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                      INTRODUCTION

Fire Safety is the responsibility of all staff. All staff must ensure they :

1. Understand the system for evacuation of the building.

2. Understand how to safely use flammable resources. 
· Follow Guidelines, Storage and Safety procedures.

· Follow Risk Assessments (general or on lesson plans)

3. Keep corridors free of permanent obstructions and any unnecessary flammable materials 

4. Keep fire doors, room doors and door glass panels clear.

5. Report any misuse or concerns regarding any fire safety equipment to the Bursar or Health and Safety Co-ordinator.
6. Keep rooms in good order, doors clear, paper sensibly stored and regularly empty recycled paper bins. 

7. Keep display boards neat and tidy. Remove any out of date or tatty notices in classrooms and corridors. 
8. Report any concerns regarding electrical equipment, heat sources or any other flammable. 
9. Personal electrical equipment should be checked and in good order.  Before use all items should be reported to the Bursar.                                                                                                           

10. On discovering a fire break alarm glass, evacuate room and alert other staff nearby. If possible alert SMT.
11. Display Fire Drill information, map and fire stations.          
12. Make sure visitors know what the evacuation procedure is. 
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               FIRE DRILL and Emergency Evacuation ( School in Session ) 2009-10
The Fire Drill area is the Lower field, with fire assembly numbers on the main path. Year 11 at the top end near car park, down to year 7 near the Loder Road entrance.

Form Tutors : Please ensure your tutor group know their fire station number, where to line up and can line up, quietly, in alphabetical order.  Stress the need for co-operation.

Heads of School / Heads of Year and Deputy Heads of Year : Stand with own year group to ensure good behaviour.  HOSch / HOY at front. Dep HOY at the back.
HM and 2 deputies will over see the Fire Drill from the “bus turning” area  (Organise microphone system).   HM and Deputy – P.A.(s) wait with the HM. SMT:  H+S officer to liaise with caretaking staff concerning the emergency situation and report to HM and Deputies. All SMT assist evacuation. 
Once outside : MAR/LEW assist HM/ORR/CHU/BKR. BLY/LEE assist non pastoral groups. DAS/GNP assist pastoral staff, end of lines.

On hearing first Fire Bell (warning, be alert ): Caretakers turn bell off and check.  On Duty SMT to support and decide if evacuation is necessary. Two way radio available to assist communications. H+S officer to assist as soon as possible.

In the event of a FIRE/EMERGENCY the bell will be turned on to run continuously :

· All staff : Check area as you leave, work with staff nearby.

· Teachers as appropriate - close windows and doors, turn off gas and electricity. Get pupils to assembly area, encouraging good, calm behaviour. Once out stay out of all buildings. Move to safe area. 
· Form Tutors : Once outside collect the special “paper” register from HOY to check names. Pupils must be quiet, in single file, alphabetical order.
· Form Tutors having taken the register immediately return register to HOY, reporting “all correct” or point out unexplained absences.
> Head of Year report to Head of School “All CORRECT” or concerns. 

    > Head of School report to Mr Orrells “All correct” or concerns. 

· Staff covering a register, assume responsibility for the Form.

· School Office Staff bring out registers give to HOY (for tutors)
· Attendance Staff bring out the signing out and late book in case required.

· First Aid Staff bring First Aid Kit and medical book in case required.
· Cover Manager + deputy bring a copy of the cover list, timetable.
On grass area opposite bus turning area -following report to named staff :

1. Admin/Technical staff report to Mrs Stephen/Miss Norris
2. All visitors report to Reception staff 

3. DA/Supply/Non Pastoral Staff report to Mrs Stoner/Mrs Francesca Parris
4. D3/D6 staff + ENG/ALN report to WIL/DHL

5. ITT staff  report to URE

6. All JAS and Monitor staff report to Senior Caretaker (on duty) + i/c Canteen.

7. Language School students and staff report to Lead Staff

    DISMISSAL : ALL STAY IN PLACE UNTIL DISMISSED BY HM (or deputy) 
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                   EMERGENCY EVACUATION

                          AFTER 3.05

On hearing the fire bell :

· The caretaking staff and SMT still in school investigate.
· All staff check area, act appropriately, stay alert.

