the building with some form of additional needs 

• Following any fire incident (or near miss). 

• Significant findings / Remedial Action Plan (RAP) – (Progress against items) 

• Log of any fire incidents 

• Log of Visits/Reports from the Fire and Rescue Service 

• Log of any Fire Alarm actuations and subsequent investigations. 

Appendix F 

Staff Fire Induction 

To be shared with all new staff; lettings or existing staff members following significant changes to the fire 

safety arrangements or when recommended following a fire risk assessment. 

1. Take the new staff member through the fire safety procedure as displayed at the fire alarm call 

points, in particular: show them the location of the fire alarm call points and describe the way they 

operate. Emphasise that the first action upon discovering a fire is to raise the alarm. 

2. Describe to them the sound of the fire alarm and the action to be taken when it sounds, in particular 

leaving the building with any pupils for which they are responsible and going to the assembly point. 

3. Describe and walk the escape routes and alternative escape routes that they are likely to need to 

use, and show the operation of any push bars or exit fittings. 

4. Show them the location of the fire extinguishers, but emphasise that they should only be used if they 

have been previously trained in their use, if they consider it safe to do so and if the alarm has already 

been raised and an evacuation started. 

5. Explain to them how to contact the Fire Brigade and where the nearest telephone point can be found. 

Give clear instructions as to the name, location and postcode of the School. This is displayed in the 

Main Office. 

Appendix G 

Guidance on the Evacuation of Disabled Persons from the School Buildings 

Students and employees with a disability should already have been identified and information held in the 
Fire Folder and with the SENCO.  Having considered the risks, the SENCO will propose specific procedures 
for assisting in the evacuation of persons with a known disability.  A “buddy‟ will be appointed for any 
student or employee requiring assistance in an emergency evacuation. Where teachers have a student with 
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a known disability, they must ensure that that student is aware that the alarm has been triggered and that 
they follow the evacuation procedure accordingly. Disabled staff must have identified themselves to the 
Headteacher and any specific requirements must be addressed as soon as they are known.   Wheelchair 
users or any person with difficulty walking (e.g. anyone temporarily using crutches) should wait until 
everyone else has left the room before making their way to the exit, assisted by their “buddy” or other third 
party if required.  PEEPS will identify the Refuge Point as a place to wait for assistance. 

 

Visitors with disabilities 

On arrival, disabled visitors to the School should be asked to identify any special requirements in the case of 

an emergency evacuation. The person hosting the visitor should ensure the visitor’s safety in the event of an 

emergency evacuation.  Wherever possible (i.e. when on ground floors) all persons, including wheelchair 

users, should make their own way out of the building by utilising the fire escape routes. Whenever the route 

is blocked or the person is above ground floor, wheelchair users must be either assisted by their “buddy” or 

other third party. When evacuating the upper floors of the buildings, anyone unable to leave without 

assistance should wait for assistance in the refuge areas.  These are located at either end of the Science 

stairwell, outside 107, in front of the lift on second floor, outside Food Technology Room and in the Maths 

block. 

The use of the term “refuge” is intended to mean a place where people can safely wait for a period of time 

whilst the evacuation process is being undertaken. It is not a place to leave people for the duration of the 

alarm, but it has been selected for its additional protection from fire, meaning that it will remain a safe place 

to wait. The only lift that can be used is the blue lift as this is fire proof.   

Appendix E  

Fire Checks undertaken 

List of Daily Checks (not normally recorded) but carried out by Site Manager 

Escape Routes 

• Can all the fire exits be opened immediately and easily? 

• Are lifts working correctly? 

• Are fire doors clear of obstructions? 

• Are escape routes clear? 

Fire Warning Systems 

• Is the indicator panel showing ‘normal’? 

• Are whistles, hand bell and megaphone in place? 

Escape Lighting  

• Are luminaries and exit signs in good condition and undamaged? 

• Are charging indicators (if fitted) visible? 

• Is emergency lighting and sign lighting working correctly? 
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Firefighting equipment 

• Are all fire extinguishers in place? 

• Are fire extinguishers clearly visible? 

• Are vehicles blocking fire hydrants or access to them? 

 

 

Weekly Checks: 

Escape Routes 

• Do all emergency fastening devices to fire exits (push bar and pads, etc.) work correctly)? 

• Are external routes clear and safe? 

• EVAC chair checked  

• Refuge points checked 

Fire Warning systems 

• Does testing a manual call point send a signal to the indicator panel?  

• Did the alarm system work correctly when tested? 

• Did staff and other people hear the fire alarm? 

• Did any linked fire protection systems operate correctly? (e.g. magnetic door holder released, 

smoke curtains drop) 

• Do all visual alarms work? 

• Do voice alarm systems work correctly?  Was the message understood? 

Firefighting equipment 

• Is all equipment in good condition? 

• Additional items from manufacturer’s recommendations 

Monthly Checks: 

Escape Routes 

• Do all electronic release mechanisms on escape doors work correctly?  

•  Do they ‘fail safe’ in the open position? 

• Do all automatic opening doors on escape routes ‘fail safe’ in the open position? 

• Are fire door seals and self-closing devices in good condition? 

• Do all roller shutters provided for fire compartmentation work correctly? 
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• Are external escape stairs safe? 

• Do all internal self-closing fire doors work correctly? 

Escape Lighting 

• Do all luminaires and exit signs function correctly when ‘flick’ tested? 

• Have all emergency generators been tested? (normally run for one hour) 

Firefighting equipment 

• Is the pressure in ‘stored pressure’ fire extinguishers correct? 

• Additional items from manufacturer’s recommendations  

Three-monthly checks: 

General 

• Are any emergency water tanks /ponds at their normal capacity? 

• Are vehicles blocking fire hydrants or access to them? 

• Additional items from manufacturer’s recommendations. 

Six-monthly check: 

General 

• Has any firefighting or emergency evacuation lift been tested by a competent person? 

• Have the release and closing mechanisms of any fire-resisting compartment doors and shutters 

been tested by a competent person? 

Fire Warning System 

Has the system been checked by a competent person? 

Annual Checks 

Escape Routes 

• Do all self-closing fire doors fit correctly? 

• Is escape route compartmentation in good repair? 

Escape Lighting 

• Do all luminaires operate on test for their full rated duration? 

• Additional item from manufacturer’s recommendations 

• Has the system been checked by a competent person? 

• Lighting protection system (if fitted) 

Firefighting Equipment 
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• Has all firefighting equipment been checked by a competent person? 

Services 

• Gas Installation 

• 5 Yearly Test (records – Electrical Mains test) 

Miscellaneous 

• Has the smoke and heat ventilation system been tested by a competent person? 

• Has external access for the fire service been checked for ongoing availability? 

• Has the fire hydrant bypass flow valve control been tested by a competent person? 

 

 

Approval by Governing Body and Review Date 

This policy has been formally approved and adopted by the Governing Body at a formally convened 

meeting. 

Signed: ____________________________________________  Chair of Governing Body 

 

 

Date Approved: 23rd September 2020 

Date for Review:  

 

 

Covid Addendum:  

• Staff are to ensure that in the event of the fire alarm sounding all door stops are removed from classroom 

doors.  


