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FIRE SAFETY POLICY 
 

 
INTRODUCTION 
 
The Christian School (Takeley) is committed to ensuring the health and safety of all 
its staff, pupils and visitors. 
 
Our priority is to minimise the risk to life and to reduce injury by maintaining the 
physical fire safety of the School, in ensuring that staff, pupils and visitors do not add 
to the fire risk and through safe evacuation of our buildings if a fire breaks out.  The 
fire safety policy, procedures and risk assessments at The Christian School are 
designed to help our community to respond calmly and effectively in the event that 
fire breaks out in one of our buildings.  
 
ROLE OF THE DESIGNATED FIRE OFFICER (DFO) 
 
The Head Teacher is the designated school fire officer, who is responsible for 
ensuring that: 
 

• The fire safety policy is kept under regular review by Trustees and the SLT. 

• The fire safety policy is promulgated to the entire School community. 

• Everyone in the School (including visitors and contractors) are given clear 
instructions on where they should go in the event of fire. 

• Records are kept of the fire induction training given to new staff and pupils. 

• Procedures and arrangements for emergency evacuation are regularly tested. 

• Fire risk assessments are regularly reviewed and updated by the School 
external fire consultant. 

• Fire prevention measures are meticulously followed. 

• Fire procedures and risk assessments are reviewed on each occasion that a 
building is altered, extended or rebuilt, or when new buildings are acquired 

• Records are kept of all fire drills. These take place each term. 

• Certificates for the installation and maintenance of fire-fighting systems and 
equipment are kept. 

• Weekly fire alarm tests are done and recorded correctly. 

• All fire equipment and fire systems are regularly maintained as per the 
schedule. 

 
BRIEFING NEW STAFF AND PUPILS  
 
All new staff and pupils, including EYFS pupils, are given a briefing on the School’s 
emergency evacuation procedures on their first day at The Christian School. We 
show them where the emergency exits and escape routes are located, and walk with 
them to the outside assembly point.   
Fire action notices are displayed near all fire alarm points and the different fire safety 
signs and what they mean are pointed out to pupils. 
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STAFF TRAINING 
 
Each year, staff receive fire safety instruction and training for action in the event of 
an emergency. They are given a copy of the relevant staff evacuation procedure.  
All members if staff complete the Educare Fire Safety training as part of their 
induction. 
 
The safe evacuation of everyone - staff and pupils alike, is the School’s priority.  
Protecting property comes second. No one should attempt to fight a fire at the 
expense of their own, or anyone else’s safety.  No one should attempt to use a fire 
extinguisher before he or she has been trained in its use.  

 
SUMMONING THE FIRE AND RESCUE SERVICE 

 
A member of the Administration or Senior Leadership Team is present on the school 
site between 8.15am and 5.00pm during weekdays in term-time.  
The fire alarm control panel is in the Reception Office. A map of the site with fire alarm 
zones is in the ‘Emergency Procedures’ black file in Reception. 
 
VISITORS AND CONTRACTORS 
 
All visitors and contractors are required to sign in at Reception, where they are issued 
with a visitor’s badge which must be worn whilst they are on School property.  They 
are made aware of the emergency evacuation procedure and the assembly point.  
 
When large numbers of visitors are at the School for open days, plays, concerts, 
exhibitions etc a brief announcement is made advising them of the location of the 
emergency exits that they should use in the event of the alarms sounding 
 
DISABLED STAFF, PUPILS OR VISITORS  
 
The School will have a special one to one induction on fire safety for disabled pupils 
and for disabled members of staff or visitors. 
 
All disabled visitors should make themselves known to Reception staff at the time of 
arrival so that special arrangements can be made. 
 
RESPONSIBILITIES OF ALL STAFF 
 
All staff complete the Educare training on fire safety and be fully conversant with 
school fire safety procedure. 
Each member of staff should be clear on their role during any emergency evacuation. 
This is detailed on the procedure notice that they are given. 
Staff should not prop open emergency doors or block fire exit routes. 
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RESPONSIBILITIES OF TEACHING STAFF  
 
Teaching staff should be aware of the exit route to the assembly point for all 
classrooms in which they are teaching. 
Teaching staff are responsible for escorting their pupils safely out of the building in 
silence and in an orderly fashion to the assembly point ready for the roll call. 

