
 

 
 

NEWCASTLE-UNDER-LYME SCHOOL  

FIRE POLICY 

 
 

 
Part 1 – Fire Safety 
 
Responsibilities 
 

The Director Finance & Operations is the designated School Fire Safety Manager, who is responsible for 

ensuring  that: 

 
 The fire safety policy is kept under regular review by Governors and the SMT. 

 The fire safety policy is promulgated to the entire school community. 

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

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

 Procedures for emergency evacuation are regularly tested and lessons absorbed. 

 Fire risk assessments are regularly reviewed and updated. 

 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 on a change of use, or when new buildings are acquired. 

 
In addition we have appointed fire marshals to provide cover during normal office hours within school 
term times. These fire marshals have received externally provided training in their role and in the 
practical use of extinguishers. The Estate Bursar (and delegated caretakers), in addition to their role in 
a fire situation (described in the Fire Procedure section), they are also responsible for carrying out daily 
and weekly checks of the fire protection systems and escape routes and conducting weekly alarm tests, 
monthly emergency lighting testing and periodic fire drills. 
 
Fire Safety Assistance 
 
The school has appointed Sharp Fire & Rescue Ltd to provide competent assistance on fire safety matters in 
accordance with Article 18 of the Regulatory Reform (Fire Safety) Order 2005. 
 
Fire Safety Risk Assessment 
 
Our Fire Safety Consultant has undertaken a fire safety risk assessment of our premises and reviews this on 
an annual basis. 

This Document is available upon request to parents and prospective parents and 

is published to parents and prospective parents on the School’s website . 

This policy applies to the whole School including the EYFS. 
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The risk assessment is held in the Estates Bursar’s office and the Estates Bursar is responsible for ensuring 
that the recommendations arising from the assessment are implemented. 
 
Fire Prevention 
 
Fire hazards are identified within the fire safety risk assessment and recommendations implemented to 
control them.  In particular we have implemented risk control measures in response to the risks potentially 
arising from the hazards of: 
 

 Electrical Safety: 
 

o Regular portable appliance testing takes place and is carried out by Science/ICT/Design and 
Technology technicians and also the School caretaker. A centralised record is to be 
maintained by the Estates Bursar. 

o The Caretakers check that all lights etc. are switched off at the end of the school day. 
 

 Lightning Protection.  All lightning protection and earthing conforms to BS 6651-1999. It is tested 
annually by a specialist contractor. Records of all tests are kept by the Estates Bursar. 
 

 Gas Safety: 
 

o All gas appliances (boilers, kitchen equipment etc.) are regularly maintained and serviced by 
Gas Safe Registered Engineers. Records of all tests are kept by the Estates Bursar. 

o All kitchen equipment is switched off at the end of service. 
o All laboratories are checked daily to ensure that the central gas supply is turned off. 

 

 Safe Storage of combustibles: 
 

o We ensure that flammable materials used in teaching or maintenance are locked in purpose-
made, flame-proof containers at the end of every day. 

o Weapons used by the CCF are kept in a securely locked, fire resistant armoury that is 
located within a permanently locked room, the door of which is fitted with an alarm and is fire 
resistant. The armoury is located in the basement of A Block adjacent to the Caretaker’s 
Office. 

o Combustible materials used in teaching, catering, maintenance, grounds and caretaking are 
stored in appropriate receptacles and cupboards. 

 

 Waste accumulation.  Rubbish is stored away from buildings. 
 

 Smoking.  No smoking is permitted throughout the school site. 
 

 Control of hot work.  Only qualified contractors, authorised by the Estates Bursar, are permitted to 
conduct hot works.  A suitable risk assessment must be undertaken. 

 
Alarm System 
 
Our premises are covered by a comprehensive fire alarm system incorporating automatic fire and smoke 
detection and manual call points. A zone plan is located adjacent to the fire alarm panel and any repeater 
panel, to assist anyone reading the panel in understanding the location referred to.  
 
Regular testing of fire alarms take place weekly with all tests and defects recorded in the Fire Log, under the 
direction of the Estates Bursar. The Estates Bursar is also responsible for arranging an ISO9001 
certified/BAFE approved contractor to carry out: 
 

 Six monthly professional check on fire detection and warning equipment, 
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 An annual service of alarms, smoke detectors, emergency lights, smoke control systems and fire 
extinguishers. 