· Alarm will be turned off during investigation.

· SMT keep in contact through “two way radio” system
· If hoax alarm re set the alarm.

· If fire discovered they will re activate the alarm.

On hearing second continuous alarm :

· The school should be evacuated.

·  Individual staff leave the building. Support any other Staff/Pupils/Jarvis staff/Visitors in your area.

· Staff taking an after school activity evacuate the school, taking the group to the nearest exit point.

· Detention group : Staff responsible for group evacuate the building by the nearest exit point. If available, take paper register with you.

Place of Safety / Contact 999 :

· Please line up along the front path, Loder Road entrance using the “fire drill” numbers one onwards.

· Caretakers at one
· Cleaners at two
· Individual groups take next numbers ( one per group)
· Individual teachers – assist.

· The most senior member of staff take control of pupil and teacher groups and work with Care Takers.

· Senior duty Care Taker in discussion with SMT (or most senior member of staff), telephone 999.                  4.         
EMERGENCY EVACUATION

AFTER 6.00 pm
On hearing the fire bell :

· Duty Care Taker and SMT, if available, to investigate.

· If hoax alarm they will re set the alarm.

· If fire discovered re activate the alarm.

On hearing second continuous alarm :

· The school should be evacuated.

·  Individual staff leave the building. Check for and support any other staff/pupils/Jarvis/visitors.
· Staff taking a late school activity evacuate the building, taking the group to the nearest exit point.

Place of Safety / Contact 999 :

· Please line up along the front path, Loder Road entrance using the “fire drill” numbers one onwards.
· School Play – line up at number one
· Caretakers at two
· Cleaners at three
· Individual groups take next numbers (one per group)
· Individual teachers – assist.

· Member of staff take control of “pupil, teacher” groups and work with Care Takers.

· Duty Care Taker, with SMT if available, call 999. 
        EMERGENCY ALARM - AFTER LOCK UP
· If alarm activated AM Security contact duty Care Taker
· Duty care taker contact support care taker
· Fire Service contacted
· Agreed SMT contacted by Care Taker.                            
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           SMT : ACTION WHEN ALARM SOUNDS

       Be prepared to assist a possible Evacuation.
Please read the following and ensure you are prepared :

1. If the alarm sounds during the day please :

· Turn on “2 way radio”  immediately and listen to conversation between care takers and SMT dealing with the situation. If in a lesson please do so with sound down so only you can hear.

· Do a quick check of the area you are in. Stay alert.
2. On duty day if the alarm sounds please ensure at least one, if possible two, SMT of the duty team go to the alarm out side the staff room to assist the care takers and be ready to reassure staff/pupils.
3. If you are out of school please make sure HM’s  P.A. and Cover Manager know, and of course your “ duty team”. 

4. Please take all alarms seriously until you know if it is :

· A hoax or

· Need to evacuate for fire or other reason

5. SMT spread out across the whole school so :

· Assist colleagues evacuate the building as quickly and safely as possible or reassure no action required.
· Encourage good behaviour and no re entry of building.
· Check different areas when the alarm sounds. As below :
· M Block       -  CHU            H Block – LEE       A block : Ros
· D/S Block   –  GNP/BKR     Library +  B/G block - staff
· Staff room – URE/Jill       F Block - DAS       
· Art Block   -  BRY              L Block - MDL
9. HM or Deputy or in absence SMT member to decide if 999 call required. H.M. – P.A. to make the call or as requested by HM or Deputy.  
As appropriate liaise with senior care taker re necessary action
                                                                                                               6.
          Evacuation of Premises – Key Staff Checks

All Staff : Although the following staff have agreed to check areas, we all need to be aware of who is in the areas where we work. Supporting each other. Thank you MDL 

