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Policy Statement  

  

Embley acknowledges its legal obligations under the Regulatory Reform (Fire Safety) Order 2005 and 

relevant statutory guidance and best practice. Embley is committed, so far as is reasonably 

practicable, to providing a safe environment for staff, pupils, contractors, visitors, and all others who 

may be on or near the premises.  

 

Embley’s priority is to reduce the risk to life and prevent injury through effective management of fire 

safety, maintaining safe premises, and ensuring that all members of the community act responsibly. 

Fire safety procedures and risk assessments are designed to enable a calm and effective response in 

the event of a fire. Appropriate and proportionate fire precautions and management systems are in 

place to support safe evacuation and to minimise the effects of fire. 

 

This policy complies with the Regulatory Reform (Fire Safety) Order 2005, Boarding Schools National 

Minimum Standards and relevant statutory guidance and best practice. It is reviewed annually, or 

sooner if required.  

 

Embley undertakes regular fire risk assessments, fire drills, and routine testing in line with legal 

requirements and best practice. Embley’s designated Responsible Person(s) ensure that all required 

fire safety checks and assessments are carried out and recorded. 

 

This policy applies to all members of the school community, including the EYFS setting, Prep and 

Senior Schools, boarders, lettings, visitors, contractors, and volunteers. Embley is committed to 

ensuring that this policy is implemented in a non-discriminatory manner in accordance with the 

Equality Act 2010. Further details can be found in the school’s Equal Opportunity Policy. 

 

This document is available on the school website and on request from the school offices.  

 

 

Roles & Responsibilities  

 

United Learning Trust 

Under the Regulatory Reform (Fire Safety) Order 2005, the “Responsible Person” is the employer 

upon whom the legal duties for fire safety fall, this responsibility sits with United Learning Trust. In 

practice, the delivery of these duties is delegated to those with operational control, specifically the 

Headmaster of Embley and designated Responsible Persons, who are responsible for implementing 

and maintaining effective fire safety arrangements within their areas of control. 

United Learning maintains oversight of fire safety management and requires that all relevant 

documentation, including the fire risk assessment, action plans, and fire safety management plan, is 

accurately recorded and kept up to date on the Premises Compliance Database. 

 

Headmaster 

The Headmaster, acting on behalf of United Learning, has overall responsibility for the 

implementation of fire safety arrangements at Embley. This includes ensuring that the requirements 

of the Regulatory Reform (Fire Safety) Order 2005, and any other relevant fire safety legislation, are 

effectively applied within the premises. 

 



   
Fire Safety Coordinators 

The day-to-day management of the Headmaster’s responsibilities is delegated to the Health and 

Safety Coordinator and Deputy Coordinators, who act as Fire Safety Coordinators. They are 

responsible for overseeing fire safety arrangements, ensuring compliance with statutory 

requirements, and maintaining effective procedures and controls. 

The Fire Safety Coordinators ensure that all premises under their control are subject to a suitable and 

sufficient fire risk assessment, that any recommendations are promptly actioned, and that 

assessments are reviewed at least annually or sooner where significant changes occur. They are also 

responsible for reviewing this policy annually and for appointing and liaising with competent persons 

where specialist support is required. 

They arrange appropriate fire safety training for staff, ensuring it is provided at induction and 

refreshed periodically, with accurate records maintained. They also ensure that staff are provided 

with clear and relevant information on fire risks, preventative measures, and emergency procedures. 

Termly fire drills are organised at Nursery & Prep School, Senior School and during boarding hours, 

with outcomes recorded, actions communicated, and updates reported in the termly Health and 

Safety Committee meetings. 

They ensure that all inspection, testing, and servicing of fire detection and alarm systems (including 

manual call points), emergency lighting, fire doors, fire escape routes, fire compartmentation (where 

applicable), and fire-fighting equipment are carried out, with certification and service records 

appropriately retained. 

They also ensure that fire signage and notices are appropriately displayed and maintained. Regular 

checks are undertaken to confirm that fire escape routes and exits remain unobstructed, fire doors 

operate correctly, and close-down procedures are followed. The adequacy and condition of fire-

fighting equipment are also monitored. 

Fire safety information is communicated effectively to all staff, pupils, contractors, visitors, and other 

relevant persons on site, including external organisations, and appropriate instructions are provided 

where necessary. The Fire Safety Coordinators ensure effective cooperation and coordination with 

other responsible persons and duty holders who share or work on the premises. 

They ensure that any risks arising from dangerous substances are appropriately assessed and 

controlled, and that relevant information is available to emergency services where required. Suitable 

arrangements are in place for contacting emergency services in the event of fire. 

Relevant records are maintained, including those relating to maintenance, training, and fire drills. 

Fire safety performance, including compliance with this policy, is reported through regular Health 

and Safety updates to the Senior Leadership Team and the Local Governing Body. 

  

Evacuation Manager 

The available Evacuation Manager will assume responsibility for overseeing the evacuation and 

ensuring that it is carried out in accordance with established procedures. They will maintain 

communication with fire marshals using the walkie-talkies and will coordinate, receive, and act upon 

information from the assembly point Roll Call Managers. The Evacuation Manager will also provide 

the emergency services with relevant details of the incident, including any persons unaccounted for 

and key findings from the evacuation sweep. 

 

Roll Call Manager 

The available Roll Call Managers are responsible for ensuring that an accurate roll call is undertaken 

at the assembly point. They will use registers or electronic devices to account for all pupils, staff, 

contractors, and visitors, and will promptly report this information to the Evacuation Manager. 

 

Teaching Staff  



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

orderly fashion in the event of a fire alarm. They are responsible for checking registers on arrival at 

the assembly point, and for ensuring that the name of anyone who cannot be accounted for (and, if 

possible, their likely location) is passed immediately to the Roll Call Managers on duty, who inform 

the Evacuation Manager.  

 

Heads of Boarding 

Heads of Boarding are responsible for ensuring that fire drills are carried out at least once per term 

during boarding time, including at least one per year during night or sleeping hours, and that these 

are accurately recorded and submitted to the Fire Safety Coordinator(s). They ensure that all 

boarding staff and pupils receive appropriate fire safety training, with new staff and boarders 

inducted into fire procedures on their first day. They also ensure that fire safety notices are 

prominently displayed and maintained within the boarding houses. 

