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FIRE POLICY 

1. General Policy Statements 

1.1 Policy Statement 

The purpose of this policy is to provide guidance to employees of Benenden School (Kent) Limited and 

its subsidiaries (collectively ‘Benenden’ or ‘the School’). 

The School recognises its responsibilities under the Regulatory Reform (Fire Safety) Order 2005, in that 

precautions to prevent injury in the case of fire are in place and based on the results of the Fire Risk 

Assessment (FRA’s).  This guidance is applicable to all premises under the control of the School and 

details the approach to the control of risk from fire. 

1.2 Aims & Objectives 

1. The School is committed to identifying fire-related risks and implementing appropriate measures to 
minimise and control those risks. 

2. To enable the School to comply with its duties under the Regulatory Reform (Fire Safety) Order 2005 
and other regulatory and educational specific guidance. 

3.  In line with statutory duties, the School will provide and maintain suitable fire safety equipment and 
ensure that designated staff receive appropriate training. 

4. The School will take all measures to prevent the outbreak of fire on our premises, and will implement 
effective procedures to protect staff, pupils, and visitors in the event of an incident. 

5. The Policy forms part of all employees’ conditions of employment. Failure to comply with it may be 
treated as a disciplinary matter. 

6. All new staff will be briefed on the Fire Policy and procedures during their induction. If they have a 
specific role with additional Fire responsibilities then training will be arranged for when they start. 
 

2. Responsibilities 

The organisational structure for the implementation and management of the School statutory health and 

safety duties are described in detail in the Health and Safety Policy. Specific duties relating to this policy 

are detailed below: 

 

2.1 Headmistress 

The Governing Council delegates to the Headmistress responsibility for the implementation of this policy 

and procedures. The Headmistress is responsible for ensuring there are sufficient trained and competent 

staff, and, so far as is reasonably practicable, that the staff follow safe systems of work. 

 

2.2 Director of Estates and Grounds 

Will: 

1. Act as the School’s Accountable Person for managing and overseeing fire safety at the school
  

2. Ensure the provision of up-to-date building floor plans, information on external wall systems to the 
local Fire & Rescue Service. 

3. Ensure provision of relevant fire safety instructions and training as requested. 
4. Ensure relevant circulation of information relating to the importance of fire doors in fire safety. 
5. Advise employees on fire management risk assessments and suitable control measures. 
6. Liaise with People Services on Health Surveillance to identify any member of staff who might be 

at vulnerability during a fire. 
7. Investigate accidents/incidents involving fire, reporting to the Chief Operating Officer. 
8. Ensure the provision of information to Fire & Rescue Services to assist them to plan, and if 

needed, provide an effective operational response. 
9. Ensure provision of wayfinding signage visible in low light/smoky conditions that identifies house 

names and floor numbers. 
10. Ensure fire and emergency including lockdown procedures are included in Contractor’s induction. 
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11. Ensure that arrangements are in place for the maintenance, examination and testing of fire 
equipment and systems. 
 

2.3 Senior Leadership Team, Heads of Department, Support Managers 

 Will: 

1. Ensure that their staff are aware of this policy and demonstrate compliance. 
2. Seek advice from People Services when required on matters of health. 
3. Ensure the Fire Risk Assessments for their area of responsibility are monitored and reviewed 

annually. 
4. Seek advice from the Director of Estates and Grounds on any matters dealing with fire and 

ensuring adequate controls are in place. 
5. Ensure that control measures to prevent injury are used and maintained. 
6. Report any defects to the Estates Department. 
7. The Deputy Head Pastoral will liaise with the Director of Estates and Grounds regarding any pupil 

who has specific issues which makes them vulnerable during a fire situation. 

 
2.4 Director of People 

Will: 

1. Make arrangements for Health Surveillance for employees e.g., those who might present a 
greater/risk vulnerability during a fire. 