Staff listed below please check area and report to Mrs Guilford, standing with HM and ORR on the bus turning area that all is clear and then go to your fire station to be registered. This should be done quickly but carefully and without putting self in danger.
L Block          :   EMR/ SWA       
M Block         :   CMG/WTN/ TAY/MTC/STN
Reception      :   Reception Staff
H Block         :   IMR/DXN/KMT
E Block         :    CHD//SHL/BAN/RCH/BCN  
Library         :    Library staff                     

B/G Block     :    CHW/EET/DVN/MAL    
Huts + Repro :   Sharon – Reprographics + Counselling Office 
F Block         :    RVT/RSL/LML/BRG/EDW
Sch Office   :    Staff + DISH office

D Block         :    DHL/HYW/ENG/CTL-DLY/SMD/CLK
Toilets          :    Diana

A Block         :    STH/SLL

Sports Hall   :    KLY / Bruce Aitken / DA AAB                                

S Block         :    GRV/PCY/Maria Pursey/Bridget Haxby/Kelly Long
Partnership   :    Linda Loaring/ Jo Wait 

Staffroom   :     URN/Jill Allen

Hall/Office/Drama  :  Mrs Stephen/Miss Norris/ETT

Environment Centre :  DAN
Swimming Pool         :   Pool staff / PE Staff  (if at the pool)
Care Takers Area    :  Senior Care taker on duty

Canteen                   :  Senior person on duty

Additional responsibilities :

· School Office Staff bring out registers give to HOY (for tutors)
· Attendance Staff bring out the signing out and late book in case required.
· First Aid Staff bring First Aid Kit and medical book in case required.
· Cover Manager and Deputy bring a copy of the cover list, timetable.
· Reception staff bring out visitors book.
Checking non pastoral staff and all visitors :

· Admin/Technical staff report to Mrs Ros Stephen/Miss Sarah Norris
· All visitors report to Reception staff 
· DA/Supply/Non Pastoral Staff report to Mrs Stoner/Mrs Francesca Parris
· D3/D6 staff + ENG/ALN report to WIL/DHL
· ITT staff  report to URE
· Caretakers/Cleaners/Canteen staff report to Duty Caretaker  + i/c Canteen.
· Language School students and staff report to Lead Staff                    7.
                    DEPARTMENT GOOD PRACTICE

                   AND  FIRE SAFETY REMINDERS
Head of Department and I/C Curriculum Area staff should :

1.  If appropriate to your department please check :

· if flammable resources used  

· are safety arrangements for use and storage in place.

2. If the answer is YES (to above), your arrangements / paperwork should be available for possible inspection by Health and Safety or Fire Service. For example :

· Written risk assessment information 

· Organised storage of stock

· Safety guidelines, instructions on use, storage etc. 

3. Please encourage your department to do a regular “quick” visual check of rooms/area to ensure :

· Rooms are reasonably tidy and that notice boards, window sills and all doors are kept clear and free from combustibles or any obstructions.
· Paper is sensibly stored.
· Recycle paper is not “over flowing”.
· Doorways and corridors are clear.
· Corridors should be free of permanent tables, chairs etc.

· Glass door panels should be clear.
· Corridor walls are clear of “loose” notices. 

· Fire Extinguishers or other fire safety equipment is in place and has not been tampered with.

4. Any concerns must be reported to the :

· Bursar  or 

· Health and Safety Co-ordinator                                                                                               
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             RECORD OF FALSE ALARM/ACTION

False Alarm due to breaking glass :

Due to action by the school in the form of cameras, quick action by SMT and education we have reduced the alarm being activated by pupils to very few occasions. Records kept in the Alarm Log, stored in Health and Safety Coordinators tray in the staff room. 

All staff should report any incorrect use of the “break glass” alarm system to SMT. 

False Alarm due to Alarm System :

This is at present the main problem. Sensors are activating the alarm system for a variety of reasons. 