 

Science, 3D Design & Art and Food Technology  

Laboratory, 3D Design, Art and Food Technology Technicians are responsible for supporting safe 

evacuation procedures within practical areas. In the event of a fire alarm, they must ensure, where it 

is safe and reasonably practicable to do so, that emergency gas and electricity supplies are isolated 

using main stop valves or emergency shut-off controls, and that any hazardous substances or 

materials are secured appropriately. All staff and pupils must evacuate immediately and participate 

in the standard evacuation procedure, with evacuation always taking precedence over equipment or 

materials. Where necessary, technicians or supervising staff should ensure that equipment is made 

safe, including shutting down powered machinery, securing gas cylinders, and storing hazardous 

substances in designated safe locations. Practical areas are managed in line with CLEAPSS guidance 

during both drills and real incidents. Reception staff will have the relevant information regarding 

hazardous materials available to the Fire and Rescue Service in the emergency grab bag. Any issues 

that could affect the safety of the evacuation or emergency response, including hazardous 

substances, equipment, materials or processes that could not be safely secured or left in a safe 

condition, must be reported immediately to the Evacuation Manager. 

 

Fire Wardens  

Fire Wardens are responsible for supporting the safe evacuation of the premises in the event of a fire 

alarm. They will help direct occupants to the nearest safe exit, encourage prompt evacuation, and 

report any concerns regarding unaccounted persons or potential hazards to the Evacuation Manager 

or Fire and Rescue Service. 

Fire Wardens will assist staff, pupils, and visitors during evacuation, including those requiring 

additional support, and will report any concerns, hazards, or unaccounted persons to the Evacuation 

Manager. They will not place themselves at risk and must always prioritise their own safety. Fire 

Wardens also support the monitoring of fire safety within their areas and contribute to fire drills and 

the continuous improvement of fire safety procedures. 

 

Visitors and Contractors  

All visitors and contractors are required to sign in at Reception and are issued with a visitor lanyard, 

which must be always worn whilst on site. Fire safety information, including emergency evacuation 

procedures, is provided during the sign-in process and on the visitor lanyard. 



   
Where large numbers of visitors are present, such as during open days, performances, or events, a 

verbal announcement is made to inform them of the emergency evacuation procedure and the 

location of fire exits to be used in the event of an alarm. 

 

Summoning the Fire & Rescue Services    

The remote fire detection system is connected to Southern Monitoring LTD, providing out-of-hours 

monitoring of fire alarm activations. During periods when the site is occupied, staff will respond to 

fire alarms in accordance with the school’s emergency procedures. A designated duty phone is 

maintained for out of hours staff, and a nominated list of contacts will be notified in the event of an 

activation or emergency occurring outside normal operating hours. 

The master panels that show the location of the alarm call points on the networked alarm system in 

the school buildings are physically located as follows:  

• Manor House - in the hallway outside the Boarding Office   

• Sports Hall - Sports Hall lobby  

• Atherley Block - in the hallway outside Science/Prep Room  

• Staff room - opposite the main door.  

• Prep School -in the foyer    
 

The Fire and Rescue Service will be summoned immediately upon confirmation of a fire or when 

there is reasonable belief that a fire may be present. This will be initiated by the Evacuation Manager 

or, during boarding hours, the Senior Boarding member of staff on duty. 

The Evacuation Manager will nominate a member of staff to meet and direct the Fire and Rescue 

Service on arrival. Communication with the emergency services will be coordinated through the 

Evacuation Manager. 

 

Emergency Evacuation Procedure 

Upon discovering or suspecting a fire, the fire alarm must be activated immediately using the nearest 

call point. The building must then be evacuated without delay. 

Staff, pupils, and visitors must leave the building via the nearest safe exit, following the designated 

escape routes indicated by green fire exit signage, and proceed directly to the signposted fire 

assembly point. For the Senior School this is the North Lawn, and for the Prep School the sports pitch 

to the west of the Prep School.  

Where staff are responsible for pupils, they must ensure that pupils leave calmly and quietly under 

supervision. Relevant staff must implement any Personal Emergency Evacuation Plans (PEEPs) as 

required. If it is safe to do so, staff may close doors and windows, isolate electrical equipment, and 

activate emergency shut-off systems; however, evacuation must always take priority. 

Fire-fighting equipment may only be used by trained staff, and only where it is safe to do so without 

placing themselves at risk. 

On arrival at the assembly point, a register will be taken by relevant staff as soon as possible. Any 

missing persons, or individuals waiting in refuge areas, must be reported immediately to the Roll Call 

Manager, who will inform the Evacuation Manager. This information will be passed to the Fire and 

Rescue Service. 

The Evacuation Manager will arrange for the Fire and Rescue Service to be contacted where 

necessary and will coordinate communication during the incident. 



   
No person must re-enter any building until authorised to do so by the Fire and Rescue Service or the 

Evacuation Manager. All staff and pupils must remain at the assembly point until the all-clear is 

given. 

Emergency evacuation records for both the Senior and Prep Schools are maintained by the Fire 

Safety Coordinators. 

 

Boarding House Evacuation Procedure 

In the event of an out of hours fire alarm within the boarding house, all staff and pupils must 

evacuate immediately via the nearest safe exit and proceed to the designated assembly point. The 

member of staff on duty is responsible for coordinating the evacuation, ensuring that the boarding 

register and fire keys are collected where safely accessible, including during night-time evacuations. 

Staff must ensure that all boarders are accounted for, and any Personal Emergency Evacuation Plans 

(PEEPs) are implemented as required. The Evacuation Manager may check the fire alarm panel to 

identify the location of activation, where it is safe to do so, and arrange for the Fire and Rescue 

Service to be contacted if there is any indication of fire. At the assembly point, an accurate roll call 

must be conducted immediately, and any missing persons or concerns reported to the Evacuation 

Manager, who will liaise with the emergency services. No person may re-enter the building until 

authorised by the Fire and Rescue Service. Records of boarding evacuation drills and incidents are 

maintained by the Heads of Boarding and communicated with the Fire Safety Coordinators.  

