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Identifying Fire Hazards
Potential Sources of Ignition
· Overloaded multi-point adaptors in electrical sockets – do not use adaptors to the point of overloading.  Use additional sockets.
· Combustible waste.  Remove waste frequently.
· Display materials.  The location and quantity of display materials on escape routes should be kept under control.
· Highly flammable materials, including paints and white spirits.  Store away from sources of ignition, Contractors, e.g. using naked flames or heat processes.  

Those at Risk of Harm
Those at risk of being harmed by fire are the pupils, the staff, parents (particularly at the beginning and end of school) and visitors such as prospective parents and contractors.
Those most at risk are wheelchair users

An Evaluation of the Risks, and Decisions as to whether existing precautions are adequate or if more needs to be done

Reducing Sources of Ignition
At the moment the school’s waste is collected in “wheelie bins” until the morning that the dustman comes when it is put out on the road.
There seem to be no other areas of concern in fulfilling our responsibilities of avoiding instances that could lead to ignition.



Minimising the Potential Fuel for Fire
Remove flammable materials and substances, or reduce them to a minimum required for the operation of the business.  A daily check will be made at the end of the day to ensure that rubbish sacks are not left in the building but rather removed to the secure rubbish store.  

Reducing Sources of Oxygen
All doors and window not required for ventilation should be closed, particularly out of working hours.  This has always been strictly adhered to with checks made by the staff at the end of each day.  The central heating system should be closed down at the end of each day.  This is always strictly adhered to and checked by staff at the end of each day.

Fire Detection and Fire Warning
The smallness of the school in terms of number of rooms, number of staff and number of pupils, and the fact that there are no unoccupied areas of the building means there are no high risk areas in terms of fire.  The school has an electronic fire alarm system consisting of manual operated, break glass call points, a control panel, and fire alarm sounders.

· The existing means of fire detection enable an alarm to be raised on discovery of a fire in time for all occupants to escape to a safe place.
· It is possible to hear and understand the fire alarm throughout the building
· The fire detection and warning system is electronically powered.  It has a backup power supply
· Staff have been told the basics of the fire warning system, how to operate it and how to respond to it and fire drills are carried out each term. 
· There are basic instructions for the school’s employees’ on each floor which explain how to operate the fire warning system and what action should be taken on hearing a warning

Emergency Lighting
The school has emergency lighting which will illuminate in the event of power loss.



Means of Escape
The existing means of fire detection and call points should result in an alarm raised giving all the occupants time to escape to a safe place.  The alarm can be clearly heard and understood throughout the whole premises.  All occupants can be out of the buildings within 60-80 seconds of the alarm which is a reasonable length of time. 
There are enough exits which are in appropriate places and they are of the type and size suitable and sufficient for the number of people likely to need to use them.  Fire resistant doors are fitted to all teaching rooms.  In the event of a fire in the corridor on the first floor landing, staff and children would be safe behind these doors until help arrived.  All escape routes are easily identifiable and should be kept free from any obstruction.  Visitors are never left on their own unattended and if the fire bell sounded staff responsible for them would direct them to the fire exits and collection point

Means of Fighting Fire
The local fire brigade inspected the premises in 2010 and the fire officer also visited in 2010. We are fully up to date in terms of fire-fighting equipment and policies and procedures.  There are sufficient extinguishers sited throughout the workplace for the purpose and they are of sufficient capacity.  The right types of extinguishers are located close to the fire hazards and users can gain access to them easily.  Instruction and training on using fire extinguishers will be given to staff once a year.

Maintenance and Testing
Regular checks are carried out weekly by the school Health and Safety Officer on fire doors, staircases, corridors, fire detection and alarm system.  The school has a contract with Flamstop Ltd.  They inspect and service all our fire detection and firefighting equipment once a year.  A record of work carried out is kept.

Fire Procedure and Training
The Fire Safety Policy takes into account of all reasonably foreseeable circumstances.  Employees are familiar with the plan by being given a copy, attending a training session and being involved in testing out the plan through fire drills.  Procedures to be followed in the case of a fire are clearly indicated on signs and notices throughout the workplace.


Providing for Disabled People
Wheelchair users are limited to the ground floor which is easy to access and is safer in that it has two alternative fire exits with wide doorways able to take a wheelchair.

Reducing the Risk of Arson
Rubbish should not be left to build up but should be removed regularly.  This has always happened.  It is put out for the dustman on Wednesday morning.  Materials stored away for safety should be properly secured.  Security measures are in place to keep people off the premises.  The front and back entrances are always kept locked out of school hours thus closing off access to the school site.  The front of the building has one entrance.

