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FIRE SAFETY POLICY and FIRE SAFETY ARRANGMENTS 
 
The Joint Heads of Cundall Manor School have overall responsibility for ensuring that 
statutory fire precautions in relation to the Health & Safety at Work Act 1974 are 
adhered to.   
 
The School’s policy is to:  
 
1. assess the risks arising from fire within the school premises and to ensure that the 

School’s facilities are compliant with current fire safety regulations, including The 
Regulatory Reform (Fire Safety) Order 2005;  

 
2. ensure effective house-keeping arrangements so as to minimise the risk of fire;  
 
3. in particular provide and maintain appropriate:  

a) fire detection and alarm systems;  
b) emergency lighting systems;  
c) fire fighting equipment;  
d) means of escape, taking into account the needs of any disabled users of facilities; 

and  
e) notices, signage and printed and electronic information relating to fire 

procedures;  
 
4. have in place arrangements for ensuring the regular inspection and/or testing of the 

facilities listed in 3 above;  
 
5. ensure that all staff, students and visitors are made fully aware of fire procedures, 

especially those staff with specific responsibilities relating to fire procedures;  
 
6. ensure that third party hirers of the School’s facilities and contractors working in the 

School are aware of risks and procedures associated with fire, and comply with the 
appropriate procedures;  

 
7. have in place procedures and action to be taken in the case of a fire alarm;  
 
8. arrange regular fire evacuation practices for all parts of the School;  
 
9. identify training needs and provide appropriate training for staff and (where 

appropriate) students, visitors and external users in fire procedures;  
 
10. identify any special risks (e.g. storage and/or use of hazardous materials and hot 

processes) and put in place appropriate procedures to minimise these risks;  
 



Page 2 of 10 

11. liaise with third parties such as the School’s insurers, Health and Safety 
consultant(s) and fire service as necessary to ensure that best practice for fire 
prevention and procedures is in place;  

 
12. keep records of fire safety issues, including:  

a) fire drills  
b) hot work permits, etc.  
c) inspection and testing of:  

i. fire detection and alarm systems;  
ii. emergency lighting systems;  
iii. fire fighting equipment; and  

 
13. monitor and review this policy on a regular basis so as to ensure that any new risk or 

regulation is addressed appropriately.  
 
 
Fire Alarm Testing 
 
The Fire Alarm in the Main School Building is a continuous siren. The system is tested 
every Friday at 14.00 hrs. when the fire alarm will sound for 1 minute. 
 
If the alarm sounds for longer than this you must evacuate the building. 
 
The howlers on site are tested every Friday. 
 
The Pre-Prep and Upper School building alarms are also tested every Friday. 
 
 
FIRE EVACUATION PROCEDURE 
 
Action when the fire alarm sounds  
 
The primary concern of all occupants should be the safe evacuation of the building. 
 
1. Evacuate as soon as the alarm sounds – do not go out of your way to collect 
 personal belongings. 
 
2. Fire Action Notices are displayed throughout the School, near each Break Glass 
 Unit. You should familiarise yourself with these instructions so that, in the event 
 of an alarm sounding, you know what to do. 
 
3. If it is safe to do so: 

 Stop / shut down any running machinery & electrical equipment 

 Turn off gas supplies 

 Do not turn off lights 

 Close doors behind you, but ensure they are not locked - this delays access for 
the fire service 
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4. Follow the evacuation arrows (green “running man” signs) to your nearest safe  
 emergency exit.  Your nearest safe emergency exit will not necessarily be your 
 normal exit route therefore it is important you familiarise yourself with all escape 
 routes from the building. 
 
5. Teachers should escort any class under their supervision to the Assembly Point 
 on the Front Lawn, ensuring the class stays together, and that a headcount is 
 completed once at the Assembly Point. Fire Marshals will check each area of the 
 School and then report to the Evacuation Controller. 
 
6. At the Assembly Point pupils should report their presence to their Form Teacher.  
 Form Teachers should report to the Evacuation Controller.  
 
7. Any individual with relevant information regarding the incident (location / type 
 of fire; reason for alarm initiation; missing, trapped or injured personnel, etc.) 
 should report this to the Evacuation Controller or Incident Controller at the 
 Assembly Point. 
 