 
Records of all tests are kept by the Estates Bursar 
 
Emergency Lighting 
 
All lightning protection and earthing conforms to BS 6651-1999. It is tested annually by a specialist 
contractor. Records of all tests are kept by the Estates Bursar. 
 
Signage 
 
A ‘Fire Action Notice’ – what to do in case of fire is displayed next to every Fire Alarm call-point: 
 
  

 
 
 
 

Signs are also displayed:   
 

 to describe the type and function of fire extinguishers 

 to describe the correct operation of exit door hardware [i.e. ‘push bar to open’, ‘turn to exit’, break to 
exit – delete if not applicable] 

 to show the correct operation of gas shut off  

 to show ‘fire action’ required 

 to identify fire doors which must be kept shut [or kept clear] –  

 to designate the site as non-smoking in accordance with smoke free law 

 to identify fire hazard rooms and their contents for the benefit of fire-fighters – delete if not applicable 
 
All signs comply with the Health and Safety (Safety Signs and Signals) Regulations 1996.  As part of our 
routine weekly checks caretakers check that safety signs are in place and clearly visible.  
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Escape Routes and Exits 
 
Apart from the Marketing / Catering office area there are at least two escape routes from every part of all 
buildings. 
 
Fire notices and evacuation signs are throughout the buildings. 
 
Fire call points, smoke/heat detectors, are located in every building in accordance with the recommendations 
of our professional advisors. They can be manually activated by breaking a glass panel, and are 
automatically activated when smoke/heat builds up. All stairs, passages and emergency exits are illuminated 
by emergency lighting. 
 
Alarms sound in all parts of the building. In the following areas they are supplemented by visual alarms (red 
flashing lights): 
 

 Sound-proofed music practice rooms  

 IT Classrooms 

 Swimming pool 
 
Fire routes and exits are to be kept clear at all times. The Caretakers are responsible for unlocking the 
buildings every morning, when they remove bolts, padlocks and security devices from all emergency exits, 
check that escape routes are not obstructed and that the emergency lights work, and for reporting defects. 
 
 

Fire Extinguishers  
 
We have selected suitable numbers and types of fire extinguishers and located these in accordance with the 
findings of the fire safety risk assessment. Types of equipment available within the school site are: 
 

 Fire Blanket. Fire blankets operate by excluding oxygen from the fire and should be placed slowly 
over any fire so as not to splash burning liquid. 

 Water Extinguishers.  They are effective on paper, fabric, wood fires but must not be used on oil, fat 
or electrical fires. 

 CO2 Extinguisher.  These are effective against most fire types but should not be used in a small 
enclosed space as they operate by denying the fire oxygen. 

 Foam Extinguisher.  These discharge foam and are effective on inflammable liquid/oil fires but 
should not be used on electrical fires. 

 Dry Powder Extinguisher1. These discharge a fine powder and are effective on all small fires. 
However, the powder can clog and damage equipment. 

 Wet Chemical Extinguisher. These discharge a wet chemical spray and are primarily deployed in 
kitchen for use on cooking oil fires and deep-fat fryers. Do not use on flammable liquids/gases or live 
electrical equipment. 

 
Our fire marshals have been trained in the practical use of extinguishers and the circumstances when they 
can be safely used and when they should not be used. 
 
Fire extinguishers are subject to an annual servicing contract. 
 
On a weekly basis caretakers check that fire extinguishers are correctly located and appear to be in good 
condition. The results of these checks are recorded electronically by the Estates Bursar. 
 
 
 
 
 

                                                 
1 Being phased out and replaced with CO2 extinguishers 
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Part 2 - Fire Safety Procedure 
 
The main priority is for everyone to get out and stay out until the Head or Deputy on the advice of the Fire & 
Rescue Services Officer authorise the return to classrooms/offices.  Staff must ensure that those in their care 
get out quickly, quietly and in an orderly fashion, using the nearest available exit. 
 