  

Fire Safety Training and Induction 

All new staff receive a fire safety briefing on their first day at Embley. All new pupils, including those 

in EYFS, are provided with appropriate fire safety instruction within their first term. This includes 

instruction on emergency evacuation procedures, identification of fire exits and escape routes, and 

guidance to the designated assembly points. Fire action notices are displayed throughout the 

buildings, and all individuals are made aware of their location and purpose. Staff are also shown how 

to raise the alarm in the event of discovering a fire. 

The safe evacuation of all occupants is the school’s priority. No person should attempt to fight a fire 

unless it is safe to do so and they have received appropriate training. Protecting life always takes 

precedence over property. 

Fire safety training is provided to staff at induction and refreshed annually by the Deputy Health & 

Safety Coordinator. This includes instruction on evacuation procedures, staff responsibilities, and 

awareness of fire risks, including those associated with dangerous substances. Fire safety is also 

reinforced through regular Health and Safety meetings and regular internal communications. 

Relevant staff are provided with additional role-specific training. Fire Marshal training is undertaken 

every three years, and fire extinguisher training is provided to staff as identified through risk 

assessment and refreshed regularly. The Fire Safety Coordinator receives appropriate fire risk 

assessment training and maintains oversight of training requirements. 

Members of the site maintenance team shall receive suitable training and guidance in relation to fire 

safety management, including the operation of fire alarm systems, fire door inspection regimes, fire 

extinguisher inspection and use, and Fire Warden responsibilities. The Estates Manager is responsible 

for ensuring that members of the site maintenance team understand their roles, responsibilities and 

the standards expected of them in maintaining effective fire safety arrangements across the 

premises. 

A programme of fire safety training is maintained by the Fire Safety Coordinator, with accurate 

records kept of training content, attendees, and providers. These records are retained within the 

Health & Safety Teams folder.  



   
Contractors undertaking hot works are subject to a permit-to-work system, issued by the Estates 

Manager or Health & Safety Officer who take Permit to Work training every 3 years.  

Technicians working in practical areas, including science, design and technology, art, and food, follow 

CLEAPSS guidance in relation to fire safety and emergency procedures. 

Fire drills are conducted regularly to ensure that procedures are understood and can be followed 

effectively, helping to build confidence and ensure readiness in the event of an emergency. 

 

Personal Emergency Evacuation Plans (PEEPs) 

The school is committed to ensuring that all staff, pupils, contractors and visitors who may require 

assistance to evacuate safely are supported through the development and implementation of 

documented PEEP.  

Where a member of staff or pupil has an identified need that may affect their ability to evacuate 

safely, a PEEP will be developed in consultation with the individual's Line Manager. Pupil PEEPs will 

be developed by staff responsible for their care, with support from the Health and Safety Officer as 

required. The arrangements detailed within the PEEP will be communicated to those responsible for 

supporting the evacuation and, where necessary, shared and agreed with parents/carers. 

A PEEP may include adjustments to timetabling, room allocation, and access arrangements to ensure 

that teaching and accommodation is located on ground floors where safe and appropriate. A tailored 

induction will be provided, and arrangements reviewed regularly. 

Visitors and contractors who identify a need for assistance during evacuation will be supported 

through a temporary PEEP. A visual, mobility or hearing check sheet may be completed at Reception 

where required, and appropriate arrangements put in place for the duration of their visit. 

The school does not rely on lift evacuation in the event of fire, and lifts must not be used. Where 

necessary, evacuation arrangements will be adapted to ensure individuals are not required to access 

upper floors without appropriate controls in place. 

All staff are made aware of their responsibilities to support individuals requiring assistance, and 

evacuation arrangements prioritise the safe and timely evacuation of all persons. 

 

Fire Practices   

The school conducts a fire drill at least once per term to evaluate evacuation procedures and ensure 

staff and pupils remain familiar with emergency arrangements. In addition, boarding houses 

undertake a night-time evacuation drill each term. New staff and pupils receive fire safety induction 

training, including emergency escape procedures, to help ensure the safe and efficient evacuation of 

the school in the event of a fire. Contractors, visitors, hirers and users of school facilities are provided 

with relevant fire safety information and evacuation procedures on arrival or prior to occupying the 

premises, as appropriate. 

 

Records 

The school maintains comprehensive records of all fire drills, evacuations, alarm activations, staff 

training, maintenance activities, testing, and inspections relating to fire safety systems and 

equipment. The Health and Safety Officer regularly reviews these records and reports findings to the 

Estates Manager and Senior Leadership Team, highlighting trends, lessons learned, equipment issues, 

and opportunities for continuous improvement in fire safety management and emergency 

preparedness. 

Fire drill records include: 

• Date, time and location of the drill. 

• The nature of the drill (planned or unplanned). 



   
• Evacuation times and occupancy levels. 

• Whether all occupants were successfully accounted for at the assembly point. 
• Details of any evacuation route variations. 

• Good practice observations relating to evacuation behaviour, Fire Marshal performance, 

headcounts, assembly point management and evacuation checks. 

• Areas for improvement, defects identified and corrective actions required. 

• Confirmation that findings have been communicated to relevant staff and senior leaders. 

• Action tracking and closure dates. 

 

The school undertakes a minimum of one fire drill per term within the Nursery & Prep School and 

Senior School, with at least one out-of-hours boarding house evacuation drill per term. Additional 

drills may be undertaken following changes to buildings, procedures, staffing arrangements or where 

concerns have been identified.  

 

Records are retained to monitor the effectiveness of emergency arrangements, evacuation 

procedures, staff competence, Fire Marshal provision, accountability processes and the performance 

of fire safety systems and equipment. Any issues identified are scheduled for corrective action and 

monitored through to completion. 

Holiday Period Fire Evacuation Arrangements 

During school holiday periods, when teaching staff and pupils are not normally on site and the 

premises may be occupied by support staff, contractors, lettings users, Nursery staff and children, or 

holiday club attendees, the fire evacuation procedure will remain in operation. Where the usual 

Evacuation Manager is not on site, the most senior member of staff present or another nominated 

competent person, will assume responsibility for managing the evacuation. Prior to holiday periods, 

the emergency grab bag must be formally handed over to the nominated team remaining on site to 

ensure it is available and taken to the assembly point in the event of an evacuation. The Evacuation 

Manager will coordinate roll calls, confirm that all persons have been accounted for, and liaise with 

the emergency services as required. All staff responsible for holiday provision, lettings activities or 

contractors must ensure that their occupants are evacuated safely and accounted for at the assembly 

point. 