2. Refer employees to Occupational Health when necessary. 
3. Advise and support managers on disciplinary and other proceedings when required i.e., 

noncompliance with this policy. 
 

2.5  Occupational Health Provider 

The School Occupational Health provider will as directed carry out health surveillance as agreed with 

People Services. 

2.6  Benenden School staff 

All School staff must: 

1. Familiarise themselves and comply with this policy. 
2. From September 2025 ensure that they use the fire roll call points when arriving on the school site 

each day and when leaving the school site. 
3. Read and understand the Fire Risk Assessment associated with the area they are working. 
4. Use all control measures that have been deemed necessary by the Fire Risk Assessment. 
5. Make full and proper use of any PPE and accessories provided for their safety, and for the safety 

of others who are affected by their work activity. 
6. Take reasonable care for their own safety and that of others when carrying out any activities. 
7. Report any failings in the measures put in place to prevent the outbreak of fire. 
8. Attend any Health Surveillance that has been deemed necessary as part of the School’s 

commitment to ensure their health, safety and welfare. 
9. Attend any training that has been identified as necessary. 
10. Report accidents or near misses as per School policy. 
11. Not interfere with or misuse anything provided for health and safety. 
12. Not use defective equipment and report any defects. 

 

2.7 Students 

Will ensure: 

1. They bring to the attention of a member of staff any defects to fire equipment. 
2. They take reasonable care for their own safety, and that of others at all times. 



 
 
 

  
 
 

  

 6 

 
 

  
FIRE POLICY 

3. They do not interfere with or misuse anything provided for fire prevention. 
4. They report any accidents or near misses. 
5. They do not use defective equipment. 

 

2.8 Contractors and their staff 

People working with or on behalf of the School are also required to comply with this policy: 

 

1. They must not commence a work activity unless they have submitted the appropriate Risk 
Assessments and Method Statements to the Estates Department. 

2. They must always ensure that School staff or pupils do not use any equipment belonging to the 
contractor or sub-contractor. 

3. They must use control measures as identified by the Fire Risk Assessment. 
4. Failure to comply with this policy will mean immediate suspension of work activities until such time 

as appropriate controls are in place. 
 

2.9 School managed events 

The sponsor of the School managed event will ensure: 

1. Prior to the event starting all visitors and parents are made aware of the Fire activation procedure. 
2. Visitors and parents are to make their way to the designated Assembly Point when the fire alarm 

is activated. 
3. Students will follow normal procedures and go to the Tennis Court. 
4. The Duty SLT member is contacted to clarify the situation and the further action required. 

3. Fire Risk Assessments 

In accordance with the Regulatory Reform (Fire Safety) Order 2005 Fire Risk Assessments (FRA’s) are in 

place for all occupied buildings on the School site. The FRA’s are under continual review, formally 

reviewed annually and re-written upon significant changes and shared with the member of staff 

responsible for each area e.g., Boarding House. This interval will be reduced if there are any changes of 

use or new works. 

Copies of FRA’s are held in the Estates office. Any significant findings are brought to the attention of the 

Chief Operating Officer, staff, students and contractors. 

All significant findings are investigated, and remedial action put in place, so far as reasonably practicable 

or by implementing control measures or safe systems of work. 

4. Fire Alarm and Detection Systems 

The site has a Fire control system installed which is designed for the protection of life and which has 

automatic detectors installed with the aim of providing the earliest possible warning. The fire alarm system 

is monitored centrally in the Estates Office and Hemsted House. 

The alarm system is tested on a weekly basis, Friday 16:00hrs term time and Friday 15:00hrs non term 

time. A different building is selected each week and all call points in the building are tested.  The dates, 

times of the alarm tests and events are recorded centrally in the fire log held in the Estates Office. 

The School carries out two fire drills at the start of every term. One drill is carried out during the day and 

one during the night. The dates and times of the fire drill are recorded on the fire activation sheet and 

collected from the Fire Panel by the Estates Team. 
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5. Fire Fighting Equipment 

The type and location of all fire equipment is defined by the FRA for the building and distributed 

accordingly. 

