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1.0 Introduction
Sherborne House School acknowledges its responsibili es under the Regulatory Reform (Fire Safety)

Order 2005, and will ensure that a ﬁre safety risk assessment is carried out on its premises to
determine the 'general ﬁre precau ons' / 'preven ve and protec ve measures' needed to comply
with the requirements imposed under the Order.
Sherborne House School will appoint a 'competent person' to assist with implemen ng the
requirements of the Regulatory Reform (Fire Safety) Order 2005 including ﬁre risk assessments.
Sherborne House School will make and give eﬀect, where responsible, to such appropriate
organisa onal arrangements for the eﬀec ve planning, organisa on, control, monitoring and review
of its preven ve and protec ve measures. Sherborne House School will implement such general ﬁre
precau ons and will ensure, so far as is reasonably prac cable, the safety of its employees,
contractors and visitors. These general ﬁre precau ons will be implemented on the basis of the
following principles from Part 3, schedule 1 of the
Order:
1.1.
1.2.
1.3.
1.4.
1.5.
1.6.

Avoiding risks;
Evalua ng the risks which cannot be avoided;
Comba ng the risks at source;
Adap ng to technical progress;
Replacing the dangerous by the non-dangerous or less dangerous;
Giving appropriate instruc ons to employees, and, as speciﬁed inar cle 4 of the Order,
these general ﬁre precau ons will include:
1.1.1.Measures to reduce the risk of ﬁre on the premises and the risk of the spread of ﬁre on
the premises
1.1.2.Measures in rela on to the means of escape from the premises
1.1.3.Measures for securing that, at all material mes, the means of escape can be safely and
eﬀec vely used
1.1.4.Measures in rela on to the means for ﬁgh ng ﬁres on the premises
1.1.5.Measures in rela on to the means for detec ng ﬁre on the premises and giving
warning in case of ﬁre on the premises
1.1.6.Measures in rela on to the arrangements for ac on to be taken in the event of ﬁre on
the premises, including,
1.1.6.1. Measures rela ng to the instruc on and training of employees and,
1.1.6.2. Measures to mi gate the eﬀects of the ﬁre

2.0 Definitions
2.1 Sherborne House School deﬁnes
2.1.1 Fire Risk Assessment – A suitable and suﬃcient assessment of the
FireHazards, Fire Risks and the Control Measure in place to eliminate or
reduce the risk
2.1.2 Competent Person – A suitably qualiﬁed or experienced person to assist the
Fire Risk Assessment process

3.0 Monitoring and Review
3.1 The School Business Manager shall ensure that this policy is reviewed annually and in the
light of:
3.1.1
3.1.2
3.1.3
3.1.4

Any signiﬁcant changes in working prac ces
Any changes in statutory legisla on or Sherborne House School
requirements
An incident occurs that requires improvement in prac ce
A Fire Risk Assessment

4.0 Compliance
4.1 Failure to comply with the requirements of any of Sherborne House School’s Health and
Safety policies and procedures of any staﬀ member may result in disciplinary ac on
5.0 Fire Arrangements
5.1 Fire Risk Assessment
5.1.1 A suitable and suﬃcient Fire Risk Assessment will be in place for Sherborne
House School’s premises
5.1.2 The Risk Assessment will follow the requirements of the Regulatory Reform
(Fire Safety) Order 2005 and will be carried out by persons responsible for
the Fire Arrangements of the building
5.1.3 The Risk Assessment will be reviewed annually by the School Business
Manager and copy made available to relevant staﬀ, managers, Health and
Safety Representa ves and Health and Safety Commi ee Members
5.1.4 An ac on plan will be developed from the Risk Assessment, as required.
5.2 Fire Procedures
5.2.1 Fire Procedures for each building may be generic but should also be speciﬁc
to the individual building where appropriate.
5.2.2 Fire Procedures will be ﬁxed in prominent areas visible to all, including call
points and classrooms.
5.2.3 Visitors to the school will be informed of the Fire Procedures when they sign
in and will be issued with a visitors badge
5.2.4 The procedures will complement the annual ﬁre training
5.3 Fire Alarm Systems
5.3.1 Premises shall be ﬁ ed with a suitable and suﬃcient Fire Alarm System to
include:
5.3.1.1 Fire Panel
5.3.1.2 Smoke Detectors
5.3.1.3 Heat Detectors
5.3.1.4 Break Glass Call Points
5.3.2 A record is to be maintained of the loca on of all call points
5.3.3 The system shall be tested and maintained by a BAFE registered engineer
under BS5839
5.3.4 These checks should be logged in the Fire Log Book
5.3.5 The Fire Alarm System will be monitored remotely