Conclusion
In view of the smallness of site, number of people on site and the precautions taken by the school, the level of fire risk comes under the category ‘Normal.’

Emergency Procedures
It is the responsibility of the School Principal to ensure that all staff are familiar with the emergency plan.  The purpose of this plan is to ensure that the people in school know what to do if there is a fire and to ensure that the school can be safely evacuated.
In every occupied room a fire action notice is conspicuously displayed, informing the occupants of:
· How to raise the alarm if they discover a fire.
· The action to be taken on hearing the alarm.
· The escape routes to their assembly point.
· The location of their assembly.

All fire doors and designated fire exit routes are identified by means of signs complying with Health & Safety Regulations.



On Discovery of a Fire:
1. Immediately operate the nearest fire alarm call point.
1. Attack the fire, if possible, with the appliances, provided you are confident you are able to tackle the fire or taking personal risks.

On Hearing the |Fire Alarm:
1. Immediately dial 999 – ask for FIRE SERVICE.
1. Leave the building via the nearest escape route and report to the person in charge of the assembly point at: Field adjacent to Halifax Road.
1. The School Administrator (or in their absence, a Supervisor) will take charge of any evacuation and ensure, as far as possible, that no one has been left in the building.
1. Do not stop to collect personal belongings.
1. Do not re-enter the building until it is safe to do so.

If there is a fire, people will be warned by activating the fire alarm.  This can be done by breaking the glass on one of the fire call points and pressing the button.
Pupils and visitors should stop what they are doing immediately and follow the instruction given by the staff member in charge of them.  They will be asked to walk in single file to the nearest fire exit.  
All staff, pupils and visitors should assemble on the field adjacent to Halifax Road.  Staff should bring the registers with them from the office and a check should be made to see if anyone is missing.
Fire extinguishers are to be found at emergency exits and should be used by staff providing it doesn’t endanger life.
The School Administrator (a Supervisor in their absence) has responsibility for supervising emergency procedures
The School Administrator will ensure that any contractors, visitors or those with disabilities are informed, instructed and led to safety.
Any machines, processes, experiments or power supplies in operation should be stopped or isolated.
The School Administrator should phone the fire brigade and any other necessary emergency services.
The School Administrator will give instructions as to when it is safe to re-enter the building, or will give instructions as to where to go.

THE POLICY

STAFF TRAINING

PURPOSE
· To make everyone aware of the importance of fire safety.
· To ensure competence in the school evacuation procedures.
· To provide staff with a knowledge of basic firefighting.

On their first day all employees should be given information about the location and use of the escape routes from where they are working and the fire warning system.  This information will be given as part of the school’s Fire Safety Policy.

Training should include the following:
· An explanation of emergency procedures practice fire drills.
· Action to take on discovering a fire.
· How to raise the alarm and what happens then.
· The action taken on hearing the fire alarm.
· The procedures for alerting visitors, including directing them to the exit.
· The arrangements for calling the fire brigade.
· The evacuation procedures for everyone in your workplace to reach an assembly point at a safe place.
· The location and use of fire-fighting equipment.
· The location of escape routes.
· How to open all escape doors.
· The importance of keeping fire doors closed to prevent the spread of fire, heat and smoke.
· How to stop machines, processes, isolate power supplies.
· The importance of general fire safety and good housekeeping.
· Informing of the risks of flammable materials used or stored on the premises.
· The arrangements for safe evacuation of physically disabled staff and pupils with Special Educational Needs.
· Stopping machinery.
· Isolating the main electrical supply in an emergency.



A sufficient number of staff who have been trained should always be present when the school is occupied.  Staff should know what hazards the fire extinguishers are provided to cover and the dangers of using the wrong type in areas of special risk, such as on fat fires in kitchen or on electrical or chemical fires.  If members of the public come on to the premises, staff should also be given training in directing  and if necessary, guiding them to a place of safety and checking that they are all out of the building.  This process is greatly assisted by adopting an access control system requiring members of the public to sign in and out of the premises

Evacuation Procedures
There should be a fire drill at least once a term.  This should be based on the assumption that one or more of the fire escape routes is affected by fire and cannot be used.  Members of the school management team should act as observers and be told beforehand of the drill.  At the debriefing they can discuss the lessons to be learnt and the areas where improvements can be made
Details of fire drills which should be entered in the fire logbook include:
· Date.
· Duration.
· Type of drill, e.g. Full evacuation or only part of school.
· The results.