· Dust 
· Dust from cleaning

· Cleaning products

· Unknown
Records kept in the Alarm Log, stored in Health and Safety Coordinators tray in the staff room. 

Action taken to stop this :

· Alarm company called in to investigate

· Request for replacement sensors

· Discussion concerning change of sensors
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Tutor Group Fire Assembly Stations 2009/10

The list below shows where each Tutor Group should line up in the event of a FIRE, FIRE DRILL or OTHER EMERGENCY. This list must be displayed in all rooms.
Each Form Tutor must display a copy of this notice in a prominent position in their room and ensure all pupils know the number of their assembly point and can line up in alphabetical order. THIS NOTICE MUST BE DISPLAYED IN ALL ROOMS and OFFICES.
STATION TUTOR GROUP
          STATION
     TUTOR GROUP

YEAR 11

1


11IMR


  7    11MTC

HOY: FRN

2


11LCY         
            8   11DLY

Dep : BTN/STP
3


11PCY


  9   11CLH




4


11LYD 

10   11SHV




5


11RBT 

11   11BLL




6


11GRI/WHI 

12   11SOL/WST
YEAR 10

13


10SHL 

       19   10RCH

HOY : BRU

14


10JUD
/ABB

       20   10HYW

Dep :
BAN

15


10HLT           
       21   10MRT




16


10FNS


       22   10GNZ




17


10DGL

                23    10BRG




18


10CLK 
                24    10BAR

YEAR 9

25


9BRY


       31    9SNS

HOY : STN

26


9JST
    
                 32    9PBR

Dep : PHP/SHD
27


9PRC


       33    9MRS




28


9LWR


       34    9BTL




29


9IBT


       35    9BNR




3O


9FGD


       36    9OWC

YEAR 8

37


8HRK   

       43    8TNS

HOY : KMT

38


8YNG


       44    8KMP

Dep : PLE

39


8ELS


       45    8LBN




40


8RSL


       46    8LML




41


8CTL


       47    8MTN




42


8BCN


       48    8SWA

YEAR 7

49


7WTN


       55     7KLY

HOY : VGL

50


7BSP  

                 56    7CST

Dep : DNH

51


7TAK


       57     7TAY




52


7EDW


       58     7FRM




53


7MLT 

                 59    7GIL




54


7GRD  

       60    7GRT
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                 General Fire Safety Checks

School fire alarm check :

· Caretaking staff test the alarm on Monday at 5.00 pm.
· Emergency Lighting checks are carried out. A “flick” test is carried out on a monthly cycle, a different area each week.

· Records for this a kept in the JAS site office
Fire safety equipment :

· Staff should ensure students do not misuse the equipment. Eg : Fire extinguishers, fire blankets. 

· Any misuse should be reported to senior staff.

· Replacement or repairs should be reported to Mrs Stephen, who will report to the JAS office.

Fire Extinguisher Testing : 

· Testing of fire extinguishers is carried out by Care takers as part of a monthly checking cycle.

· A sub contractor makes an annual check.

· All records are kept in the JAS site office for inspection by appropriate staff.                                             

Electrical Equipment Testing :
· Testing of electrical equipment, including fire safety equipment is carried out by Jarvis staff. 

· All records are kept in the Caretakers office for inspection by appropriate staff.                                                                            
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DOROTHY STRINGER SCHOOL
BUILDING AND MAINTENANCE & CLEANING REPORT

____________________________________________________________________
TO :             BURSAR
FROM :

DATE :

_______________________________________________________________

Room or Area : ______________________________

Please list details of Building Maintenance and Cleaning Request/Concern

Use this form for :
1. Reporting a problem/concern in your room or work area.

2. Collect from the staff room or reprographics.
3. Complete and put in Ros Stephen’s tray (Bursar – SMT. Staff room trays)

In an emergency contact either :
· SMT

· Bursar
· Caretaker
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General notes page :
                                                                14.
