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Christ The King
Primary School and Nursery Class      

Fire Safety 
Policy









Updated August 2025
To Be Reviewed Annually




Aim
The aim of the policy is to minimise the risks to staff, pupils, parents/carers, visitors and members of the public in the immediate vicinity of the school, which may arise from fire. This will be achieved by conducting and recording, and acting upon regular fire risk assessments, ensuring suitable precautions are taken to avoid fires occurring and by ensuring that procedures for minimizing the effects of an outbreak of fire and evacuating the premises in an emergency are in place.

Fire Safety Controller
The head teacher is the Fire Safety Controller and has overall responsibility for fire safety matters.  She will:-
· Co-ordinate the implementation of fire safety measures
· Ensure that staff/pupil training takes place
· Monitor the standard of fire precautions maintained
· Ensure the correct number of fire safety drills takes place annually and that fire action notices are kept up to date

Depute Fire Safety Controller
In the absence of the head teacher one of the depute head teachers assume the role of the Fire safety Controller.

Responsibility of All Staff
All staff are responsible for maintaining a high standard of fire precautions in areas under their control and influence e.g. keeping their work space/classrooms clear especially fire doors, which should be kept shut and clear for easy access at all times. Any difficulties, should be reported to the janitor.  All staff should ensure that they are fully aware of the emergency evacuation procedures. (Appendix 1)  Staff should also ensure that pupils, who they are responsible are informed of the school fire procedures.

Fire Risk Assessment
This will be carried out formally on a yearly basis.


Visitors to the School
A notice displaying the school’s Fire procedures are kept at the Visitor Log and should be highlighted to ALL visitors on entering the school.  Notices displaying the schools fire procedures are also displayed throughout the school.

Fire Training
All staff will undergo yearly training as per NLC training materials.
Appendices
Further guidance can be found in the following appendices:
· Appendix 1 – Emergency Evacuation Procedures
· Appendix A – Procedures to be followed in the event of a fire
· Appendix B –Record Keeping
· Appendix C – School Plan
· Appendix D – Supplementary guidance on procedures to be followed in the event of a fire.



Appendix 1 –
ALL EMERGENCY EVACUATION OF THE PREMISES MUST FOLLOW THESE PROCEDURES – FIRE, GAS LEAK, BOMB ALERT ETC.
























Appendix 1
EMERGENCY EVACUATION PLAN
FIRE (SCOTLAND) ACT 2005
Premises: Christ The King Primary School and Nursery Class – Updated September 2021

This emergency plan has been developed in conjunction with the Corporate Health and Safety Policy Section 22 - Fire Arrangements, Education and Families Master Safety File MSF 9 Fire Procedures and Standard Circular E2 Fire Precautions and Evacuation Procedures.
The aim of the plan is to ensure that in the event of fire everyone (including employees, pupils and contractors, and casual employees) is sufficiently familiar with the action they should take so that the building can be safely evacuated.  
The emergency plan and the fire risk assessment will be kept within the Fire Log available from the Fire controller.  These should be updated at least on a yearly basis and sooner if required.

	Address of the premises with respect to which this Fire Emergency Plan relates

	-
	Christ The King primary School and Nursery Class
Melrose Avenue
Holytown
Ml1 4SG

	Occupier of the premises
	-
	Christ The King primary School and Nursery Class


	The use or uses of the premises covered by this Fire Emergency Plan

	-
	School

	Fire Controller
Deputy Fire Controller

	
	Marie Tierney
Jaqueline McLees

	Fire warning arrangements

	-
	An electrical fire alarm system the system is installed in accordance with British Standard 5839, Part 1.  Its general description is as follows and the components are sited as shown on the plan(s).

Control Panel
Automatic Fire detectors
Manual call points
Alarm Sounders and Warning device
Detection Zoning

The general alarm signal is a “warble” sound
And can be heard throughout the premises

The general alarm is activated either automatically through the triggering of automatic Fire detectors or manually. 
Manually operated call points are sited at appropriate locations throughout the building.