 
On no account should anyone return to a burning building 

 
 
RESPONSIBILITIES OF DESIGNATED REGISTRATORS  
 
The following persons are designated registrators: 

• Mandy Watts 

• Cathryn Fyfe 

• Alison Chichlowska 

• Angela Toms 

• Charlotte Piek 
 
The first person available in the first list is the designated registrator for the evacuation 
and is assisted by the second available person in the list who acts as their deputy. 
 
The designated registrator and their deputy are responsible for the orderly assembly 
of pupils, for deciding whether the car park is sufficiently safe as assembly point or 
whether to move onto the allotment or to the Silver Jubilee Hall, taking the roll call 
and reporting to the DFO 
 
Their role is set out in full detail in the Individual Procedures document in the Fire 
Safety folder and in the Emergency Procedures file in the Reception Office. 
 
FIRE PRACTICES  
 
The School has one fire practice every term, at least one of which will take place on 
a Friday, which is a day when many regular staff are not in school. 
This programme of evacuations, with feedback, combined with a programme 
inducting new staff and pupils with emergency procedures, ensures that the school 
can be safely and quickly evacuated in the event of a fire. 
 
FIRE PREVENTION MEASURES  
 
We have the following fire prevention measures in place at The Christian School: 
 

• Escape Routes and Emergency Exits 
 

• Where rooms do not have immediate outside access, there are alternative 
escape routes. 
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• Fire notices and evacuation signs in prominent positions for all areas of the 
school. 

• Fires extinguishers (of the appropriate type), are located in every building in 
accordance with the recommendations of our professional advisors. 

• The master panel for the alarm system is located in the Reception Office and 
shows the location of a fire.  It is fitted with power lights and battery backup. 

• Alarms sound in all parts of each building.   

• Keeping fire routes and exits clear at all times.  The member of staff who is 
responsible for unlocking the buildings in the morning, checks that escape 
routes are not obstructed, and that crash bars on emergency exits are in 
working order. 

• Testing all fire alarms weekly (and recording all tests and defects). This is the 
responsibility of the Head Teacher  who also arranges for an ISO9001 
certified/BAFE approved contractor to carry out:   

o An annual service of alarms, smoke detectors, fire extinguishers. 

• Reception Staff include checks of the fire fighting equipment tags, pins and 
labels on a monthly basis. This is logged in the Fire Safety folder. 

• Records of all servicing tests are kept in the Fire Safety folder and online log 

• The kitchen is fitted with heat alarms and fire door. 
 

ELECTRICAL SAFETY 
 

• All installations have been inspected 

• The School has current electrical insulation certificates for all its buildings 
(undertaken every 5 years) 

• Portable appliance testing takes regularly and in accordance with testing 
guidance. 

• Records of all tests are kept in the Maintenance folder 

• Staff in the Lab must ensure that equipment is switched off at the end of the 
School day 

• Staff are requested to turn off all portable electrical appliances including 
computers at the end of each day. A further check is part of the school closing 
procedure 

 
GAS SAFETY 

 

• All gas appliances (boilers, kitchen equipment etc) are regularly maintained 
and serviced by Gas Safe Registered Engineers.  Records of all tests are kept 
in the Maintenance folder on the stage  

 
SAFE STORAGE 
 

• The School will ensure that flammable materials used in teaching as described 
under the Control of Substances Hazardous to Health (CoSHH) are stored in 
metal containers in a locked cupboard  
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COMBUSTILE MATERIALS 

• Combustible materials used in teaching (eg oil paints) are stored in the metal 
filing cabinet in the art room 

• Decorating materials are stored in the Chapel shed. 
 
 
Adopted September 2019   
 
 
 
 
 
 
 
 
 
 
 
 

 
 


