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NAIMA

Jewish Preparatory School

FIRE SAFETY POLICY

This Policy is intended for the entire school including EYFS

AIMS

It is the overall aim of Naima JPS to minimise the risks to staff and children, which may arise
from fire and ensure the safety of staff, pupils and any other person legally on school
premises. This will be achieved by ensuring precautions are taken to avoid fires occurring by
having a fire risk assessment and observing good fire safety practises.

The Head and the Governing body fully comply with the Regulatory Reform Fire Safety
Order 2005 (RRO) and ensure that a suitable and sufficient fire risk assessment is carried
out and recorded.

In complying with the RRO, the school management will check the fire safety and fire
precaution.

FIRE SAFETY MANAGEMENT
Main duties are:

To minimise risk from fire through thorough risk assessments

To ensure adequate staff/ fire warden training has taken place

To produce an emergency plan and put up fire notices

To conduct fire drills at least once a term

To check adequacy of fire extinguishers and its” maintenance annually

To implement recommendations from the Fire Risk Assessment

To consult with the fire risk assessment officer on matters of fire safety

To conduct regular fire safety inspections and record the findings

To make frequent informal checks of fire precautions

To ensure fire escape routes and fire exit doors/ passageways are unobstructed and
doors operate correctly

To check fire detection and protection systems are maintained and tested and records
kept

e To ensure Fire Safety Log Book is kept up to date and accessible

PERSONS RESPONSIBLE FOR FIRE SAFETY

Overall fire safety Site Manager / Head

Fire safety training, induction and revision Head / Bursar

Fire risk assessments Appointed fire risk assessor — FRCDA
Fire drills Site Manager

Updating of log book / recording Head /Site Manager / Bursar

Checks on call points Site Manager

Checks on emergency lighting Site Manager

Fire escapes unobstructed Site Manager / All Staff

Check all fire detection and protection Site Manager

systems are maintained
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FIRE SAFETY TRAINING

Fire wardens will be appointed and will undergo training. Other staff will be sent a basic fire
safety awareness video bi-annually. They will be required to remit a signed document to
confirm that they have watched the video. Further training included a fire safety update for
the Bursar & Risk Assessment coordinator which took place on 20" March April 2024 and
was carried out by the School’s Health & Safety Consultant, John Kempster of CSS. Points
arising in this meeting were outlined to staff in the regular monthly Health & Safety
committee meeting that followed. Future Insets will be given.

The Staff Handbook includes full details of the school’s fire procedures and every classroom
contains an evacuation plan. Staff should acquaint themselves with these. They will be
informed of any changes.

In addition:

¢ Any agency staff to be given fire procedure information with induction pack
e New staff to be taken through annual training schedule as part of induction package
e Visitors to be given a fire procedure information pamphlet on arrival

All records of training & induction to be recorded in fire safety logbook located in the
Premises File which is held in the Bursar’s office.

FIRE RISK ASSESSMENT REVIEW PERIODS
The school will aim to review the Fire Risk Assessment annually or following any significant
change, which includes to the building or staff particularly those involved in fire safety.

EVACUATION DRILLS
Each room displays the procedure for emergency evacuation. Fire evacuation drills are
performed at least once per term.

Different times and days of the week are used. Some drills are spontaneous and unplanned
whilst others are planned with staff being given notice ensuring all staff are aware of the
procedures.

STAFF ROLES AND RESPONSIBILITY IN THE EVENT OF AN EVACUATION ALARM

In case of absence
Most senior person in
section

Action
Evacuation of all staff and children.
Wardens to don hi visibility jackets

Person responsible
Teachers / Fire Wardens

Collection of registers and staff/ visitor Administrator / Bursar

signing in sheets

Secretary

Checking of toilets (all areas) Fire warden Deputy fire warden

Checking rooms Fire warden Deputy fire warden

Calling the fire brigade

Site Manager / Security

Administration Staff

Meeting the fire brigade

Site Manager / Security

Head
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In general, all staff will assemble at the assembly point in the Torridon House car park,
unless the source of the fire makes this impossible. During the Council works to the Torridon
House car park when it is unavailable, all staff will assemble at the temporary assembly
point located behind the fire exit from the downstairs Year 6 classroom.