 

Emergency Grab Bag 

Emergency grab bags are held at Prep School Reception, Senior School Reception and out of school 

hours are shared with Boarding. These contain key emergency information and resources required to 

support the management of an evacuation or other emergency incident. The relevant emergency 

grab bag must be taken to the assembly point during all evacuations and remain under the control of 

the Evacuation Manager or nominated responsible person. During holiday periods, responsibility for 

the grab bag must be formally transferred to the nominated team remaining on site to ensure it is 

available and accessible in the event of an emergency. 

 

Emergency grab bags must contain the following: 

• Grab bag contents checklist, including a termly review and sign-off form. 

• COSHH inventory for hazardous substances stored on site. 

• Visitor and contractor attendance records (iPad Management System). 

• Current parent and staff emergency contact information, or instructions for accessing this 

information. 

• Site emergency contact list, including SLT, Estates Team, Site Manager and other key 

contacts. 



   
• Copy of the Asbestos Register. 

• Emergency Evacuation Plan. 

• First aid kit containing:  

o Standard first aid supplies. 

o Burn care items, including burn dressings, cooling gel and cling film. 

o Foil blankets (minimum of 10). 

• Torch or wind-up/dynamo torch. 

• Two-way radios/walkie-talkies (subject to regular charging and inspection). 

• Whistle. 

• Clipboard, notepad and pens. 

• Site plan showing the location of:  

o COSHH stores 

o Armoury  

o Electricity isolation points 

o Gas shut-off valves 

o Solar panel isolation points 

o Radiation material stores  

• High-visibility vests. 

• List of pupils with significant medical conditions and any associated emergency care 

requirements. 

 

The contents of each grab bag must be checked at least termly and after any emergency incident to 

ensure all information and equipment remain complete and up to date. 

 

Letting or Hiring the School Premises 

The school ensures that appropriate fire safety arrangements are in place for all lettings and hirers 

using the premises outside normal school operations. 

• The school's standard letting agreement states that the Hirer will ensure the schools health, 

safety and fire policies and procedures will be adhered to. 

• The Fire Safety Information form for letting users is shared and hirers are required to sign an 

acknowledgement confirming that they understand the fire evacuation procedures, assembly 

arrangements, emergency contact arrangements and their responsibilities whilst using the 

premises. 

• The Deputy Bursar and/or Events Coordinator is responsible for ensuring all hirers receive 

relevant fire safety information before the hire commences. 

• Hirers must ensure that all participants, visitors and contractors under their control are made 

aware of the applicable fire safety arrangements. 

• Any activities involving additional fire risks must be assessed and approved in advance by the 

school. 

• Records of fire safety information provided to hirers and signed acknowledgements are 

retained by the school. 

 

Fire Risk Assessment   

The school undertakes and maintains a suitable and sufficient Fire Risk Assessment in accordance 
with the Regulatory Reform (Fire Safety) Order 2005 and United Learnings Code of Practice. The 
assessment identifies fire hazards, persons at risk, existing control measures, and any additional 
actions required to reduce risk and ensure the safety of occupants. 
The Fire Risk Assessment is reviewed at least annually by the Fire Safety Coordinator or another 
competent person to ensure it remains current, suitable and effective. Additional reviews are 



   
undertaken where significant changes occur which could affect fire safety, including alterations to 
buildings, changes in occupancy, changes in room use, refurbishment projects, construction works, 
changes to fire safety systems or following a fire-related incident, audit or enforcement action. 
The Health and Safety Lead Governor provides oversight of the Fire Risk Assessment process. United 
Learning monitors compliance arrangements to ensure appropriate standards of fire safety 
management are maintained across its schools. 
An independent Fire Risk Assessment is undertaken by a competent external fire risk assessor at least 

every five years, or sooner where significant changes to the premises or activities warrant additional 

review. 

 

Fire Risk Assessments identify: 

• Fire hazards and potential sources of ignition, fuel, and oxygen.  

• Persons who may be at risk from fire, including pupils, staff, visitors, contractors, and those 
requiring assistance with evacuation.  

• Specific fire risks associated with school activities, including science laboratories, chemical 
storage and handling, Design & Technology workshops, kitchens, plant rooms, kiln room, 
maintenance activities, and other high-risk areas or processes.  

• Existing fire prevention and protection measures.  

• The adequacy of escape routes, emergency exits, compartmentation, fire doors, signage, 
emergency lighting, and fire detection and alarm systems.  

• Additional control measures required to eliminate or reduce risk as far as reasonably 
practicable.  

• Emergency procedures, evacuation arrangements, PEEPs, and fire safety management 
controls.  

• Fire safety information, instruction, training, supervision, and competency requirements.  

• Arrangements for testing, inspection, maintenance, and monitoring of fire safety systems 
and equipment.  

• Arrangements for review, monitoring, and continual improvement to ensure fire safety 
standards are maintained. 

 

Copies of the Fire Risk Assessment and associated fire safety documentation are available to staff. 

Recommendations arising from Fire Risk Assessments, audits, inspections, drills or feedback from the 

Fire and Rescue Service are reviewed and implemented within appropriate timescales. 

 

Fire Prevention Measures 

The school implements a range of fire prevention and protection measures to reduce the likelihood 

of fire, protect life, safeguard property and support the effective management of emergencies. Fire 

safety systems, equipment and preventative controls are subject to routine inspection, testing, 

maintenance and review. 

 

Means of Escape and Fire Detection 

• Suitable means of escape are provided throughout the site and are always kept free from 
obstruction.  

• Fire detection and alarm systems, designed to Category L1 standard, are installed across the 
school and boarding accommodation to provide early warning of fire.  