 

All fire equipment is serviced annually by a designated competent contractor and the service date 

recorded on each extinguisher. The service records are held by the Estates Office along with spare 

equipment. 

6. Emergency Lighting 

Emergency lighting is installed throughout the School where lighting is required in the event of mains 

power failure. The designated sub-contractor will carry out the required ‘flick’ and ‘drawn down’ tests as 

required.  Any faults found will be investigated and rectified as soon as reasonably practicable. 

7. Smoking and Vaping on Site 

Smoking and vaping is not permitted within any part of the School estate or its buildings. 

8. Bonfires 

Bonfires are not permitted within any part of the School estate, unless prior agreement from the Director 

of Estates & Grounds has been given.   All use of the Fire Pit is subject to a specific risk assessment and 

must be arranged via the Director of Estates and Grounds in advance. 

 

There are laws covering burning certain types of waste e.g., if it will cause pollution or harm human or 

animal health, and to prevent bonfires causing a nuisance (Environmental Protection Act, 1990, Highways 

Act 1980). 

9. Fire Training 

All staff will receive fire instruction as part of their Health and Safety induction to the School. This will 

include: 

a) Information on the fire system. 
b) Information on who to speak to if they have any concerns on fire safety. 
c) Action to take in the event of discovering a fire. 
d) Action to take on hearing the fire alarm. 
e) Information relating to electrical safety and Portable Appliance Testing. 
f) Information on fire prevention. 

 

All staff employed at Benenden will complete their annual on-line fire safety in education awareness 

training. All records are held centrally.  

 

Staff/Pupils/ Letting Managers: 

a) Staff with roles in the boarding houses and main kitchen, and other areas as deemed appropriate, 
will receive training in the safe use of fire equipment and fire blankets.  

b) Staff with roles within a boarding house are given specific detailed fire panel training and 
procedures to deal with overnight evacuation. 

c) Staff resident in boarding houses are responsible for briefing their families and guests on the fire 
evacuation procedures.  

d) The Head of Catering, Commercial Services & Events is responsible for briefing and training the 
lettings manager/supervisors before building occupancy.  

e) Letting managers/supervisors are responsible for briefing their staff/students and ensure a fire 
practice is carried out within the first 24 hours. 

f) Pupils will be informed of actions to take in the event of discovering a fire and action to take on 
hearing the fire alarm. 

https://www.legislation.gov.uk/ukpga/1990/43/contents
https://www.legislation.gov.uk/ukpga/1980/66/section/161
https://www.legislation.gov.uk/ukpga/1980/66/section/161
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10. RIDDOR 

In the event of an injury caused by fire, under the Reporting of Injuries, Diseases and Dangerous 

Occurrences Regulations 2013 (RIDDOR), some accidents must be reported to the HSE. More details 

can be found within the Health and Safety Policy. 

 

11. Fire Orders – General Emergency Procedures 

In the event of any fire (even if it is extinguished) the Fire Service should be called to site. Doors and 

windows should be closed if safe to do so, 

and the area evacuated in accordance with the Fire Evacuation procedures (see Appendix 1). The course 

of action should be principally directed towards ensuring the safety of users within the affected building 

by: 

 

a) Raising the alarm (the Fire Alarm can be activated by pressing the red break glasses, generally 
found by fire exits). 

b) Ensuring prompt evacuation from the building, accounting for all people. 
c) Summoning the emergency services – DIAL 999. (Benenden front entrance gate What 3 Words: 

ascendant.graduated.beamed) 
d) Extinguishing the fire (only if trained and it is assessed safe to do so) until the emergency 

services arrive. 
e) Send runner to the main and rear gates to direct the fire services. 
f) Passing information relative to the situation to the co-ordinator in the fire panel room. 
g) Ensuring the redeployment of those evacuated to shelter. 