5.4 Fire Doors
5.4.1 Each building shall be ﬁ ed with suitable and suﬃcient Fire Doors
5.4.2 These doors will be iden ﬁed by signage and will be constructed to BS476.
and will be checked regularly by the site manager.
5.4.3 These checks are to be logged in the Fire Log Book.
5.5 Emergency Lighting
5.5.1 Each building shall be ﬁ ed with suitable and suﬃcient emergency ligh ng
5.5.2 A record will be maintained to conﬁrm the loca on of the emergency ligh ng
The ligh ng will be tested and checked under BS5266 by site personnel and
at least annually by a suitable contractor
5.5.3 These checks should be logged in the Fire Log Book
5.6 Fire Fighting Equipment
5.6.1 Each building shall be ﬁ ed with suitable and suﬃcient Fire Figh ng
Equipment
5.6.2 The equipment should be checked under BS EN 3 by a suitable contractor
5.6.3 These checks should be logged in the Fire Log Book
5.7 Means of Escape
5.7.1 Each building shall have suitable and suﬃcient Means of Escape in case of an
emergency, such as ﬁre
5.7.2 The means of escape will iden ﬁed by appropriate signage. The means of
escape will be kept clear of obstruc ons
5.7.3 No ﬂammable items will be stored in protected staircases
5.8 Disabled Pupils and Staff
5.8.1 Under the Disability Discrimina on Act where staﬀ members have a mobility
issue, extra control measures will be needed to reduce the risks to them
5.8.2 If the disabled person cannot readily exit the building, such as being on a
ﬂoor other than the ground ﬂoor, they can make their way to a
predetermined loca on and the Fire Marshal and Fire Services will check on
them as soon as possible
5.8.3 The Disability Rights Commission iden ﬁes under the Regulatory Reform
(Fire Safety) Order 2005, the need for employers to take responsibility for
ensuring that all people, including disabled people, can leave the building
safely in the event of a ﬁre. The commission recommends, where possible
the use of a Personal Emergency Evacua on Plan (PEEP) for disabled staﬀ
who have signiﬁcant risks in rela on to leaving the building in the event of a
ﬁre which will be implemented by Sherborne House School when requested
by a disabled member of staﬀ or iden ﬁed by the organisa on.
5.9 Waste Arrangements
5.9.1 Measures should be in place for the prompt removal from the buildings of all
paper and cardboard waste

5.9.2

The storage of these materials within the building should be kept to a
minimum. Par cular a en on should be applied to Conﬁden al Waste and
to Cardboard produced by the delivery of goods

5.10

Security
5.10.1 Athough security in the form of access control can poten ally conﬂict with
good ﬁre evacua on procedures, security has a role to play in the reduc on
of unwanted persons entering a building who could poten ally start a ﬁre,
both by accident or premeditated intent
5.10.2 Access Systems should be eﬀec ve and kept in good order, with proper
arrangements for maintenance, this should ensure that Access Systems work
correctly in both stopping unwanted persons entering but also in respect to
the system de-ac va ng, should the Fire Alarm System be ac vated.