Reducing Fire Risks through Good Management

Storage and Use of Flammable Liquids and Materials
The amounts of flammable liquids and chemicals stored inside the school should be kept to the minimum necessary for day to day use.  Chemicals must be stored in locked areas.
Up to 50 litres of highly flammable liquids (with flash points below 32 degrees centigrade) may be stored in a preparation room used for other chemicals.  It is also permissible to have out for use in a laboratory or preparation room a few bottles, capacity 500 cubic centimetres or less of highly flammable liquids.  Rooms containing the liquids should be kept locked when not in use.



Electrical Fire Safety
Computers and other equipment can impose heavy demands on the school electrical system. Wiring, plugs and sockets that are overloaded or in poor condition are a fire hazard.  Electrical equipment should be switched off when not in use and televisions should be unplugged when not in use.
A blown fuse should only be replaced after the cause of its failure has been discovered.  It should always be replaced with a fuse of the correct rating and never with a fuse of a higher rating.  Only a competent nominated person should wire plugs and replace fuses.  There should be regular testing and inspection of electrical circuits and portable equipment.  Flexes should be kept short as possible and equipment should never be used if it has damaged cables.  Faulty equipment should be taken out of use immediately.  Electrical installations should be tested every 5 years.
Flammable materials should not be kept in electrical switch rooms and boiler houses and care should be taken to ensure that any materials stored in switch rooms do not obstruct access to the switchgear.  All combustibles should be kept well clear of electrical equipment and switchgear.
All storage areas should be kept clean and tidy.

Portable Heaters
Staff should be discouraged from bringing their own portable heaters and electrical equipment, such as kettles into the school.  Where they are allowed, they items should be registered with the school and checked by a competent electrician.

Smoking
The school premises is a no-smoking area.

Building Contractors
Building contractors working in schools can significantly increase the risk of fire and may cause obstruction to escape routes.  Arrangements for the proper storage of combustible materials, flammable liquids, gases and the siting of skips can be agreed before the contractor comes on site.  Arrangements should be made to monitor escape routes and to prevent obstruction.  Where such obstruction is essential to the work activity, satisfactory alternative arrangement should be mad for the safe evacuation of all occupants in an emergency.

If the work involves heat processes, such as blow lamps or welding, then a ‘hot work permit’ system should be used (contact insurance company)  These permits require confirmation that fire precautions have been taken prior to work commencing.

Flammable Rubbish and Waste
Waste must not be allowed to accumulate and should never be stored in the school overnight.  At the end of each day it should be gathered up and taken to a secure external waste storage area.  Preferably this should be at least 10 metres away from the building.
Flammable rubbish and waste should also not be stored in school during the day time, especially not in escape routes, such as corridors, stairways and lobbies or where it can come into contact with potential sources of heat.

Displays
Cardboard, paper and plastic that form part of displays can be means of rapid fire spread.
· Do not put displays down stair-ways which are part of the designated fire escape route.
· In school corridors, display materials should be kept away from curtains, doors and heat sources, so that fire cannot easily spread.
· Do not put displays above fires or heater.
· Keep down the total area for displays in any one area.
· Keep displays away from exits.
· Keep displays away from ceiling voids which lack barriers.
· Displays must not obstruct escape routes or obscure fire notices, fire alarm call points, firefighting equipment, emergency exit signs or lights.

Items Prohibited on an Escape Route
Items which pose a potential fire hazard or those which could cause an obstruction should not be located in corridors or stairways intended for use as a means of escape. Examples are:
· Portable heaters of any type.
· Heaters which have unprotected naked flames or radiant bars.
· Fixed heaters using a gas supply cylinder, where the cylinder is within the escape route.
· Oil-fuelled heaters.
· Cooking appliances.
· Coat racks.
· Temporarily stored items, including waste bins.
· Electrical equipment, e.g. photocopiers.

The layout of loose furniture, particularly in open plan or semi-open plan teaching areas, should not obstruct escape routes and should take into account of the needs of users such as wheelchair users or others who require assistance with mobility

Defining the Escape Route
The contents of any room in which staff or students are working should be arranged to ensure that there is a clear passageway to all escape routes.  Tables and chairs should not block the escape route.