• Emergency lighting is provided to assist safe evacuation in the event of power failure.  
• Fire doors, automatic door retainers and access control systems form part of the school's 

compartmentation and evacuation strategy and are maintained in operational condition.  
• Fire alarm systems, emergency lighting, fire doors and associated life-safety systems are 

subject to routine testing, inspection and maintenance by competent persons.  



   
• External escape stairs and other designated escape routes are regularly inspected, 

maintained and kept free from defects, obstructions, ice, moss and other slip or trip hazards 
that could impede evacuation.  

• Handrails, guarding and structural elements associated with external escape stairs are 
periodically inspected as part of the school's planned maintenance programme.  

• Site information, including fire alarm zones, utility isolation points, evacuation routes and 
emergency plans, is available to responding emergency services.  

• Fire safety defects identified through inspections, drills, audits or maintenance activities are 
recorded, risk assessed and remedial actions tracked through to completion. 

Electrical Safety 

• Electrical installations and portable electrical equipment are inspected, tested and 
maintained in accordance with statutory requirements and recognised standards.  

• The school assesses the fire risks associated with electrical installations and equipment 
through its fire risk assessment process and reviews control measures periodically or 
following significant changes.  

• Defective electrical equipment is removed from service until repaired or replaced.  
• Staff are responsible for ensuring equipment is switched off when not in use and that 

electrical equipment is used safely.  
• Appropriate controls are in place to minimise the risk of fire associated with electrical 

installations and equipment.  
• Electrical safety inspections, testing and maintenance records are retained and reviewed as 

part of the school's fire safety management arrangements.  
• The school maintains an Electrical Safety Risk Assessment which identifies hazards associated 

with electrical installations, equipment and activities, and sets out the control measures 
necessary to minimise the risk of fire, electric shock and equipment failure. 

Lightning Protection 

• Lightning protection systems are installed and are inspected periodically by competent 

contractors. 

• Records of inspection, testing and remedial works are retained. 

Gas Safety 

• Gas installations and appliances are maintained and serviced by competent Gas Safe 

registered engineers. 

• Suitable isolation arrangements are provided for gas supplies within kitchens, laboratories 

and other relevant areas. 

• Procedures are in place to ensure gas supplies are safely isolated when practical activities 

cease or areas are left unattended. 

Storage of Hazardous and Flammable Materials 

• Flammable liquids, gases, chemicals and other hazardous materials are stored in designated 

locations and managed in accordance with relevant risk assessments, manufacturer's 

guidance and COSHH requirements. Where required, suitable fire-resistant or specialist 

storage facilities are provided. 
• Hazardous materials used within Science, Design Technology, Art and Maintenance 

departments are managed in accordance with relevant risk assessments and specialist 

guidance. 

• Radioactive materials, where present, are stored and managed in accordance with statutory 

requirements and approved procedures. 

• Other high-risk items, including firearms and ammunition used for authorised school 

activities, are stored within secure fire-resistant storage cabinets. 



   

• LPG gas canisters and fuel cylinders used for Outdoor Education activities are stored in a 

designated metal storage cabinet located away from ignition sources and combustible 

materials, with access restricted to authorised personnel. 
Housekeeping and Combustible Materials 

• Good standards of housekeeping are maintained throughout the site to minimise the 

accumulation of combustible materials. 

• Waste is removed regularly and stored in designated external compounds wherever 

practicable. 

• Combustible materials are stored appropriately and away from ignition sources, escape 

routes and building exits. 

• External waste and bin stores are located away from buildings, where reasonably practicable, 

to reduce the risk of fire spread. 
• Additional controls are implemented within boarding accommodation to reduce the fire risks 

associated with personal belongings and prohibited items. 

Inspection, Testing and Monitoring 

• Fire safety systems, equipment and preventative measures are inspected, tested and 
maintained in accordance with the school's planned preventative maintenance programme.  

• Weekly fire alarm tests are undertaken, including the operation of manual call points on a 
rotational basis.  

• Monthly inspections of fire doors, fire escape stairways, emergency lighting, fire 
extinguishers and blankets, escape routes and external escape stairways are completed to 
verify they remain serviceable and unobstructed.  

• Routine inspections of emergency exits, fire signage, fire alarm panels, automatic door 
retainers and other life safety systems are conducted by the Estates Team.  

• Fire alarms, emergency lighting, fire extinguishers and other fire safety systems are subject 
to periodic inspection, testing and servicing by competent third-party contractors.  

• Defects identified through inspections, drills, audits, or maintenance activities are recorded, 
risk assessed and addressed within appropriate timescales.  

• Records of fire safety inspections, testing, maintenance, and corrective actions are retained 
by the Estates Department and reviewed by the Fire Safety Coordinators as part of the 
school's fire safety management arrangements. 

 

 

Prep School & Nursery  

In the event of a fire alarm activation within the Prep School or Nursery, staff should follow the 

established evacuation procedures and notify the Senior School Estates Team as soon as it is safe to 

do so. Where Estates staff are not already in the vicinity and have not heard the alarm, Prep School 

staff should contact the Senior School via a mobile phone or radio (channel 5) to request attendance. 

The Estates Team will respond to investigate and provide support as required. Estates personnel may 

also communicate and coordinate their response using the site radio system, which can be used to 

alert colleagues and confirm attendance at the incident location. 

 

Science Department 

The school recognises that science laboratories and preparation rooms present additional fire risks 

due to the use of gas supplies, electrical equipment, flammable liquids, combustible materials, 

oxidising agents, radioactive sources, chemicals and practical teaching activities. These areas are 

managed in accordance with departmental risk assessments, CLEAPSS guidance and this Fire Safety 

Management Plan. 



   
General Fire Safety Arrangements 

• Science laboratories and preparation rooms are maintained in a safe condition and are 

subject to appropriate fire risk assessments. 

• Staff working within science areas receive appropriate information, instruction and training 

in fire prevention, emergency procedures and the use of fire-fighting equipment. 

• Fire exits, evacuation routes, emergency isolation controls and fire-fighting equipment are 

kept clear, accessible, and clearly always identified. 

• Chemical stocks are managed in accordance with CLEAPSS guidance and departmental 

storage procedures. 

• Stock lists and information relating to hazardous substances are maintained digitally and 

made available to emergency services when required. 