The school secretary will hand out the registers once all classes are lined up in single file in
class order. The teacher or nominated person will call the register. Absentees will
immediately be reported to the Head. The Head or other nominated person should inform
the fire brigade of any person not accounted for and their last know location. No person is
allowed back into the building

FIRE DOORS AND EXITS
All doors should be closed after the last person has exited. This will prevent fire spreading
and so minimise damage. All fire exit routes are signed clearly with directional arrows.

The Head / Site Manager will ensure that all fire escape routes are kept clear of any hazards
and that staff are made aware of best practice. All escape doors must be checked weekly as
part of the risk assessments.

FOLLOW UP TO EVACUATION DRILLS

Drills must be recorded in the Fire safety logbook located in Premises file held in the Bursar’s
office. Timing of each evacuation must be recorded accurately. All persons will receive
immediate feedback on the success of the evacuation at their assembly point.

The fire assembly point is in the car park of the adjacent Torridon House or
during the Council works to the Torridon House car park when it is unavailable,
all staff will assemble at the temporary assembly point located behind the fire
exit from the downstairs Year 6 classroom.

EVACUATION PROCEDURE
INSTRUCTIONS FOR PUPILS

On hearing the Fire Alarm:

Listen to the following instructions from your teacher.

Leave the room in an orderly & sensible manner in silence via the nearest exit.

Follow the fire exit route shown on the evacuation map.

Do not run, push or panic. Walk quickly and silently with your class to the assembly
point in the car park in the adjacent Torridon House blocks of flats or behind the School
in the location behind the fire exit leading from the downstairs Year 6 classroom.

Line up in your class group in register order.
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INSTRUCTIONS FOR KEY PERSONNEL

Person ' Responsibility

Headmaster (BP) e Immediately go to Assembly Point

Act as general supervisor

Dial 999

Collect visitors sheet

Immediately go to Assembly Point

Secure Assembly point

Remain in the security hut

Camera and ensure access to emergency services

Prevent further access into the building

Collect Radio from security hut

Check alarm panel to ascertain source of fire

Close doors when fully evacuated

If possible, tackle the fire with appropriate extinguisher

Go to Assembly Point

Print off attendance sheet

Collect registers; file containing late comers & defibrillator
Go to Assembly Point

Give registers to staff

Check lower and upper levels toilets

Collect report from printer

Collect First Aid Box

Go to Assembly Point

Check no pupils or staff are in the building on her floor

Go to Assembly Point

Ensure orderly, swift, silent and safe evacuation of children,
other adults and visitors

Close all internal doors when leaving

Any staff on break or non-contact time to join nearest class
to assist

Ensure children evacuate in pairs with, where possible, at
least one adult at both the front and back of their line. When
only one adult is available, the adult should be at the back of
the line, shouting instructions to the front

Security Manager
(EO)

Security Guard
(RN/SS)

Site Manager (LG)

Secretary (JR)

Administrator (AJ)

Bursar (AC)

Staff

MAINTENANCE OF FIRE DOORS, FIRE EXIT DOORS, FIRE EQUIPMENT AND
SYSTEMS

Professional consultants maintain fire extinguishers, fire alarm systems and emergency
lighting.

Staff will also carry out the routine tests on the systems and precautions as below:

A plan of where fire extinguishers are located and their specific use can be found in the fire
safety folder.
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Frequency Method of test

Fire alarm Weekly Test key operation of
different call points each
week in rotation

Fire alarm Daily Visual check of panel for
fault indications

All external and internal Daily Confirmation that doors open
doors and that they aren’t
obstructed

Emergency lighting Monthly Operation of test switch or
circuit breaker.

Emergency lighting — Annual Switched on and leave for at
discharge test least the duration of the
battery e.g. an hour or 3
hours.

Fire extinguishers, fire Weekly Check that seals are intact,
blankets equipment has not been
removed or tampered

Records for these tests are kept in the Fire safety file located in the Premises File in the
Bursar’s office.