In the failure of any part of the above system alternative measures will be put in place in conjunction with Health and Safety Team.



	Location of Portable fire Fighting Equipment
	
	Type of Equipment                                Location





	Fire Service Notification
	-
	On Activation of the Alarm Janitor will dial 999. This will be confirmed directly to the Fire Controller as soon as reasonably practicable
The Fire Service will be notified automatically once alarm is activated

	Fire Controller and deputy Controller - Duties and Role
	-
	Marie Tierney (Head Teacher) is the nominated Fire Controller 
Duties of the Fire controller include

- To ensure the Fire Evacuation Plan is adhered to.
- To ensure procedure is in place to notify Fire and Rescue service immediately
- To oversee all aspects of the evacuation of the building and to delegate specific responsibilities to appropriate named individuals
- To check that all individuals are accounted for
- To liaise directly with the Fire and rescue services when necessary
- to ensure that all fire system/equipment testing is in line with council procedures and guidelines
- to evaluate performance during staged evacuations 
- To ensure all users of the premises are aware of local procedures
- Assess the risks from new equipment or processes
- Co-ordinate Fire wardens roles
- Identify any individual who may require assistance during an evacuation and prepare a suitable Personal Emergency Evacuation Plan
- Ensure that all individuals named or identified within this plan are fully aware of their duties
Jacqueline McLees is the Deputy Fire Controller and carries out the above duties in the absence of the Fire Controller.



	Fire Wardens responsibility in the event of fire
	-
	Nominated Fire Wardens are 

Name                                Designated Area
Janitor                              Calls Fire Brigade and checks visitor book.
Assigned ASNA               Infant Toilets
Assigned ASNA               Senior Toilets
Mrs Ferguson/Mrs Bradley Medical Room and Staff Room

Fire Wardens are mainly responsible for safely clearing their designated area of all personnel

Other responsibilities include

· helping those on the premises to leave;
· Sweeping the premises to ensure everyone has left;
· Closing all doors on exit
· liaising with and reporting to the Fire Controller at the fire assembly point 

· shutting down vital or dangerous equipment;
· Ensuring that adequate Fire Action Notices and directional evacuation signage is in place within their area
· Assist in maintaining calm and orderly behaviour at assembly points
· Feed back to Fire controller any issues or difficulties experienced during evacuation

· Conduct regular fire safety inspections of their area using company checklist.
· (use firefighting equipment if safe to do so)


	Individual responsibilities
	
	Each member of staff should make themselves aware of the primary evacuation route and assembly point from their work location, and take responsibility ensuring everyone has evacuated from their immediate work area 
(This would include responsibility for supervising evacuation of young persons, members of the public etc.)

	Number of Drills
	-
	A minimum of 4 evacuations will be undertaken annually
The Fire Controller will conduct a debrief with Fire wardens after each evacuation to identify any issues and introduce an action plan to address issues

	Special arrangements for disabled, young and elderly persons evacuation

	-
	At school events if visitors require special arrangements, they are briefed by the Fire Controller regarding evacuation in an emergency.  Wheel chair route is through the SMT corridor, leaving by the main entrance.  If this route is blocked refuge should be sought in the LCSC and if possible exit through fire exit here or await further instructions from Fire Brigade.


The fire controller will identify any persons who may require assistance during an evacuation. Individual Personal Emergency evacuation plans will be developed and appended to this Plan. 

	Additional Procedures for the evacuation of specific area of the premises
	
	In the gym hall classes should exit through the infant exit where possible.




	Fire Action Notices and Directional Evacuation signage
	-
	Fire evacuation notices and directional evacuation signage will be displayed at appropriate locations throughout the premises

	Presence of outside contractors, maintenance workers, visitors
	-
	All visitors to the premises will be required to sign in at reception, where they will have their attention drawn to the fire procedures.