 

12. Fire Evacuation  

The entire site is separated into individual zones so that a false alarm in one area does not lead to an 

unnecessary evacuation of the whole site. The fire alarm system works on a basis whereby if an alarm is 

activated it will only sound within the linked buildings, for example within a pair of boarding houses. When 

the alarm sounds in a building staff, students and visitors should exit via the nearest safe exit and follow 

the fire evacuation procedures in Appendix 1 

 

13. Personal Emergency Evacuation Plans (PEEPs) and General Emergency Evacuation Plans 

(GEEPs) 

A PEEP will be created for any pupil who may require assistance in the event of a fire evacuation, such as 

those with a mobility or sensory impairment.  This will be prepared by the relevant HM in conjunction with 

the pupil and their parent/guardian and with expert support from the Health and Safety advisor or Director 

of Estates and Grounds.  Reasonable adjustments will be made such as providing a boarding room on the 

ground or lower floor for a pupil with a mobility impairment.  Evacuation chairs will be provided where a 

pupil is unable to exit a building without the use of a lift. 

Visitors to the School are asked to inform the Receptionist or Estates Administrator on arrival when 

signing in if they will require assistance to evacuate a building.  It is the responsibility of the accompanying 

member of staff to ensure that suitable assistance is provided. 

Visitors to the Centenary Hall or Theatre, such as a member of the public attending a concert, are asked 

at point of booking if they require assistance in the event of a fire evacuation.  This information is passed 

to the event staff prior to the event and visitor is asked to make contact with a member of staff on arrival to 

confirm assistance. 
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14. Fire Evacuation Checklist 

The fire evacuation check list can be found at Appendix 2. These will be completed by the First Deputy (or 

another member of SLT in their absence) in the event of a drill or real fire. For false alarms, the Estates 

team will log the reasons for activation and follow up as needed. 

15. Fire Roll Call System 

From September 2025, a system will be in operation to ensure that duty SLT are able to identify which 

members of staff are on site in the event of a fire roll call.  Staff are required to use one of the paxton door 

entry points each time they arrive on site and to use one of the exit points listed below each time they 

leave the school site. 

I. Medway/Marshall 
II. Echy/Guldeford 

III. Limes/Oaks 
IV. Beeches/Elms 
V. Estates 
VI. Splash 
VII. Theatre 
VIII. Tech 
IX. SCN 
X. Science 
XI. Leelands 
XII. West Wing 
XIII. Music towards Cloisters 
XIV. Music side door 
XV. Norris end off long corridor 
XVI. Café corridor off long corridor 

XVII. Parcel delivery door 
XVIII. Reception 

XIX. Pavillion 
XX. Laundry 

 

If a member of staff is missing from their roll call, the Duty SLT will refer to the fire roll call app to check 

whether or not the member of staff is on the school site. 

16. Fire Assembly Points 

All the fire assembly points are found at Appendix 3. 

17. Fire Notices 

In accordance with current fire regulations fire notices are displayed around the whole school site, there 

are two types of signs, one for Boarding Houses and a general use sign, at Appendix 4. 

18. Actions to Take in The Event of Discovering a Fire 

To ensure early warning in the event of a fire the School has comprehensive fire alarm coverage across 

all buildings. Actions to take in the event of discovery of a fire can be found at Appendix 5. For clarity, the 

person to spot a fire should activate the nearest break glass panel where possible and then call 999. 

19. Fire Team   

The Fire Team are made up of internal appointments within the School and the staff are fully aware of the 

procedures and actions taken when the fire alarm is activated. Their responsibility is to investigate the 

source of the activation, remedial action and report to the Director of Estates and Grounds. 
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The Fire Team consists of: 

 

• Director of Estates and Grounds 

• Estates Maintenance Manager  

• Maintenance Assistants  

20. Fire Equipment 

Fire equipment is located across the site in accordance with current regulations and the FRA for the 

building. The FRA identifies the type of equipment and its location based on the use of the building or 

area of operation. All extinguishers are located at access/egress points and clearly marked. 