PAT TESTING
The Site Manager will ensure that all PAT testing is conducted regularly and certificates are
recorded in the Premises Folder which is kept in the Bursar’s office.

STORAGE OF FLAMMABLES AND CHEMICALS
The school will ensure that any combustible items are kept in storage and away from
ignition and good practice is always adhered to.

DISABLED PUPILS/ MEMBERS OF STAFF

Any persons that require assistance to evacuate the building should have a written Personal
Emergency Evacuation Plan (PEEP). Staff should be aware that they must endeavour to
evacuate them in the event of an emergency (without putting themselves at risk), and not
wholly rely on the fire and rescue service.

FIRE PLAN
In accordance with the fire procedure, a fire plan has been devised. It will be revisited
annually according to legal requirements.

FIRE SAFETY PROCEDURES
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These procedures are intended for the entire school including EYFS

This Plan has been prepared in accordance with The Regulatory Reform (Fire Safety) Order
2005 and the guidance contained in the publication Fire Safety in the Workplace in order to
ensure the safety of staff and anyone else legally on the school premises.

The purpose of the emergency plan is:

1. To ensure that everyone in the school knows what to do if there is a fire; and
2. To ensure that the school is safely evacuated.

All staff will be provided with fire safety information which they should review. The
school’s fire procedures are included within the staff handbook. Additionally, bi — annually,
the staff are sent a basic fire safety training video to watch. As with the staff handbook,
staff are expected to remit a sign off sheet to confirm that they have reviewed the
information. Staff should familiarise themselves with the location of the fire alarms buttons,
stairways and emergency exits. In addition, they should plan for Primary and alternate
routes to exit the building in case of a fire emergency. Fire drills are performed regularly.

Visitors etc are also provided with fire safety information via a pamphlet on arrival on site.

The site manager and security guards should become familiar with firefighting
instructions on fire extinguishers and know how they operate.

In case of fire:

1. Stay Calm.

2. If the fire alarm is not ringing, sound the alarm immediately using one of the fire
alarm buttons around the school.

3. This sound will be a loud continuous bell.

4. 1If the alarm fails to operate, warn other teachers by knocking on doors and shouting
warnings.

. All the teachers and children in the school will evacuate their class in an orderly and
sensible manner, in silence. Staff should evacuate the building using the closest,
quickest and safest route using one of three emergency exits. In the event that an
exit route is blocked by fire, seek the closest emergency exit, and evacuate to the
street from there and walk to the assembly point. Suitably trained fire wardens
amongst the staff will be wearing high vis jackets and they will be on hand to help
with the safe evacuation of all those on the site.

. All occupants should assemble in the assembly point in the car park of Torridon
house or if works are being carried out on the car park and it is unavailable, all staff
will assemble at the temporary assembly point located behind the fire exit from the
downstairs Year 6 classroom

. The site manager or security will call the fire brigade on 999.

. The security officers will check the building to ensure that all members of staff, all
pupils and any visitors or contractors have safely vacated the building.



http://www.legislation.gov.uk/uksi/2005/1541/contents/made
http://www.legislation.gov.uk/uksi/2005/1541/contents/made
https://www.gov.uk/workplace-fire-safety-your-responsibilities/who-is-responsible
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. Kitchen employees need to ensure that appliances are turned off before leaving the
building.
. Whoever has the school register will bring it out with them. Usually this will be the
school secretary.
11. On the arrival at the assembly point, all teachers should take their registers and
inform the head or the security guards of anyone missing.
12. No one should re-enter the building until the fire brigade have declared it safe.

Points to be considered:

Due to other threats, the security guards should ideally be the ones who open the exit doors
into Torridon House. If a security guard is not present and there is an immediate danger,
obviously any staff member can open these doors.

1. To open the emergency, exit A in the Year 6 classroom, the four bolts on the
door need to be opened before pushing the main handle.

There is a possibility that the fire is as a result of an attack on the school from outside the
school premises (e.g. petrol bomb, grenade). In some cases, the security officers will take
the decision to ban the evacuation because of a higher risk from the outside. In this case,
the officers will try to extinguish the fire themselves and keep the children and staff
members away from the fire in a safe location.