Gas and Electrical Safety 

• Laboratories and preparation rooms are provided with clearly identified gas and electrical 

isolation controls. 

• Gas supplies are isolated when not required and staff ensure that gas taps are not left 

unattended during practical activities. 

• Electrical equipment is maintained in accordance with inspection, testing and maintenance 

requirements. 

• Portable electrical appliances are inspected and used in accordance with the schools 

Electrical Safety Risk Assessment. 

• Electrical sockets are not overloaded and electrical cables are managed to minimise fire and 

trip hazards. 

Storage of Hazardous Materials 

• Flammable liquids are stored in suitable secure storage facilities and only minimum working 

quantities are held in teaching areas. 

• Oxidising substances are stored separately from flammable materials and other incompatible 

chemicals. 

• Highly flammable metals and non-metals, including sodium, potassium and phosphorus, are 

stored securely and in accordance with CLEAPSS guidance. 

• Radioactive substances, where present, are stored in a locked steel cabinet away from 

flammable liquids and managed in accordance with the school's radiation procedures. 

• Waste chemicals and combustible waste are disposed of promptly and are not allowed to 

accumulate. 

Fire Safety During Practical Activities 

• Practical activities involving naked flames, heat sources, flammable liquids or reactive 

substances are only undertaken under the supervision of suitably trained science teachers or 

technicians.  

• Appropriate risk assessments are followed for all practical activities presenting a fire risk. 

• Flammable liquids are kept away from ignition sources and only the quantities required for 

the activity are used. 

• Staff ensure that combustible materials such as paper, displays, posters and teaching 

resources are kept away from naked flames and heat-producing equipment. 

• Blinds within laboratories are positioned away from heat sources. 

Emergency Evacuation Procedures 

In the event of a fire alarm or emergency evacuation: 

• The safety of staff, pupils and visitors takes priority over practical activities and equipment. 

• Practical work ceases immediately, and all persons evacuate in accordance with the school's 

fire evacuation procedures. 



   
• Where it can be achieved safely and without delaying evacuation, gas supplies are isolated at 

the main stop valve and hazardous substances secured. 

• Radioactive sources in use are returned to their immediate container and secured where 

practicable. 

• The Evacuation Manager informs the Fire and Rescue Service of any significant hazards, 

including hazardous chemicals, compressed gases or radioactive materials. 

• No person re-enters the building until authorised to do so. 

Fire-Fighting Equipment 

• Fire blankets are provided within all science laboratories and preparation rooms. 

• Suitable fire extinguishers are provided in accordance with the fire risk assessment. 

• A supply of clean, dry sand is available for use on small metal fires and phosphorus fires 

where required. 

• Fire-fighting equipment is subject to routine inspection and maintenance. 

• Staff receive appropriate instruction on the use of fire-fighting equipment and understand 

that evacuation takes priority over firefighting except were dealing with very small fires and 

it is safe to do so. 

Fire Drills and Training 

• Staff and pupils participate in the school's fire evacuation drills. 

• Science staff are familiar with procedures for isolating services and securing hazardous 

materials during evacuations. 

• Fire safety arrangements form part of staff induction and periodic refresher training. 

• Practical emergency procedures, including the management of small bench fires and clothing 

fires, are periodically reviewed and practised where appropriate. 

The Science Department operates in accordance with CLEAPSS guidance, departmental policy and 

risk assessments and this Fire Safety Management Plan to ensure fire risks are reduced so far as is 

reasonably practicable. 

 

 

Radiation 

Where radioactive sources are held within the Science Department, they are managed in accordance 

with the Ionising Radiations Regulations 2017, the United Learning Radiation at Work Code of 

Practice and CLEAPSS Guidance L93 Managing Ionising Radiations and Radioactive Substances in 

Schools and Colleges. 

Radiation Protection Arrangements 

• The school has appointed a suitably trained Radiation Protection Supervisor (RPS) who is 

responsible for the security, storage, use, monitoring and management of all radioactive 

sources held on site. 

• Handsam provides Radiation Protection Officer (RPO) services for United Learning and acts as 

the link between the school and the Radiation Protection Adviser (RPA). 

• An up-to-date inventory of radioactive sources, use log, leak test records, risk assessments, 

contingency plans and training records are maintained within the school's Radiation File. 

• Only authorised and appropriately trained staff access, handle and use radioactive sources. 

• Annual inspections and leak tests are undertaken on applicable sources, and monthly checks 

are completed to verify all radioactive sources remain present and secure. 

Storage and Security 

• All radioactive sources are stored within a locked, fire-resistant steel cabinet located within a 

secure, lockable science preparation room or store accessible only to authorised science 

staff. 



   
• The storage cabinet is clearly labelled with the approved radioactive material warning sign 

and is kept free from incompatible materials, including flammable liquids, corrosive 

substances and gas cylinders. 

• The location of the radioactive materials store is recorded within the emergency information 

available to the Fire and Rescue Service. 

• The current location of the radioactive source store is the Science Block Ground Floor 

Preparation Room, within the locked and clearly labelled radioactive source cabinet. 

Spill and Contamination Arrangements 

• Suitable spill control equipment and personal protective equipment are readily available for 

responding to radiation incidents and contamination events. 

• Mercury spill procedures and equipment are maintained where relevant to science activities. 

• Any radiation incident, contamination event, damaged source or suspected loss of 

containment is reported immediately to the RPS and managed in accordance with the 

school's Radiation Contingency Plan. 

Fire Alarm Activation Whilst Radioactive Sources Are in Use 

In the event the fire alarm sounds whilst radioactive sources are being used: 

• The safety of staff, students and visitors takes priority and the school's fire evacuation 

procedure is followed immediately. 

• Where it can be achieved safely and without delaying evacuation, the source is returned to 

its immediate container before leaving the room. 

• Radioactive sources are not removed from the laboratory or preparation room during an 

evacuation. 

• The Evacuation Manager, RPS and attending Fire and Rescue Service are informed of the 

location and status of any radioactive sources. 

• Following a false alarm, evacuation drill or minor incident, the RPS or another authorised 

member of staff is permitted to re-enter the building first, where safe to do so, to secure 

radioactive sources before students return. 