Action on discovering a fire 
 

 raise the alarm by operating one of the manual call points  
 

 attempt to tackle the fire only if trained and if it is safe to do so (small fire, clear escape, only 
discharge one extinguisher) 
 

 leave by the nearest available exit to the assembly point at: 
 

o Senior School – Lancaster Site all weather (Astro) Pitches 
o Preparatory School – Victoria Site upper tennis court/playing field 

 

 do not use the lifts.  
 
Action on hearing the alarm (continuous siren) – all persons except for Fire Marshals and Caretakers 

 

 do not stop to collect personal belongings 

 close windows and doors if it does not cause undue delay 

 escort any visitors and leave by the nearest available exit and go to the assembly point 

o Senior School – Lancaster Site all weather (Astro) Pitches 
o Preparatory School – Victoria Site upper tennis court/playing field 
o Nursery – outside area and await direction to move to the Prep assembly area (if necessary) 

 do not use the lifts  

 do not return to the building until given the all clear by the Fire & Rescue Service. 

 

Action on hearing the alarm – Estates team (caretakers) 
 
It is the responsibility of Estates Bursar/Caretaker/Fire Officer to ensure that the Fire & Rescue Service is 
called by dialing 999 immediately the fire alarm is sounded and fire confirmed. 
 

 check which zone has been activated by viewing the Fire Control Panel 

 investigate cause of alarm immediately by going to the place of origin of the alarm activation or 
dispatch another fire marshal to do the same 

 if a fire is identified – call the Fire & Rescue Service 999  

 meet the Fire & Rescue Service and report any persons who remain in the building, report on areas 
not able to be checked, any signs of fire observed and the zone indicated on the panel and the 
location of any hazards to the Fire & Rescue Service e.g. flammable substances.  Handover Fire 
Service Information Pack. 

 if there is no fire, investigate further what could have caused the alarm 

o fault on system 

o accidental activation 
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 silence the alarm and allow re-entry into school buildings once the Fire & Rescue Service announce 
that the building is safe, or false alarm identified. 

 

Action on hearing the alarm - Fire Marshals 
 

On hearing the fire alarm all available trained fire marshals are to assemble at the entrance to the Senior 

school all weather (astro) pitches. Those issued with school radios are to ensure that they are charged 

and ready for use at all times. They must be switched on when the fire alarm is activated and Fire 

Marshals must don the issued high visibility vest for identification purposes. Voice traffic on the school 

radio net must be kept to essential communication only during an evacuation and subsequent follow up. 

 
The Director Finance & Operations, or his representative in his absence, will detail off pairs of trained Fire 

Marshals and send them to conduct floor sweeps of areas where the alarm has been triggered to 

establish, where safe to do so, whether any person remains in any building, or adjacent building that may 

be at risk. On no account must a Fire Marshal enter a building where it is not safe to do so. If a building 

cannot be cleared this must be reported the Director Finance & Operations, or his representative, 

immediately. This information must then be passed on to the senior Fire Service representative on their 

arrival. 

 
Fire Marshals must not stand down unless given permission to do so by the Director Finance & 

Operations. On completion of their relevant area checks they must report back to the Director Finance & 

Operations for further tasking if necessary. 

 
Summoning the Fire and Rescue Service  
 
Main Reception is manned between 8.30am and 5.00pm Monday to Thursday and 8.30 to 4.30 on Fridays 
during term time. The master panels on both the Victoria and Lancaster Sites show the location of all the 
alarm call points on the networked alarm system in the school buildings.  In addition a small slave panel in 
the kitchen area near the Main Reception identifies in which building an alarm has been activated. SMT, 
Reception and Caretakers are always given advance warning of fire practices. If the alarm goes off for any 
other reason, the Caretakers have standing instructions (see above) to quickly confirm the validity of the 
alarm and summon the fire service accordingly. 
 
In addition the School Fire alarms are monitored by a Call Receiving Centre who out of normal school hours 
will automatically call the fire service if an alarm is activated. During normal school working hours, following 
an alarm activation the nominated Caretaker will summon the fire service. If after investigation it is found to 
be a false alarm the nominated Caretaker will contact the Alarm Receiving Centre (EMCS) and Fire Service 
Control Centre to advise accordingly and cancel any further action. 
 