Any contractor proposing to undertake hot work (welding tarring etc.) should notify the Fire Controller before work commences

	Specific arrangements, if necessary, for high fire risk areas of the workplace

	-
	Areas of the work place that are considered high fire risk. – Not Applicable

	Means of Escape and  Assembly points
	
	Primary evacuation routes from each room to these assembly points is highlighted on the floor plan attached (appendix C) and displayed throughout the premises

The main assembly points are walkway opposite school and senior playground.

During the adverse weather conditions egress to these areas will be prioritised for clearance



	Procedures for liaising with the fire brigade at incident
	-
	The Fire Controller will control the fire evacuation at the fire assembly point and liaise with the Fire Service. Information that may be required may include

	how many persons are still in the building, if  any;
	any dangerous substances stored in the building that are likely to become compromised;
	where the seat of the fire is thought to be located; and
	the best route to get to any trapped persons or the seat of the fire.


	Dissemination of information
	-
	Details of this plan will be disseminated to all individuals affected by the plan by the Fire Controller.
This should be done at least on an annual basis at the start of each term, or when other circumstances require


	Fire training given to staff
	-
	 Suitable Fire training provided will be in respect to the role undertaken within this emergency plan. All training will be in line with council requirements with
Fire Awareness for all employees
Training for Fire Wardens
Training for Fire Controllers





Fire Emergency Plan Appendix A


FIRE PROCEDURE

The procedure to be followed in the event of fire, and displayed in "Fire Action" notices 

NOTICE TO EMPLOYEES AND VISITORS

If you discover a fire

1. Remain calm
2. Operate the nearest fire alarm
3. Go to the nearest exit
4. Take your place at the assembly point outside the building
5. Do not return to the building until you are advised it is safe to do so

When you hear the fire alarm

1. Remain calm
2. If there is a Responsible person present obey instructions, if not WALK quickly toward the nearest useable fire exit
3. Progress to the assembly point outside the building

YOUR NEAREST ASSEMBLY POINT IS …………………………

4. Stay at the assembly point until told that it is now safe to return to the building.



Fire Emergency Plan Appendix B
1.	FIRE SAFETY RECORDS - LOG BOOK

A fire precautions log book is kept in the premises, and is available for inspection by any officer of the Fire Authority, recording dates and details of the training, testing and maintenance of the following:

· Records of visits by Fire and Rescue Services
· Fire Alarm System record of tests
· Fire Alarmed system record of Maintenance
· Emergency lighting system record of tests
· Portable and Fixed Fire Fighting Equipment Record of tests
· Dates and Durations of Evacuation
· Copy of Fire Risk Assessment
· Copy of Emergency Plan
· Details of Fire Training undertaken
· Useful contact numbers 


Appendix D
Christ The King Primary School and Nursery Class

Mrs Tierney (Head Teacher) is the Fire Controller and in her absence Mrs McLees is the Deputy Fire Controller.
Fire Drill
1. The safety of pupils is at all times the responsibility of the teacher.
2. The fire bell should be acted upon immediately.
3. Pupils should be clear about where they should line up and the exit they should use.  In the gym hall classes should exit through the infant exit where possible.
4. Fire/Emergency Exit Route plans are signposted throughout the school.
5. Class Teachers should take the class register to the Fire Assembly Point.
6. Each teacher is responsible for ensuring that his/her own teaching area is clear.
7. Assigned ASNA will check that infant toilets are clear.  Assigned ASNA will check that senior toilets are clear. Lead Practitioner will check nursery class toilets.
8. Janitor will telephone the Fire Brigade and take out the visitors’ book.  Mrs Ferguson/Mrs Bradley to check medical room/staff room and take out staff signing in sheet.
9. Internal fire doors should be kept closed at all times.  
10. Staff and pupils should leave the school in silence and in an orderly fashion and proceed to the Fire Assembly Point.  Fire exit doors should be closed on exiting the building.
11. Teachers should call the register to ensure that pupils attending that day have reached the Fire Assembly Point. Teachers should indicate that all children are present or not using green/red cards.
12. If an exit is blocked then the nearest back up exit should be used.
13. All staff should co-operate in ensuring that no one re-enters the building until it is safe to do so.
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