8. Remain at the Assembly Point until given instruction to do otherwise. Do not 
 under any circumstances re-enter the building until given authority to do so and 
 do not leave the site. 
 
 
Mobility Impaired 
 
1. Any member of staff, pupil or visitor who is vulnerable who is located on the 
 ground floor of the main school building should evacuate via the Rear Entrance. 
 If assistance is required they should wait in the rear hall where a Fire Marshall 
 will be stationed. 
 
2. Any member of staff, student or visitor who is vulnerable who is located on the 
 upper floors of the main school building should make their way to the area at the 
 top of the main stairs and await assistance, if required. 
 
 
ACTION ON DISCOVERING A FIRE  
 
1. Call the Fire Service 

2. Raise the Alarm by activating the nearest Break Glass Unit.   

3. Carry out the evacuation procedure above –  
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Action when the fire alarm sounds  
 
Do not attempt to tackle a fire unless it is safe to do so and only after the alarm has been 
sounded. The primary concern of all occupants should be the safe evacuation of the 
building. 
 
Upon evacuation of the building, if the Fire Service has not yet been informed, contact 
them by ringing 999 using a mobile phone or 9-999 using a telephone in another 
building. Advise the School Secretary and Incident Controller that the emergency 
services have been called. 
 
Any individual with relevant information regarding the incident (location / type of fire; 
reason for alarm initiation; missing, trapped or injured personnel, etc.) should report to 
the fire service on their arrival. 
 
Remain at the Assembly Point until given instruction to do otherwise. Do not under any 
circumstances re-enter the building until given authority to do so.  
 
 
KEY PERSONNEL 
 
Fire Officer      John Sample 
 
Incident Controller (Bursar or Boarding staff) 
Take charge of the incident and implement relevant emergency plan/s as detailed in 
specific instructions. 
 
Evacuation Controller (Amanda Kirby) 
Take charge of the Assembly Point and carry out a full head count using appropriate 
registers, logs and reports from Fire Marshalls. Report results of the head count, and 
any potential missing persons, to the Incident Controller. Exercise control over, and 
ensure the wellbeing of, all personnel once they have assembled. 
 
Fire Marshalls (selected from range of staff not actively teaching including Bursar’s 
assistant, office staff, catering manager and catering staff)  
To assist with the evacuation process by checking a specific area of the building, if safe 
to do so, and reporting to the Evacuation Controller at the Assembly Point 
 
 
GENERAL INFORMATION 
 
Summoning the Fire & Rescue Service  
 
During normal school hours (08.30 to 16.45) the School Secretary is to immediately 
summon the Fire & Rescue service, by calling 999, upon being advised of a fire.  
 
Out of hours (16.45 to 08.30) during term time the fire service shall be summoned by 
the boarding staff. 
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At all other times the Fire & Rescue Service should be summoned by the person 
discovering the fire, once the alarm has been triggered and they have ensured their own 
safety. 
 
 
Visitors/Contractors 
 
All visitors and Contractors must sign in at Reception upon arrival and sign out before 
leaving the premises. In the event of a fire evacuation the person hosting any visitor is 
responsible for escorting him/her to the fire assembly point. 
 
Unescorted contractors should wear their contractors badge at all times and should be 
briefed on the fire and evacuation procedure, by their host / sponsor, before starting 
work. 
 
 
Fire Drills 
 
Practice fire drills will take place on a regular basis, usually once per school term. 
 
 
Out-of-hours events or lets 
 
It is the responsibility of the persons organising any out-of-hours event or let to ensure 
that all fire exits remain clear and unlocked and that all attendees, temporary 
responsible person and temporary residents are aware of the emergency evacuation 
procedure. 
 
 
Evacuation routes 
 
Evacuation routes, fire escapes and fire doors must be kept clear of obstructions at all 
times. 
 
 
Fire alarm and fire-fighting equipment 
 
The fire alarms and fire fighting equipment is subject to regular maintenance and 
testing. Building occupants should report any observed defects (e.g. failed sounders, 
leaking, damaged or missing fire extinguishers, etc.) to the Bursar immediately. Fire 
safety equipment should not be moved or tampered. 
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INCIDENT CONTROLLER 
 

 If the main school fire alarm sounds, or any other emergency incident occurs, the 
Incident Controller shall report to the main school front hall and take charge of the 
incident. 