5.11

Attendance Registers
5.11.1 A endance registers are to printed/held in paper format as soon as
prac cably possible a er the close of morning and a ernoon registra on
5.11.2 A record shall be maintained of all pupils who have le the site a er
registra on for reasons including school trips, sport etc
5.11.3 A record shall be a maintained of all pupils leaving or arriving on site outside
of normal registra on period
5.11.4 The school will have a mechanism for logging staﬀ and visitors on and oﬀ the
site.
5.11.5 These records are to be readily available to the School Administrator or Fire
Marshall in the event of a ﬁre or other evacua on, to assist and enable
them, with the Roll Call at the Fire Assembly Point

5.12

Fire Assembly Points
5.12.1 The School will have at least one Fire Assembly Point. It will be at a safe
loca on, far enough from the building, so as not to present a signiﬁcant ﬁre
risk to persons at the point but also close enough and accessible enough so
as staﬀ can reach it without diﬃculty.
5.12.2 It should be suitably signposted.

5.13

Building Alterations
5.13.1 When any altera ons are planned for a building, due considera on should
be made in rela on to any compromise of the Fire Control Measures, such
as:
5.13.1.1
Fire Compartmentalisa on and Fire Doors
5.13.1.2
Fire Alarm System
5.13.1.3
Fire Figh ng Equipment
5.13.1.4
Means of Escape
5.13.1.5
Ven la on
5.13.1.6
Signage
5.13.1.7
Security

6.0 Training
6.1 Sherborne House School recognises that training is required for staﬀ to acquire
competence in ﬁre safety.
6.2 Annual Fire Training
6.2.1 All Sherborne House School staﬀ will complete Fire Awareness Training
annually.
6.2.2 This will normally be delivered via the Smart Log System
6.2.3 A record of comple on will be maintained
6.3 Fire Drills
6.3.1
6.3.2
6.3.3

A Fire Drill/Evacua on will take place at a minimum, termly and will be
undertaken across a selec on of mes.
These will be organised by the School Business Manager and Site Manager in
conjunc on with the Head Teacher
A er each ﬁre drill, an evalua on will be undertaken on any revision to
procedures and prac ce which should be implemented. These will be
reported to the Health and Safety Commi ee.

6.4 Fire Marshalls
6.4.1 As well as a ending the annual ﬁre training, all staﬀ will undertake the Fire
Marshall Training through Smartlog to allow them to carry out their du es
7.0 Roles and Responsibilities
7.1 Headteacher
7.1.1 The Headteacher in conjunc on with the proprietor shall have overall
responsibility for ensuring compliance with Health and Safety legisla on.
7.1.2 The Headteacher in conjunc on with the proprietor shall ensure that
adequate resources are made available to implement the policy and carry
out any remedial ac on or amendments to this policy
7.2 School Business Manager
7.2.1 Shall ensure that this policy is reviewed annually and in the light of any
changes in working prac ce and/or changes in statutory legisla on and/or an
incident occurs that requires improvement and /or the ﬁre risk assessments
iden ﬁes signiﬁcant risks that are not already addressed
7.2.2 Shall ensure the eﬀec ve implementa on of the Fire Safety Policy
7.2.3 Shall ensure that all ac vi es and sites within their responsibility are
assessed for ﬁre risks
7.2.4 Shall ensure that every member of staﬀ is given ﬁre training as part of their
induc on and completes the Smartlog ﬁre training on an annual basis
7.2.5 Shall ensure that designated staﬀ receive Fire Marshall training through
Smartlog to ensure adequate Fire Marshalls across site.
7.2.6 Shall liaise as necessary on ﬁre safety design implica ons for construc on
and refurbishment projects with architects, building control and contractors
7.2.7 Shall ensure that an appropriate assessment and procedures are in place in
respect of ﬁre and evacua on for any disabled member of staﬀ.
7.3 Site Manager
7.3.1 Shall liaise as necessary with contractors to provide ﬁre safety informa on

7.3.2
7.3.3
7.3.4
7.3.5
7.3.6

Shall supervise contractors in rela on to their ﬁre risks and ﬁre control
measures
Shall arrange for the maintenance of the ﬁre alarm system, emergency
ligh ng, ﬁreﬁgh ng equipment and any devices provided for ﬁre safety e.g.
ﬁre doors and door release systems
Shall arrange for the weekly tes ng of the ﬁre alarm systems
Shall, in conjunc on with the School Business Manager and Head Teacher
arrange ﬁre drills and evacua ons Shall check on disabled staﬀ in regards to
their safety and the relevant pre designated areas (only when safe to do so)
Shall ensure staﬀ members are not re-entering the building un l the all clear
is given by the Senior Fire Oﬃcer in a endance.