Teaching staff 
 

Teaching staff are responsible for escorting their pupils safely out of the building in silence and in an 

orderly fashion.  Close windows and doors if it does not cause undue delay, check the toilets for any 

‘stray’ pupils and leave by the nearest exit, leading their class if relevant to the assembly point. Once at 

the assembly point the pupils line up in forms/class.  Form tutors/class teachers are responsible for 

conducting a roll call of their form/class on arrival at the assembly point.   

 
Specific Arrangements for High Fire Risk Areas 
 

 DT:  the Teacher or DT Technician on exiting the DT rooms will close off the supply of gas and 
electricity supply by pressing the emergency isolation valves.  
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 Science Department:  the Teacher or Science Technician on exiting the Laboratories will close off 
the supply of gas and electricity supply to the laboratories by pressing the emergency isolation 
valves. 

 

 Art Department:  the power supply to any items such as glue guns will be shut off immediately on 
hearing the alarm by the Head of Art or Art Teacher in Charge.   

 

 Kitchens:  the Cook in Charge or Assistant Cook will ensure that all equipment and machinery has 
been shut down as well as the gas and electricity by pressing the emergency isolation valves on 
exiting the Kitchen area. 

 
Office Manager / Receptionist  
 
Office staff are to collect registers, visitors’ book, absence lists, late signing in books, walkie/talkie and take 
them the assembly point. 
 
Special Arrangements for Disabled Persons and Vulnerable Individuals 
 
Certain groups, including very young children in Early Years, and individuals with disabilities or temporary 
physical impairments, are identified as being at special risk during fire evacuations. The school is committed 
to ensuring their safety through the following measures: 
 

 Personal Emergency Evacuation Plans (PEEPs):  PEEPs will be developed for the individuals 
with special needs.  The plans will be adapted for the range of disabled people who use or visit the 
school premises. 

 Identifying and Addressing Disabilities:  

o It is crucial to identify and make special arrangements for disabled persons, including those 
with less apparent disabilities such as hearing impairments. 

o Staff members should inform the Fire Officer of any identified disabilities among staff, 
visitors, or pupils. 

 Specialized Equipment for Hearing Impaired: The Fire Officer can provide specialized equipment 
to alert hearing-impaired individuals during a fire alarm. 

 Assistance During Evacuation: 

o In the event of an evacuation, disabled individuals should receive necessary assistance 
based on the degree of disability. 

o The Teacher in charge should ensure specific pupils with mobility disabilities, such as those 
on crutches, leave the room last, accompanied by the Teacher, to avoid slowing down other 
pupils and to ensure their safety. 

 Responsibility for Visitors with Disabilities:  Hosts are responsible for ensuring that visitors with 
similar disabilities are evacuated in a manner consistent with the school's safety protocols. 

 
These measures are in place to address the unique needs of individuals with disabilities and vulnerable 
groups, emphasizing the school's commitment to their safety during emergency situations. 
 
Visitors and Contractors 
 
All visitors and contractors are required to sign in at Reception, where they are issued with a visitor’s badge, 
which should be worn at all times whilst on school property. They are made aware of the emergency 
evacuation notice (see above) and the location of the assembly point. 
 
When large numbers of visitors are at the school for open days, plays, concerts, exhibitions etc a brief 
announcement is made by the event organiser advising those present of the location of the emergency exits 
that they should use in the event of the alarms sounding. 
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Prep Pupils taking lessons in Senior School 
 
Teacher in charge should: 
 

 Ensure all pupils have safely evacuated the senior school building. 

 Inform another member of staff that you have safely left the building and will be escorting Prep pupils 
across to their assembly point.  The member of staff should report your whereabouts to the Deputy 
Head. 

 Escort pupils across to the Prep School assembly point. 

 Return to Senior School assembly to report in.  
 
 
Procedure at Assembly Point - Seniors 
 
Upon reaching the assembly point, the Headmaster (or Teacher in Charge) takes charge and follows the 
established protocol: 
 

 Establishing Key Information: 
 

o Identify the person who raised the alarm. 
o Confirm the location of the fire, liaising with the Director Finance & Operations and or the 

Estates team. 
 