 

 Ensure that, if evacuation of the building is required, the fire alarm has been 
sounded. The alarm can be manually activated at the call points by reception or the 
main front door. 

 

 Ensure that the appropriate emergency services have been notified by the school 
Secretary. 

 

 If it has become immediately apparent that a false alarm has been raised do not try 
to halt the evacuation. However, every effort should be made to inform the 
emergency services that it is a false alarm.  

 

 The Incident Controller (assisted by the school Secretary) will set up a Control Point 
at the front of the main school building. If this location is considered unsafe, or 
compromised by the incident, the Control Point may be relocated to the Gym.  

 

 The Incident Controller shall receive reports from, and liaise with, the following: 

 Evacuation Controller - responsible to account for/manage all personnel, once 
they have evacuated the building. 

 All member of the Site Team - who shall investigate the incident and advise on 
services, isolations, hazards and technical matters. 

 Senior Emergency Services Officer / Crew Chief.  
 

 The Incident Controller should brief the Senior Emergency Services Officer on his 
arrival. This brief should include: 

 The nature, location and current status of the incident. 

 Actions already taken to deal with the incident. 

 Missing, trapped or injured personnel. 

 Persons awaiting assisted evacuation. 

 Any specific hazards in the area of the incident e.g. chemicals, gas, radioactive 
materials, fuel oil, etc. 

 

 The Senior Emergency Services Officer will assume responsibility for the incident 
upon arrival and the Incident Controller should continue to liaise with him. The 
Senior Emergency Services Office shall pass back control to the Incident Controller 
when he is satisfied that no further danger exists. 

 

 The Incident Controller shall initiate reoccupation of the building when it is safe to 
do so and after consultation with the Headmaster and the Emergency Services. 

 

 The Incident Controller should initiate a debrief involving all key personnel as soon 
as possible after the incident.  

 



Page 7 of 10 

EVACUATION CONTROLLER INSTRUCTIONS 
 

 If the main school fire alarm sounds, or any other emergency incident occurs, the 
Evacuation Controller shall report to the main school front hall and take charge of 
any evacuation required. If not already initiated, any decision to evacuate shall be 
taken by the Head.  

 

 The Evacuation Controller (assisted by the school Secretary) will set up an Assembly 
point on the Front Lawn. If this is deemed unsafe, the assembly point shall be the 
School Gym. 

 

 The Evacuation Controller should take charge of the Assembly Point and carry out a 
full head count using appropriate registers, logs and reports from Fire Marshalls.  

 

 The Evacuation Controller should report results of the head count, as soon as 
possible, to the Incident Controller. In particular he/she should report any personnel 
whom they suspect may still be in the building, whether missing, trapped, injured or 
awaiting assisted evacuation. 

 

 The Evacuation Controller, on completion of the head count, should ensure that a 
First Aid Point has been set up by the School Matron (normally in the Gym) and that 
any injured personnel are receiving treatment. Inform the Incident Controller of any 
injured personnel and ensure that an ambulance is called if necessary. 

 

 The Evacuation Controller shall ensure that Fire Marshalls are posted at entrances to 
the building to ensure no unauthorised re-entry of the building take place. The safety 
of the Fire Marshalls should be considered and they should remain some distance 
from the building whilst carrying out this duty. 

 

 The Evacuation Controller shall exercise control over, and ensure the wellbeing of, 
all personnel once they have assembled. This may entail moving the group to 
another place of safety or shelter (e.g. the sports hall or tennis courts). 

 

 Any decision to evacuate other buildings on site, or to evacuate all personnel off site, 
shall be taken by the Head and Incident Controller. The Evacuation Controller 
should take charge of this exercise with the assistance of the Fire Marshalls 

 

 The instruction to re-enter the building will come from the Incident Controller and 
dispersal of personnel is to be managed by the Evacuation Controller in an orderly 
manner. 
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FIRE MARSHALL INSTRUCTIONS 

 

 Your role is to assist in the safe and speedy evacuation of the building. In conducting 
your duties as a Fire Marshall, health and safety is the priority of all concerned, so do 
not put yourself or others at risk. 

