
Burnham Copse Primary School

Policy for Fire Safety

Aims:             
To ensure the safety of all persons in the school in the event of fire.

To set a clearly communicated procedure for evacuating the building.

To provide a framework for the maintenance of fire safety equipment.

There are exit doors from all areas of the building which enable at least two separate exit routes to be followed. The adult in charge ensures that exit is made from the building via the nearest accessible exit to the designated muster point. For years R – 3 and all visiting adults, this is the front of the building. For years  4 – 6 this is zone 2 of the playground (see fire evacuation notices). All internal doors automatically close when the fire alarm sounds, but can be pushed open to allow movement out of the area.
Although safe to use in a fire, the lift is only to be utilised by people unable to walk at a rapid pace. There are fire evacuation points designated for wheelchair users which are equipped with communication devices.
Any adult discovering a fire  will immediately activate the nearest fire alarm and alert any other persons in the vicinity. The Headteacher should be informed of the location of the fire at the earliest opportunity following evacuation of the building. 
The Fire Muster Points  are at the front of the building and in zone 2 of the playground at the back of the building. The Assistant Headteacher in each key stage takes charge of the designated zone, checking register counts alerting the Headteacher to any problems and making decisions on whether to move the assembled persons to another point of safety.
Fire Practices are held at least once every half term and are actioned without prior warning to staff or pupils.

When the alarm sounds all persons stop work immediately and move to the door. The classteacher will lead the way out, with the classroom assistant checking all children are clear of the classroom. The nearest adult checks the toilet and any cloakroom areas and removes the “Checked” red triangle before shepherding the rear of the line of children. If the classteacher is in sole charge of the children, s/he will direct the lead child to the muster point whilst checking the areas immediately adjacent to/near her class base and/or exit route. Any children with special physical needs are taken out of the classroom by their attached assistant, who will assist their rapid exit from the building without normal walking aids if these are not immediately to hand. Able-bodied children are required to walk in an orderly line at the pace set by the lead person and form a quiet line in the designated muster point facing the Newchurch Road gate. Classteachers carry out a rapid head-count of pupils to ascertain the number of children tallies with that of the number of children in school on that day.

No person ever returns to the building or fights a fire before the Headteacher gives permission for them to do so.

Class Registers  are taken first to  muster point 2 and then to muster point 1 by the Office Receptionist (or the Admin Officer if the Office Receptionist is not on duty) together with the visitor book, which she is responsible for checking against all extra adults (who muster at point 1). Class teachers then call each child’s name on the register and are answered with “yes” by the child. All replies are double-checked with sight recognition, particularly Reception and Special Needs children.

Adults in the building at the time of the alarm sounding leave by the nearest exit, taking with them any children who are in their care at that time. These children are returned at the earliest opportunity to their class line at the designated muster point. Adults report to the Office Receptionist (or the Admin Officer in her stead) at muster point 1 and stay together by the children.

In the event of a real fire  (or in cases where the cause of the alarm is uncertain), the system dials directly through to the Fire Brigade. The adult in charge of the muster point (the Assistant Headteacher for each area), makes any decision as to the evacuation of the children from  the grounds through the front (Newchurch Road) entrance and re-assembles in the Community Centre car park. If this egress is not safe for those persons assembled at Muster point 2, they exit via the Bishopswood Road gate and walk around to the Community Centre car park (see Critical Incident Plan).
The Admin Officer  is a key person in cases of Fire, she is responsible for:-

a) Ensuring that class registers  and visitor books are taken to the muster point by the Office Receptionist.

b) Making any emergency calls.

c) Receiving and liaising with the emergency services.

d) Keeping the Headteacher informed of all developments.

Out of emergency situations the Site Manager is responsible for making the required checks on fire alarms and maintaining a log of those checks. The Admin Officer, working in conjunction with the Site Manager, ensures that regular maintenance is carried out on all electrical appliances, fire extinguishers and logs Fire Practices.

The Headteacher is responsible for overall co-ordination and checking that the building is clear of all persons before going to check at both the muster areas.

Fire at lunchtime requires different procedures in that teaching staff are not responsible for the children and may be offsite. In the case of the fire alarm sounding at Lunchtime, Supervisory Assistants are responsible for ensuring the children leave the school via the nearest available exit and muster in the normal place. The Headteacher is responsible for ensuring the Registers are delivered for checking and will designate other responsibilities (including clearing the building) to available Staff. Any Staff who are on site join their class at the Muster point and follow normal fire procedures.
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