7.4 All Employees who also designated as Fire Marshalls
7.4.1 Shall monitor the area within which they work correct if possible, and report
if not possible, any problems they note such as wedged open ﬁre doors,
missing ﬁre ex nguishers, defects etc
7.4.2 Shall on hearing the con nuous ﬁre alarm, ‘sweep’ their designated area and
encourage occupants to move promptly to the nearest ﬁre exit and then to
direct them to the nearest assembly point
7.4.3 Shall check on disabled staﬀ in regards to their safety and the relevant pre
designated areas (only when safe to do so)
7.5 All employees
7.5.1 All employees shall be responsible for becoming familiar with the relevant
contents of this Fire Policy and the day to day observa on of ﬁre safety
7.5.2 All employees shall be responsible for becoming familiar with the contents of
their local Fire Procedures
7.5.3 All employees shall be responsible for ensuring that they complete the ﬁre
safety training on an annual basis
7.5.4 All employees shall be responsible for raising the alarm in the event of a ﬁre
or suspected ﬁre
7.5.5 All employees shall be responsible for ensuring that buildings are kept clear
of rubbish build up, including cardboard and paper, par cularly in and
around ﬁre escape routes and exits
7.5.6 All employees shall be responsible for signing in/out in the register to
maintain an accurate record of their whereabouts
8.0 Further Arrangements
8.1 For more detailed informa on regarding the management of Health, Safety, and Welfare
within Sherborne House School, employees should refer to the Health and Safety Policy.

Annex 1

ACTION TO BE TAKEN ON DISCOVERING A FIRE OR HEARING THE FIRE ALARM
Upon discovery a ﬁre or evidence that a ﬁre has occurred e.g. smoke you must immediately:
Activate the nearest fire alarm
And where possible advise the oﬃce the loca on of the ﬁre and any other relevant informa on
Upon Hearing the Fire Alarm
1.
2.
3.
4.

Member of Staﬀ to lead class via nearest exist to assembly point on ﬁeld
Ensuring that any visitors are led to assembly area
Check toilets and other areas on the same ﬂoor of building to ensure areas are clear
Where possible close windows and doors to prevent the spread of ﬁre

Fire ex nguishers are only to be used where ﬁre prevents your exit – the priority is to safely evacuate
the buildings. Figh ng ﬁre should only be undertaken by trained and competent individuals.
The School Administrator and Admin Assistant are to co-ordinate the roll call, taking with them the
registra on records, staﬀ signing in sheet and visitors records. Immediately this has been completed
they are report to the Headteacher.
In the event that any individual is unaccounted for, the Business Manager is to co-ordinate a search
of the premises and site where safe to do so. They are not expected to and must not put themselves
at risk in comple ng addi onal searches.
Other Actions
Site Manager and Business Manager to immediately establish the loca on of the ﬁre alarm
ac va on, either through detector or call point.
Where possible, establish that there is a genuine cause for the ac va on, however no risk to
individual safety and/or the poten al to spread ﬁre through the introduc on of oxygen must be
taken. If cause cannot be established and there is any doubt that it is a false alarm it must be
treated as a genuine ac va on
The Business Manager (or School Administrator in their absence) is responsible for ensuring the Fire
Brigade is called using the 999 service.
The Site Manger or other nominated individual is to wait at main gates to signal to the emergency
vehicles on arrival, ensuring the gates remain open. They need to direct the vehicles towards the
buildings(s) where the ﬁre is located.
The school’s alarms are monitored centrally and will alert the security company, their instruc ons are
to a end site and should not be relied upon for calling the ﬁre brigade.
End