Major Fire Affecting Radioactive Sources 

Where a fire has affected, or may have affected, radioactive sources: 

• No person enters the affected area until authorised by the Fire and Rescue Service. 

• The RPS obtains the current radioactive source inventory and makes it available to 

emergency responders and specialist advisers. 

• Handsam (RPO), the Radiation Protection Adviser (RPA), United Learnings Head of Health & 

Safety and other relevant specialists are contacted as soon as practicable for advice. 

• Recovery, decontamination and source assessment activities are only undertaken by 

competent radiation protection specialists. 

Training and Emergency Exercises 

• Staff authorised to use radioactive sources receive appropriate training, including emergency 

procedures and contingency arrangements. 

• Radiation emergency arrangements are communicated to relevant staff and reviewed 

periodically as part of the school's emergency planning process. 

• Fire evacuation arrangements involving radioactive sources are incorporated into fire safety 

briefings, exercises and post-drill reviews where applicable. 

Radiation Emergency Information 

The following information is maintained within the school's Radiation File and is available in the 

event of an emergency: 

• Radiation Protection Supervisor (RPS) contact details. 

• Handsam Radiation Protection Officer (RPO) contact details. 

• Radiation Protection Adviser (RPA) contact details. 



   
• Current inventory of radioactive sources. 

• Location of personal protective equipment, radiation monitoring equipment and spill 

response materials. 

• Copies of contingency plans and emergency response procedures. 

This section should be read in conjunction with the Science Department Radiation File, radiation risk 

assessments, source inventory and radiation emergency arrangements. 

 

Design & Technology, Art & Design and Food Technology 

The school recognises that Design & Technology, Art & Design and Food Technology teaching areas 

present additional fire risks due to the use of machinery, powered equipment, heat sources, gas 

supplies, flammable materials, adhesives, chemicals, sharp tools and cooking equipment. These areas 

are managed in accordance with CLEAPSS guidance and departmental risk assessments. 

 

General Fire Safety Arrangements 

• All staff working within practical teaching areas receive appropriate information, instruction 

and training in relation to fire safety procedures, emergency shutdown arrangements and 

evacuation requirements. 

• Emergency gas and electricity isolation controls are clearly identified, maintained and kept 

accessible at all times. 

• The MAP soldering torches and their associated gas cylinders are stored in a locked, fire-

resistant cabinet located in the outbuilding adjacent to the 3DT room. 
• Hazardous materials, flammable substances and equipment are stored securely and 

managed in accordance with departmental risk assessments and manufacturer guidance. 

• Staff are responsible for ensuring that practical work areas are maintained in a safe condition 

and that any fire hazards are promptly reported and addressed. 

Emergency Evacuation Procedures 

In the event of a fire alarm or emergency evacuation: 

• The safety of staff, pupils and visitors takes priority over equipment, materials and ongoing 

practical activities. 

• All tools, machinery, equipment and materials are left in place, and the room is evacuated 

immediately. 

• The designated member of staff (teacher or technician) activates the emergency gas and 

electricity isolation controls on leaving the room where this can be achieved safely and 

without delaying evacuation. 

• Staff inform the Fire and Rescue Service of the location of any hazardous materials, gases or 

higher-risk equipment if attendance is required. 

• Following an evacuation, the teacher conducts a visual inspection of the room before pupils 

are permitted to re-enter and practical activities recommence. 

• The MAP soldering torches and their associated gas cylinders are returned to their 

designated safe location where this can be achieved safely. 

Design & Technology Workshops 

• During evacuations, power supplies to fixed machinery are isolated and machinery is left in a 

safe condition. 

• Where workshop preparation rooms do not have emergency isolation controls, equipment is 

switched off and secured, as far as reasonably practicable, before evacuation. 

• The workshop and store is secured on evacuation where appropriate and practical 

Food Technology Rooms 

• Power supplies to cookers, ovens and other cooking appliances are isolated before 

evacuation where this can be achieved safely. 



   
• Gas supplies serving cooking equipment are shut off during evacuation. 

• Central power isolation controls are used. 

Art & Design Rooms 

• As far as reasonably practicable, powered equipment is switched off and unplugged before 

staff leave the room. 

• Flammable materials, solvents, adhesives, aerosols and other hazardous art materials are 

stored securely when not in use. 

Management of Sharps 

• The school's arrangements for the management of sharps apply to all practical teaching 

areas. 

• Where advance notice of a fire drill is provided, departments seek to minimise the use of 

sharp tools and where operationally practicable, safely collect or secure them before the drill 

commences. 

• During an actual emergency, evacuation takes precedence, and staff must not delay their 

escape in order to collect sharps, equipment or materials. 

 

 

Staff are expected to exercise professional judgement and, where practicable, take appropriate 

steps to leave equipment, tools and work areas in a safe condition. However, the safety of pupils, 

staff and visitors, and prompt evacuation, remain paramount. Life safety and prompt evacuation 

take precedence over property protection, equipment security, or the completion of non-essential 

safety tasks. Staff will not be considered in breach of this procedure where additional safety 

measures cannot reasonably be completed to ensure a safe and timely evacuation. 

 

Secondary Evacuation Assembly Point 

A secondary evacuation assembly point is located at the Pavillion Pitch. Where necessary, and on the 

instruction of the Evacuation Manager or Emergency Services, occupants will be directed from the 

Fire Assembly Point via the Fairway following the direction of the drive to the Pavilion Pitch. 

This assembly point will be used if the primary assembly point is inaccessible, unsafe, affected by the 

incident, or if emergency services require the area to be cleared. Having a secondary assembly point 

ensures that all pupils, staff, visitors, and contractors can be accounted for in a safe location away 

from the affected area, while maintaining access routes for emergency vehicles and responders. 

 

 

 

 

 

 

 

 

 



   
 

 

 

Embley Evacuation Process Senior & Prep School  

  

1. On hearing the fire alarm, all staff, pupils, visitors and contractors must evacuate 
immediately and proceed to the assembly point. 
 