Fire equipment is tested on an annual basis by a competent and registered fire engineer as directed by 

the Director of Estates and Grounds. 

21. Maintenance & Inspections 

To ensure compliance with current legislation and to ensure the ongoing safety of staff and students a 

number of maintenance and inspection measures are carried out throughout the year. Records of 

maintenance checks are held in the Estates office in the relevant Property Compliance manual. 

 

These include: 

1. Six-monthly maintenance of the fire alarm system in line with BS5839 Part 1 2013, by an 
external registered contractor. 

2. Annual maintenance and inspection of all Portable Fire Extinguishers and fire blankets in line 
with BS5306, by an external registered contractor. 

3. Weekly visual inspection will be carried out in term time by house staff to check all 
extinguishers are still in the correct place, accessible and serviceable. 

4. Annual Portable Appliance Testing carried out on all portable electrical items, by external 
contractor and internal Estates staff. Additionally, when students return for the start of a new 
term further testing will be carried out on any new items they have. Matrons are reminded to 
inform the students that any new items must be tested before they can use them. 

5. Staff are informed at induction that any electrical items they wish to use need to be tested 
before use. 

6. Weekly visual inspections will be carried out during term time of all fire escape routes by 
Matrons and house staff, to ensure fire exits are kept clear of obstructions. 

7. External fire escapes are inspected monthly to ensure they are free from any build-up of moss 
and algae. 

8. Emergency lighting shall be tested quarterly with a full discharge of the batteries taking place 
annually. 
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Appendix 1 – Actions to take in the event of the fire alarm sounding 

 

When the alarm sounds in a building, students, staff and visitors should exit via the nearest safe exit and 

assemble at the fire assembly points shown in appendix 3.   

 

A member of the Estates team (the Estates on-call person outside of normal working hours) will be alerted 

to the alarm activation via their mobile phone and attend the building to check for the cause of the 

activation.  

 

Outside of the working day, if the alarm is sounded from a boarding House, then the relevant House staff 

would oversee the House evacuating to the Tennis Courts for a roll call, with the on-call member of the 

Estates team checking the cause of the activation. Where possible, a member of the House team should 

check the panel on the way out and alert the on-call Estates person as to the location of the alarm on their 

arrival.  

 

Should the fire alarm sound from other buildings outside of the working day, the on-call Estates person is 

automatically alerted via their mobile phone and will respond as required. 

 

The SLT on duty should head to the Tennis Courts to support the House teams and act as a central 

coordinator.  

 

If it is a false alarm, the attending member of the Estates team will call back to the Estates panel (or return 

to it themselves if on-call), the alarm will be reset and a member of SLT or Estates will let the affected 

staff and pupils know that it is safe to re-enter the building. 

 

If a fire is found, the on-call Estates person should call 999 from a safe location and then the duty member 

of SLT. The member of the Estates team will call back to the Estates panel and the site-wide alarm will be 

activated. 

 

Roles 

There are different actions for staff depending on their role within the school. Staff are made aware if they 

have a specific role to play during an alarm situation. In the event of the alarm sounding the roles are as 

follows: 

Senior Leadership Team (SLT) 

The First Deputy (or duty SLT in their absence) should go to the muster areas to act as the central 

coordinator. Their role is to gather as much information as possible. They should communicate with the 

responding member of the Estates team via channel 4 on the handheld radio.  Their duties include: 

 

a) Complete the Roll Call Check List, noting any pupil or staff member who is missing, as at Appendix 2. 
b) Ensuring the cause of the activation is being investigated. 
c) Confirming whether emergency services attendance is required and calling 999 if it has not already 

been done - The emergency service must be advised of a "confirmed fire" and the address and 
location. 

d) Act, in liaison with the Estates team, as the co-ordinator to meet with the fire services and provide 
them with all the relevant information (location of fire, students or staff who cannot be accounted for, 
known hazards within the building etc). 
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e) Hand over the Fire Brigade grab bag. Identical grab bags are in the First Deputy’s Office, Estates 
Office and the Head’s house. 

f) Co-ordinate key staff in the event of a prolonged evacuation, arranging for pupils and staff to be 
moved to an area of shelter if appropriate. 

g) The Fire Alarm Panel must not be reset until the “all clear” has been given by either a member of the 
fire team or emergency services. Where the Fire Service are in attendance they will take control and 
will be the one to provide the "all clear" to reset the panel. 