Fire Fighting Equipment
Extinguishers
· Water extinguishers should be used for fires involving ordinary combustible materials such as wood, paper and textiles.
· Foam extinguishers should be used where fire involves flammable liquids such as oils, solvents and cooking fat.  They should also be used on electrical equipment fires.
· Carbon Dioxide extinguishers should be used where fire involves liquids such as oils, solvents, etc. They should also be used on electrical equipment fires.  Care should be taken not to hold the discharge horn as it freezes up on discharge.
· Weekly checks should be made on extinguishers to check the safety slip and indicating devices to determine whether the extinguisher has been operated and to check for any external corrosion, dents or other damage that could impair the safe operation of the extinguisher.
· An annual service of all firefighting equipment should be carried out by Flamstop.
· Fire blankets can be used to smother small fires involving cooking fat and other flammable liquids and can be used to deal with people whose clothes are alight.  They should be wrapped and rolled in the blanket.  Once used, the fire blanket needs to be replaced.
· All firefighting apparatus should be located so that it is conspicuous, accessible when needed and protected from accidental damage.
· Members of staff should only consider fighting a fire after they have seen to the evacuation of the pupils in their charge and raised the alarm.  They must inform other members of staff of their intention to fight the fire and they must be certain that their actions will not place themselves or others in danger.  If they are in the slightest doubt then they must evacuate the building along with their pupils.



The Fire Detection System
The alarm system can be clearly heard throughout the school and will continue to operate until the building is evacuated.  It is instantly recognisable and different from any other signal used in the school.  The control panel is located on the wall in the main entrance hall leading to the Emergency Fire Escape.  The alarm can be raised in school at the panel.
The fire detection system should be regularly tested by the school fire officer.  This should include:
· A daily check of the control panel.
· A weekly check that the sounders operate.
· A weekly completion of the fire log book with details of the date, time and device tested.  Defects should be entered under the ‘Action Required’ and appropriately reported for action to be taken.
· A yearly maintenance to be carried out by a qualified engineer.

End of Day Procedures
· All flammable materials to be locked away.  All valuable equipment to be secured.
· All rubbish/waste to be removed from the building and placed in secure storage.
· Check that everyone has vacated the premises and all rooms, especially the toilets.
· Check that any external lighting is working correctly.
· All windows to be shut and locked.
· All internal doors are to be closed (to prevent spread of fire).  The fire alarm system should be correctly set.
· All the external doors should be secured.
· All perimeter gates to be shut.
· Check that escape routes are not obstructed in any way.
· Check that self-closing doors close fully.  Any defects to be reported and remedied at the earliest opportunity.
· Notices should be displayed in each room as a reminder to check that at the end of the day equipment has been switched off and electric plugs removed from their sockets.

Building Contractors
Building contractors working in schools can significantly increase the risk of fire and may cause obstruction to escape routes.  They may:
· Carry out operations using heat, e.g. plumbing.
· Store combustible materials or flammable liquids in, or close to the school building, which could act as a fuel supply for a fire e.g. petrol or paint.
· Break through fire walls.
· Interfere with the normal security measures of the school and make it more vulnerable to attack, e.g. Scaffolding against building.
· Reduce the width or availability of escape routes by their activities or by the positioning of materials or equipment.

These risks can be anticipated, leading to appropriate measures taken, by discussing with the contractor how the work will be carried out.  Similarly, arrangements for the proper storage of combustible material, flammable liquids etc. and the siting of skips can be agreed before the contractor comes on site.
The school health and safety officer should monitor escape routes to prevent obstruction.  Where obstruction is essential to the work activity it should either be done in the holidays or at weekends.  If it has to be done in school time satisfactory alternative arrangements should be made for the safe evacuation of all occupants in an emergency.

If the work involves heat processes a ‘hot work permit’ system should be used.  Permits should be available through the school’s insurance company.  The school should ask contractors to inform them every time a heat process is used so that any necessary precautions can be taken.  These permits require confirmation that fire precautions have been taken prior to work commencing.  Such arrangements are easiest to make on larger long-term projects where a method statement is required from the contractor under the Construction Regulations 1995.
For day to day repair work all workmen should report to the school office to discuss their work before they start.

Review and Revise
Any significant changes at school in terms of premises, work processes, furniture or the number of people likely to be present in the workplace can lead to new hazards or increased risk.  In such circumstances the risk assessment will need to be reviewed in the light of the new hazard or risk and appropriate changes made to the Fire Safety Policy and current fire safety practice.
In addition, in the event of a fire or a ‘near miss’ the school’s fire risk assessment should be reviewed.






Policy Review Information:
	Review date
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