2. Roll call managers will account for all pupils, staff, contractors and visitors and report the 
outcome to the Evacuation Manager. 

o Teachers will account for all pupils in their care and report any missing pupils 

immediately.  

o Reception will account for all visitors and contractors using the electronic visitor 

management system (iPad).  

o The Deputy Bursar, or in their absence a nominated representative on duty, will 

account for all support staff, catering staff and housekeeping staff and report the 

outcome to the Evacuation Manager. 

o All roll call information and any discrepancies must be reported to the Evacuation 

Manager as soon as possible. 
 

3. All roll call information, missing persons or discrepancies must be reported immediately to 
the Evacuation Manager. 
 

4. Reception will make the emergency grab bag available to the Evacuation Manager.  
 

5. The Maintenance Team will investigate the cause of the alarm and report their findings to 
the Evacuation Manager. 
 

6. Designated members of the Maintenance Team, wearing a high-visibility vest, will position 
themselves at a suitable location to assist people safely to the assembly point. 
 

7. The designated members of the Maintenance Team will also be prepared to assist with the 
safe movement of occupants should the secondary assembly point need to be activated or 
when authorisation is given for occupants to return to the buildings. 
 

8. The Evacuation Manager will determine any further actions required, including contacting 
the Fire and Rescue Service where necessary. 
 

9. No person may re-enter any building until instructed to do so by the Evacuation Manager or 
Senior Leadership Team. 

 

 

 

 

 



   
 

 

Embley Evacuation Process Boarding (Out of Hours)  

  

1. On hearing the fire alarm, all boarders, boarding staff, visitors and contractors must evacuate 

immediately and proceed to the designated boarding assembly point. 

2. The duty member of staff will take the boarding register, emergency grab bag and fire keys to 

the assembly point and make it available to the Evacuation Manager.  

3. The duty member of staff will complete the boarding roll call and report the outcome, 

including any missing persons or discrepancies, to the Evacuation Manager. 

4. Any visitors, contractors or non-boarding personnel on site must be accounted for by the 

member of staff responsible for their supervision and reported to the Evacuation Manager. 

5. The trained Fire Warden will investigate the cause of the alarm where it is safe to do so and 

report their findings to the Evacuation Manager. 

6. Where a fire is suspected or cannot be immediately discounted, the Fire and Rescue Service 

must be contacted without delay. 

7. If the alarm is confirmed as a false activation, the Evacuation Manager may authorise re-

entry to the buildings once it is safe to do so. 

8. If the accommodation cannot be reoccupied, the Evacuation Manager will implement 

arrangements for moving boarders safely to an alternative location. Access to the Prep 

School is available for emergency out of hour use.  

9. No person may re-enter any building until instructed to do so by the Evacuation Manager or 

Fire and Rescue Service. 

10. Following reoccupation, a designated member of staff will ensure that alarms are reset, fire 

doors are returned to their normal position, and any actions taken during the evacuation are 

appropriately recorded and reported to the Fire Safety Coordinator.  

 

  

 

 

 

 

 

 

 

 



   
 

APPENDIX 1- FIRE EVACUATION PROCEDURE NURSERY, PREP & SENIOR SCHOOL 

 

IF YOU DISCOVER A FIRE 

• Raise the alarm immediately using the nearest fire alarm call point. 

 
WHEN THE FIRE ALARM SOUNDS 

• Stop work and evacuate immediately. 

• Leave by the nearest safe exit. 

• Follow green fire exit signs. 

• Do not stop to collect belongings. 

 
DURING EVACUATION 

• Walk calmly and quietly - do not run. 

• Close doors behind you, if safe to do so. 

• Do not use lifts. 

• Always follow staff instructions. 

 
STAFF RESPONSIBILITIES 

• Supervise pupils and lead them to the assembly point. 

• Take your register (if safely accessible). 

• Ensure any Personal Emergency Evacuation Plans (PEEPs) are followed. 

• Do not delay evacuation. 

 
ASSEMBLY POINTS 

• Senior School: North Lawn. 

• Prep School: Sports pitch (west of Prep School). 

 
AT THE ASSEMBLY POINT 

• Line up quietly and remain with your group. 

• Registers must be taken immediately. 

• Report any missing persons or concerns, including those in refuge areas, to the Evacuation 

Manager on duty. 

• Remain until the all-clear is given. 

 
IMPORTANT 

• Fire-fighting equipment must only be used if trained and safe to do so. 

• Never re-enter the building until authorised. 

• Always follow instructions from staff and emergency services. 

 

 

 

 

 



   
 

 

APPENDIX 2- BOARDING HOUSE FIRE EVACUATION PROCEDURE  

 

IF YOU DISCOVER A FIRE 

• Raise the alarm immediately using the nearest fire alarm call point. 

 
WHEN THE FIRE ALARM SOUNDS 

• Stop all activity and evacuate immediately. 

• Leave by the nearest safe fire exit. 

• Follow green fire exit signs. 

• Do not stop to collect belongings. 

 
DURING EVACUATION 

• Walk calmly and quietly - do not run. 

• Close doors behind you, if safe to do so. 

• Do not use lifts. 

• Always follow staff instructions. 

• Night-time: boarders must be directed safely from sleeping areas to exits. 

 
STAFF RESPONSIBILITIES 

• Supervise boarders and lead them to the assembly point. 

• Collect the emergency grab bag, boarding register and fire keys (if safely accessible). 

• Night-duty staff must take the register and lead evacuation immediately. 

• Ensure any Personal Emergency Evacuation Plans (PEEPs) are followed. 

• Do not delay evacuation. 

 
FIRE WARDEN RESPONSIBILITIES  

• Where safe to do so, check the fire alarm panel to identify the location of activation. 

• Investigate only if safe and appropriate. 

• Arrange for the Fire and Rescue Service to be called if there is any indication of fire. 

 
ASSEMBLY POINT 

• Proceed to the designated boarding assembly point- North Lawns. 

 
AT THE ASSEMBLY POINT 

• Line up quietly and remain with your boarding group. 

• Registers must be taken immediately. 

• Report any missing persons or concerns, including those in refuge areas, to the 
Evacuation Manager on duty. 

• Remain until the all-clear is given. 

 
IMPORTANT 

• Fire-fighting equipment must only be used if trained and safe to do so. 

• Never re-enter the building until authorised by the Fire and Rescue Service. 

• Always follow instructions from staff and emergency services. 
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