Fire Team  

In the event of the fire alarm sound the fire team should: 

a) Check the nearest fire alarm panel to check the location of the activation. 
b) Make your way to the location of the activation and check for any signs of fire. 
c) Communicate with the SLT on duty via Channel 4 on the handheld radio. 
d) If it is a false alarm report to the SLT on duty that it is a false alarm and that it is safe to reset the fire 

alarm panel once all house and staff rolls calls have been completed. 
e) If there is a fire, dial 999, advising of a confirmed fire and the address and location of the fire. 
f) Inform the member of SLT on duty. 
g) Activate the whole site evacuation alarm. 

House Staff 

In the event of the fire alarm sounding, house staff should: 

a)  ensure that the house is evacuated, providing any identified support to any pupils with a PEEP; 
b) go to the Tennis Courts bringing a copy of the House fire roll call with them and  roll call the House. 

Back up roll call sheets will be brought to the Tennis Courts by the Director of Boarding or Deputy 
Head Pastoral.    

c) Once the roll call is complete, they should report to the SLT on duty confirming that either all pupils 
and staff are accounted for or provide the names of anyone who is missing. 

d) Wait until the all clear is given by the SLT on duty or member of Estates team attending the 
evacuation before returning to the building. 

Staff - General 

All staff that do not have a specific role to play during an alarm activation should in the event of the alarm 

sounding: 

a) Evacuate the building they are in closing doors and windows (if safe to do so), ensuring students 
leave promptly, do not stop to collect belongings. 

b) If there are any processes that need to be stopped prior to leaving, ensure these are done quickly 
without putting yourself at risk i.e., turning off Bunsen burners. 

c) Report to the staff assembly point for their department outside Guldeford Green and make yourself 
known to fire roll call leader.  

d) Do not return to the building until the “all clear” notification has been received from a member of SLT. 
e) Any member of staff may call 999 if they are the first on the scene of a fire requiring the attendance of 

the emergency services. Any call to 999 should not be delayed. Please ask a colleague to alert SLT  
should you call 999, or do so yourself after making the call. 

Students – Assembly points. 

All houses assemble on the Tennis Courts. When you hear the fire alarm: 

 

Night-time 

a) Wake everyone in the dormitory up. 
b) Pull back your duvet (so that it is easy to check that your bed is empty). 
c) Put on sensible footwear and a warm dressing gown or coat and jersey. 
d) Take a torch (if you have one). 



 
 
 

  
 
 

  

 13 

 
 

  
FIRE POLICY 

e) Shut all windows, if safe to do so. 
f) Do not take risks. 
g) Leave the dormitory and go quickly in silence to your Assembly Point for Roll Call. 
h) If you go through any fire doors, hold them open for each other. 
i) At the Roll Call repeat your surname clearly when your name is called. 
j) Be silent, until you are given permission to speak as someone might be calling for help. 