 

 You are required to direct staff, visitors and students to the nearest safe emergency 
exit and the appropriate Assembly Point.  

 

 Ensure that your designated area is clear and that all staff, students and visitors 
leave the building. Pay particular attention to toilets, changing rooms and prep 
rooms. Ensure all doors, particularly fire doors, are closed as you exit the building. 

 

 You must not allow anyone not connected with the emergency team to re-enter the 
building without permission from the Incident Controller. It is also required that no 
one leaves the site during the incident.  

 

 Persons with mobility problems may muster at the top of the main stairs or in the 
rear hall if safe to do so. They should be given every assistance possible to evacuate 
safely from the building.  

 

 Do not get into any arguments with people who refuse to leave the building. Note 
their location and report this to the Evacuation Controller, who will handle the 
situation.  

 

 Report to the Evacuation Controller any person trapped, injured or awaiting assisted 
evacuation, advising of their location. 

 

 Fire Marshalls may be assigned to monitor entrances to the building to ensure no 
unauthorised re-entry of the building take place. Safety of the Fire Marshalls is of 
paramount importance and they should remain some distance from the building 
whilst carrying out this duty. 

 

 On receipt of the “all clear” from the Incident Controller, ensure re-entry into the 
building is orderly.  

 

 In particular, when the alarm stops sounding, ensure that people remain where they 
are until the Incident Controller or the Fire Service states that it is safe to re-enter 
the building. 

 

 At the debrief meeting advise the Incident controller of any problems encountered 
during the evacuation. 
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ALL MEMBERS of SITE TEAM INSTRUCTIONS 
 

 If the main school fire alarm sounds, the all members of the site team are to go to the 
fire panel and ascertain the location of the alarm activation. 

 

 If safe to do so, two members of the site team will investigate the cause of the alarm 
activation. If necessary they should carry appropriate fire extinguishers for their own 
protection. 

 

 If the cause of the activation is found to be a false alarm the one member of the site 
team will advise the Incident Controller. If a fire is detected, call the Fire Service by 
dialling 9-999.  

 

 If a fire is detected the members of the site team should only tackle the fire if safe to 
do so, i.e. if the fire is no larger than a waste paper bin. No more than one fire 
extinguisher should be used by any member of the site team before evacuating the 
area and reporting to the Incident Controller. All members of the site team must 
evacuate together. 

 

 If the fire is deemed too large, the members of the site team will return to the Control 
Point to advise the Incident Controller and follow his further instruction. 

 

 The site team shall ensure that, if a fire is discovered, any services in that area are 
isolated. This particularly applies to fuel oil, gas and electricity services. 

 

 The site team shall advise the Incident Controller of any particular hazards in the 
area of the fire and remain on hand to assist the Fire Service if required. 
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FIRE MARSHALL DESIGNATED AREAS 
 
Details of Fire Marshall’s duties are detailed on the Fire Responsibilities Spreadsheet. 
 
In Summary these are as follows: 
 
Bursars Assistant  
Upper School Classroom block including girls/boys toilets and disabled toilets 
 
 
Head’s PA  
Front Office, Head’s Study, Toilet under Stairs, Library, Music room, Music Practice 
rooms, Shooting Gallery, Grey & Green Porta cabins 
 
 
Site Facilitator Manager/Matron  
Dining Room, Sick Room, Ladies Toilets, Form 3/4 Changing Rooms, Assist at Role Call 
 
 
Admissions Secretary 
Senior Art Room, Bungalow, Swimming Pool 
 
 
IT Manager 
IT & Server Rooms, Junior Art Room, 1st Floor Classroom Block, Gym, Toilet area, 
Science Labs 
 
 
Head Cook  
Kitchen, Stores off Kitchen, Boys Toilets, Laundry, Boys Toilets adjacent to Laundry, 
Textile Room 
 
 
Catering Staff  
All Dorms on 1st floor, Boarders Common Room, 1st Floor Bathrooms & Toilets, Staff & 
Work Room, Second Floor Flat, All Dorms on 2nd Floor, All bathrooms & toilets on 2nd 
floor 
 
 
Boarding Staff  
Night time evacuation of limited area of school 
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