 Evacuation Confirmation: 
 

o Receive reports from Form Tutors/Class Teachers after registration that all pupils have been 
accounted for. 

o Ensure all visitors, contractors, and staff have evacuated the buildings and are accounted for 
utilizing the Visitors Book and Staff Signing In/Out Register. 

o Receive confirmation (or otherwise) from Prep School that all have been accounted for.  
o If necessary, organize a search with the Fire & Rescue Services for any missing pupils, staff, 

or visitors. 
 
The Head of Year, responsible for coordinating their assigned forms/classes, follows these specific steps: 
 

 Collecting Register: 
 

o Collect the register from the Receptionist/Admin Officer and distribute it to respective Form 
Tutors. 

 

 Reporting Results: 
 

 Collate returns from respective Form Tutors and report to the Deputy Head Pastoral (Deputy 
Assistant Head Pastoral). 

 If necessary, the Head of Year may deputise for Form Tutors.  
 

Form Tutors are responsible for: 
 

 Register Check: 
 

o Collect the register from the Head of Year and check their Form/Class against the register. 
 

 Results Reporting: 
 

o Report the result of the register to the Head of Year, who will convey this information to the 
Deputy Head Pastoral (Deputy Assistant Head Pastoral). 
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 Discipline Maintenance: 
 

o Return to their pupils and maintain quiet and discipline until receiving the 'all clear' from the 
Fire & Rescue Service or Headmaster (or Teacher in Charge). 

 
In the absence or unavailability of the Head of Year or Form Tutors, the Head of Key Stage may deputise.  
 
The Deputy Head Pastoral (Deputy Assistant Head Pastoral), responsible for coordinating to registration 
of all Pupils, Form Tutors, Heads of Year and Key Stage, follows these specific steps. 
 

 Reporting Results: 
 

o Collate returns from respective Head of Year. 
o Confirm all Form Tutors, HOYs and Key Stage are accounted for. 
o Reports the final clearance (or otherwise) and conveys it to the Headmaster (or Teacher in 

Charge).   
 
Other staff members (except Form Tutors, HOYs and Key Stage) provide their surnames to the Admin 
person for checking.  
 
Administrative staff check the Visitors Book to ensure that all visitors have been evacuated, and contractors 
(Thomas Franks & Prime) check their company’s signing-in book. 
 
The Deputy Head Academic, responsible for reporting other staff, contractors and visitors, receives the final 
clearance (or otherwise) from admin staff and conveys it to the Headmaster (or Teacher in Charge). 
 
 

Procedure at Assembly Point2 – Prep School 

 
Head (or Deputy Head)i should:  
 

 Receive reports from class teachers after registration, and if necessary organise a search with the 
Fire & Rescue Services for any missing pupils/members of staff/visitors. 

 Confirm Nursery has evacuated building.  If the fire is identified or suspected to be in the Prep school 
then instruct Nursery to move to muster point with remainder of the Prep school. 

 Report all Prep school accounted for to Headmaster (or teacher in charge) at the Senior school. 
 
Class Teachers should: 
 

 Collect the register from the Receptionist/PA and check their class against the register. 

 report the result of register to the Head (or Deputy Head)  

 Return to their pupils and maintain quiet and discipline until the Head (or Deputy Head) has been 
given the 'all clear' from the Headmaster or Fire & Rescue Service. 

 
Receptionist should check the Visitors Book to ensure that all visitors have been evacuated 
 
Procedure at Assembly Point – Nursery 
 
Following advice from our Fire Inspector, the Nursery will initially evacuate to their outdoor area.  
 

Nursery Manager or Deputy Manager should: 

 
 Check all pupils and staff have evacuated the nursery building. 

                                                 
2 Member of Prep Management Team to deputise in Head’s or Deputy Head’s absence 
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 Report the result of register to the Prep Head or Prep Deputy Head via walkie talkie or mobile 
(07435 976 929 or 01782 664623). 

 If any member of staff becomes aware of a real need to evacuate further then the Nursery staff are 
to be notified to evacuate to the Prep School assembly point. 

 Return to their pupils and maintain quiet and discipline until the ‘all clear’ has been given. 
 
Communication between Senior and Prep School assembly points 
 
Contact will be maintained using school radios or mobile phone. 
 
