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1. Purpose
Branches Education Group is committed to providing a safe environment for all staff, pupils, visitors and contractors. This policy sets out the procedures to be followed in the event of a fire or any emergency requiring evacuation of the premises.
The aim of this policy is to:
· Protect life and ensure the safe evacuation of all persons.
· Ensure staff understand their responsibilities during an emergency.
· Maintain fire safety systems and procedures.
· Meet statutory fire safety requirements.
This policy applies to all staff, pupils, visitors, contractors and other persons using the school premises and should be read alongside the school's Fire Risk Assessment.
The safety of people always takes priority over property.

2. Definitions
PEEP (Personal Emergency Evacuation Plan)
An individual emergency evacuation plan developed for a pupil, member of staff or visitor who may require assistance to evacuate the premises safely.

3. General Principles
In the event of a fire alarm:
· Treat every alarm as a genuine emergency unless otherwise advised.
· Evacuate immediately using the nearest safe exit.
· Do not stop to collect personal belongings.
· Do not return to the building for any reason.
· Proceed directly to the designated assembly point.
· Remain at the assembly point until instructed otherwise.
No person may re-enter the building until authorised by the Head Teacher during a drill or by the Fire and Rescue Service during an emergency.

4. Raising the Alarm
The fire alarm should only be activated in the following circumstances:
· Discovery of a fire.
· Any emergency requiring evacuation of the premises.
· Planned fire drills.
· Authorised testing of the alarm system.
Anyone discovering a fire must:
1. Activate the nearest fire alarm call point (break glass unit).
2. Leave the building immediately using the nearest safe exit.
3. Report the location of the fire to the Head Teacher or Designated Fire Warden as soon as possible.
4. Proceed to the designated assembly point.
Staff should only attempt to use firefighting equipment if:
· They have received appropriate training.
· It is safe to do so.
· Their escape route remains clear.
Under no circumstances should personal safety be put at risk.

5. Actions on Hearing the Fire Alarm
Staff
Staff must:
· Instruct pupils to stop what they are doing immediately.
· Lead pupils to the nearest safe exit.
· Take any school mobile phone if readily available.
· Ensure pupils leave calmly, quietly and in single file where appropriate.
· Check classrooms, toilets or small adjoining areas if safe to do so.
· Close doors behind them where possible.
· Escort pupils directly to the designated assembly point.
Pupils
Pupils must:
· Follow staff instructions immediately.
· Leave the building by the nearest safe exit.
· Proceed directly to the assembly point.
· Remain with their class group.
Visitors
Visitors must:
· Leave the building using the nearest safe exit.
· Follow staff instructions.
· Proceed to the assembly point and await further instruction.

6. Persons Requiring Assistance
The school will make suitable arrangements for any pupil, staff member or visitor who requires assistance during an evacuation.
Where a Personal Emergency Evacuation Plan (PEEP) is in place:
· The procedures detailed within the PEEP must be followed.
· Designated support staff will provide assistance as identified in the plan.
· Any use of a PEEP during an evacuation must be reported to the Head Teacher upon arrival at the assembly point.
All staff will be informed of relevant PEEPs where necessary.

7. Roles and Responsibilities
7.1 Head Teacher
The Head Teacher is responsible for:
· Ensuring a suitable and sufficient Fire Risk Assessment is undertaken and reviewed annually.
· Ensuring fire precautions and control measures are maintained.
· Monitoring emergency evacuations.
· Liaising with emergency services.
· Confirming when it is safe to re-enter the building following a drill.
· Ensuring staff receive appropriate fire safety training.
· Reviewing this policy annually.
The Head Teacher will position themselves at the assembly point and oversee roll-call procedures.

7.2 Administrator
In the event of an evacuation, the Administrator will:
Contact Emergency Services
Unless a planned drill is taking place:
· Dial 999 and request the Fire and Rescue Service.
· Provide: 
· School name and address.
· Contact telephone number.
· Details of the incident if known.
· Record any instructions received.
Take to the Assembly Point
· Staff signing in/out records.
· Visitor and contractor signing-in records.
· Pupil attendance registers.
· School mobile phone (if available).
At the Assembly Point
· Collate attendance information.
· Confirm whether all pupils, staff and visitors are accounted for.
· Inform the Head Teacher immediately of any missing persons.
In the absence of the Administrator, these responsibilities will be undertaken by a nominated member of staff.

7.3 Teaching and Support Staff
All staff are responsible for:
· Knowing evacuation routes from all areas of the school.
· Ensuring escape routes remain unobstructed.
· Leading pupils safely from the building.
· Being familiar with any relevant PEEPs.
· Taking an immediate register at the assembly point.
· Reporting missing persons to the Administrator without delay.
The adult in charge of the group should be the last member of that group to leave the room where it is safe to do so.

7.4 Designated Fire Wardens
Designated Fire Wardens are staff who have received appropriate fire safety and evacuation training.
Their responsibilities include:
· Sweeping designated areas where safe to do so.
· Checking classrooms, toilets and communal areas.
· Calling out "Is anyone there?" while conducting checks.
· Ensuring fire doors are closed where possible.
· Reporting concerns or hazards to the Head Teacher.
· Confirming their designated area has been checked.
Fire Wardens must never place themselves at risk and should leave immediately if conditions are unsafe.


8. Fire Warning Systems
The school is fitted with:
· Manual break-glass call points.
· Smoke detection systems.
· Audible fire alarm systems.
· Emergency lighting.
The systems are:
· Tested weekly.
· Inspected and maintained by competent contractors.
· Serviced in accordance with statutory requirements.
Fire alarm control panels are located within the school buildings and their locations are identified on site plans.

9. Evacuation Procedures
During an Evacuation
1. Leave by the nearest safe exit.
2. Do not run.
3. Do not use lifts (if applicable).
4. Do not stop to collect belongings.
5. Proceed directly to the assembly point.
6. Await roll call and instructions.
The last adult leaving an area should close the door behind them where possible.

10. Assembly Point
The designated assembly point is:
[INSERT ASSEMBLY POINT LOCATION]
An alternative evacuation location, should the primary assembly point become unsafe, is:
[INSERT ALTERNATIVE LOCATION]
All pupils, staff, visitors and contractors must remain at the assembly point until instructed otherwise.

11. Fire Drills
The school will undertake fire drills at least once each half term.
Fire drills will:
· Be recorded in the Fire Log Book.
· Be monitored to assess evacuation effectiveness.
· Be reviewed to identify improvements.
Staff will not normally receive advance notification of drills in order to maintain realism.

12. Firefighting Equipment
The school is equipped with a range of extinguishers appropriate to identified fire risks, including:
· Water extinguishers.
· CO₂ extinguishers.
· Foam extinguishers.
· Fire blankets where required.
Equipment is:
· Regularly inspected.
· Serviced annually by competent contractors.
Firefighting equipment should only be used by trained staff when it is safe to do so.
Personal safety must always take priority.

13. Visitors and Contractors
Visitors and contractors will:
· Sign in on arrival.
· Receive information regarding fire evacuation arrangements.
· Follow staff instructions during an evacuation.
· Report to the assembly point.
The Administrator will account for all visitors and contractors using signing-in records.

14. Fire Risk Assessment
The school will maintain a suitable and sufficient Fire Risk Assessment.
The assessment will:
· Be reviewed annually.
· Be reviewed following significant changes to the premises.
· Be reviewed following any fire-related incident.
Actions arising from the assessment will be monitored by the Head Teacher and the Company's Health and Safety Officer.


15. Smoking
Smoking and vaping are prohibited within all school buildings and school grounds.
This prohibition applies to staff, pupils, contractors and visitors.
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