 

Day Time 

a) Shut the windows of any room you are in, if safe to do so. 
b) Go quickly and in silence to your House Assembly Point for Roll Call. 
c) Do not take risks. 
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Appendix 2 

Fire Alarm Activation Checklist 

Location of Activation: 

 
Building: 

Tick 

 
Location of Activation within building: 

Echyngham   

Guldeford  

Hemsted  

Marshall  

Medway  

Norris  

Beeches  

Elms  

Limes  

Oaks  

SPLASH  

Leelands  

Pavilion  

SCN  

Theatre  

Music School  

West Wing  

Cloisters  

Science  

DT / CT  

Estates  

 

Reason for Activation:  
 
 

Date:  
 

Time of Activation:  Time Complete:  
 

 

Notes (time taken to evacuate, what worked well, what did not work well, learning outcomes, 
actions arising): 
 
 
 
 

Name:  
 
 

Signature: 

 

Please return this form to the Director of Estates & Grounds on completion. 
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 Fire Alarm roll call check  

  Student/Staff 
Reported In  

Pupils,staff and visitors not accounted for  

Hemsted      

Norris      

Guldeford      

Echyngham      

Medway      

Marshall      

Beeches      

Elms      

Limes      

Oaks      

Medical 
Centre 

    

Staff      

Signature:   
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Fire Alarm roll call check  

 

  Staff 
Reported In  

Staff not accounted for : 

A 
Sport  

    

B 
Science 

    

C 
Art & Drama 

    

D 
Humanities  

    

E 
IT & AS 

    

F 
Eng & Maths 

    

G 
MFL 

    

H 
Music 

    

I 
Support 

    

J 
Marketing & 
Admissions 

    

K 
Estates & 
Site 

    

L 
Domestic 

    

M 
Catering 

  

N 
Med Centre 

  

Signature:   
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Appendix 3 – Fire Assembly Points 

 

See diagram below: 

 

• Boarding houses assemble on the Tennis Courts.   
 

• Staff, visitors, and contractors assemble on Guldeford Green, with contractors assembling with 
the Estates team and visitors with the School Office team.  

 

• The Medical Centre is only evacuated in the event of a real fire, with a dynamic risk assessment 
of whether pupils currently in the Medical Centre are safe to move or can remain if the fire is not 
in Leelands. Medical Centre will pass on to the First Deputy the names of any staff and pupils 
remaining in the Medical Centre.  

 

• For Commercial Arts events evacuation is to the Rose Garden (Centenary Buildings) or the 
Science quad (Theatre).  

 

• Alternative evacuation points in case of fire in a specific building will be determined dependant on 
the situation but can include Founders Lawn and Park Pitches.  
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Appendix 3 – Fire Assembly Points 

 

 

  

 

1.   Medway 
2.   Marshall 
3.   Echyngham 
4.   Guldeford 
5.   Oaks 
6.   Limes 
7.   Elms 
8.   Beeches 
9.   Hemsted 
10.  Norris  

ROLL CALL PROCESS 

Hm/DHm of each House reports to 

Deputy Head Pastoral (Director of 

Boarding in their absence) any 

students and staff unaccounted for. 

DHP contacts First Deputy to pass 

on information 
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FIRE POLICY 

 

 

 

A   Sport (&VTs), Weekend Programme 
B   Science 
C   Creative Tech, Drama (&VTs) 
D   Econ, Geog, Hist, Politics, PR 
E   IT, Library, Academic Support, Careers 
F   English, Maths 
G   Languages, Classics 
H   Music (&VTs) 
I    Admin, Finance, LASS, Travel 
J    Development, Admissions 
K    Estates, Site  
L    Laundry, Domestic 
M   Catering 
N    Medical Centre 
 

ROLL CALL PROCESS 
Team Leaders (or Deputies) for groups A to H report in to 
Deputy Head Academic (or Assistant Head Academic in 
their absence) any unaccounted for staff. 

Team Leaders (or Deputies) for groups I to N report in to 
Chief Operating Officer any unaccounted for staff. 

Deputy Head Academic and COO report to First Deputy 
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Appendix 4 – Boarding House Fire Notice  
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Appendix 5 - General Fire Notice 
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Appendix 6 - Actions to take in the event of discovering a fire 

 

To ensure early warning in the event of a fire the school has comprehensive fire alarm coverage across all 

buildings. If you discover a fire do not wait for the alarms to sound. You take the necessary steps to activate 

the alarm manually.  