Fire Drills 
 
Fire drills, a vital component of our safety commitment, occur at least once per term, facilitating regular 
evaluations of emergency procedures and continuous improvement. SMT, Reception, and Caretakers 
receive advance warnings, ensuring a controlled response, a crucial preparation for all stakeholders. 
 
The Director of Finance & Operations maintains records of each drill's date, time, and observations, serving 
as a valuable resource for evaluating evacuation efficiency. Post-drill debriefs involve relevant staff, including 
fire marshals and caretakers, gathering feedback on evacuation speed, communication, and identifying 
potential enhancements. This feedback is invaluable. Lessons learned are promptly integrated into the 
training program to address weaknesses or areas for improvement. 
 
Training for all Staff 
 
All our new staff (teaching and non-teaching) and all new pupils are given a briefing on the school’s 
emergency evacuation procedures on their first day at Newcastle under Lyme School, including the location 
of escape routes, the sound of the alarm and the location of the assembly point.  Early in the first term of the 
year a pre-notified walk through fire practice takes place. Fire action notices are displayed in prominent 
locations and we make certain that everyone knows what they look like, and where they should go on 
hearing the fire alarm. All new staff are shown how to activate the fire alarms if they see or smell a fire. 
 
All staff receive annual refresher training in fire safety and fire procedures.  Those with particular fire safety 
roles such as caretakers, fire marshals and admin staff are provided with instruction in their responsibilities. 
 
Contractors working on the premises are briefed in essential fire safety matters including location of escape 
routes, the sound of the alarm and the location of the assembly point.  We ensure that contractors working 
on gas and electrical systems are suitably qualified.  Where contractors need to conduct ‘hot works’ we 
ensure that fire risks are adequately controlled.   
 
Emergency Arrangements for Out-of-Hours Events on Site 
 
Organizing events outside regular school hours necessitates thorough emergency planning for participant 
safety. The following guidelines are crucial for staff members coordinating such events and are shared with 
Parents' Guild members for their functions. 
 

 Planning Stage.  During planning, designate a key individual, often the event organizer, as the 
responsible person for Health & Safety. Other team members, acting as ushers if required, should be 
briefed on relevant Health & Safety issues. Ensure immediate access to a telephone, either a mobile 
or school phone with an outside line. All leaders and ushers should be familiar with the location of 
Fire Alarm call points, Fire Exit doors, and routes, emphasizing the need to keep these areas 
completely clear. Additionally, consider having a few torches available in case of a power failure, 
despite emergency lighting in the school. 

 

 At the Event.  Before any function begins, such as a play, quiz, or meeting, it is essential to point 

out the location of fire exits to attendees. All participants are expected to act responsibly, ensuring 
their safety and the safety of others. Any person behaving irresponsibly should be reported to the 
leader and, if necessary, asked to leave to eliminate potential hazards. 
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 In an Emergency.  In the event of an emergency, a calm and orderly evacuation is paramount. 
Ushers play a crucial role in guiding people toward the nearest and safest exit. In case of a fire, the 
nearest person should break a fire call point, and someone must promptly call 999 for the 
appropriate emergency service. Muster point for events are: 

 
o Lancaster site  - Artificial Turf Pitch (Astro) 
o Prep School – Victoria fields 
o Margaret Powell Theatre – outdoor play area adjacent to Prep Gym 

 

 After the Emergency.  Once the main danger has passed, the organizer or designated staff 
member in charge should take the following steps: 

 
o Make sure all are accounted for and are safe. 
o Establish the nature and extent of the emergency. 
o Establish the extent of any injuries and arrange appropriate first aid. 
o Establish the name(s) of the injured and call whichever emergency services are required. 
o Arrange for one person to remain at the incident site to liaise with emergency services until 

the incident is over.  
 

 Reporting to School Authorities.  After the main danger has subsided, the organizer should 
contact the Headmaster or a senior school staff member. Provide comprehensive details of the 
incident, including names, nature, date, and time, along with information on injuries and actions 
taken. Additionally, provide contact information for future communication and record witness details 
promptly. This ensures a structured and efficient response to emergencies during out-of-hours 
events. 

 
 
 
 
 

Policy reviewed by SMT: January 2024 

Policy reviewed by Governors:    February 2024 

Next Review Due: February    2025 

 
 

                                                 
 