  

Students  

If you discover a fire, you should:  

a) Make your way out the building immediately.  
b) You can activate the fire alarm by pressing the fire alarm red break glass. These are normally located 

by the exits as you leave the building.  
c) You should find a member of staff and inform them that there is a fire and of its location.  

  

Staff  

Lots of people put out small fires in their homes or at their businesses quite safely. Some people, however, 

are killed or injured because of tackling a fire that is beyond their capabilities. Some simple rules to follow:  

  

When to Tackle a Fire (only if you have been trained):  

a) If you discover a small fire, you must first raise the alarm and, if it is safe to do so without personal 
risk, attempt to extinguish it with an appropriate extinguisher before leaving the area.  

b) Never tackle a fire if it is starting to spread (or has spread) to other items in the room or if the room is 
filling with smoke.  

c) If the fire is still burning after discharging one extinguisher do not continue to fight the fire and 
evacuate the building immediately closing doors behind, you.  

d) Do not fight any fire involving hazardous materials, for examples oxidising agents, fuel or gas 
containers.  

  

How to Use a Fire Extinguisher:  

a) Break the anti-tamper tag and remove the safety pin from the handle.  
b) Keep the extinguisher upright (place it on the ground if it is too heavy). 
c) Test the fire extinguisher before moving closer to the fire.  
d) Aim the nozzle or horn at the base of the fire.  
e) Squeeze the handles together.  
f) Sweep the jet across the area of the fire, keep it moving away from you.  
g) Do not get trapped between the fire and the exit. Ensure the fire is in front of you with the exit 

positioned behind you.  
h) Do not put yourself at risk, if you feel the fire is getting out of control and the extinguisher is having no 

effect, evacuate the building immediately closing doors behind you if safe to do so.  
 

How to Use a Fire Blanket:  

a) Ensure you are positioned between the fire and a safe exit.  
b) Pull down tapes underneath the blanket to remove from its container.  
c) Hold the blanket by the tapes on the top corners and wrap so to protect your hands and forearms, 

using the blanket as a shield from the fire.  
d) Place or cover burning material completely from the front to the back, thereby ensuring there is not 

potential for the fire to be pushed towards the operative.  
e) Leave to cool for at least 30 minutes.  
f) Turn off any electrical or gas supply or remove from any heat source if safe to do so.  

  

Contact a member of the Estates Team when any fire equipment has been used or discharged. 
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Appendix 7- Exam procedures 

 

Separate fire procedures are in place for public exam locations as set out below.  Full details are available 

from the Exams Officer. 

 

• Fire and Emergency Procedure Splash A level side 

• Fire and Emergency Procedure Splash GCSE side 

• Fire and Emergency Procedure West Wing (Summer) 

• Fire and Emergency Procedure West Wing (Winter) 

• Fire and Emergency Procedure Centenary Hall A level and GCSE combined 

• Fire and Emergency Procedure Recital Hall October 2024 
 

  



 

            25  

   

  

  FIRE POLICY   

Appendix 8 – Fire Equipment 
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Legal References 

 
Fire Safety (England) Regulations 2022 - GOV.UK 

Fire Safety Act 2021 

Education (School Premises) Regulations 1999  

Check your fire safety responsibilities under the Fire Safety Order 

Regulatory Reform (Fire Safety) Order 2005: guidance notes 

Making your premises safe from fire 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

https://www.gov.uk/government/publications/fire-safety-england-regulations-2022
https://www.gov.uk/government/publications/fire-safety-england-regulations-2022
https://www.gov.uk/government/publications/fire-safety-act-2021
https://www.legislation.gov.uk/uksi/1999/2/contents/made
https://www.gov.uk/guidance/check-your-fire-safety-responsibilities-under-the-fire-safety-order
https://www.gov.uk/government/collections/regulatory-reform-fire-safety-order-2005-guidance-notes
https://www.gov.uk/government/publications/making-your-premises-safe-from-fire

