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LEWESTON SCHOOL POLICY ON FIRE SAFETY 

6.3 FIRE SAFETY POLICY 

Introduction  

1. Overall responsibility for fire precautions at Leweston School is vested in the Bursar, working 

with the Site Manager and the appointed Fire Officer.  This Fire Policy Statement reflects the 

importance which Leweston School attaches to the safety of its staff, students, visitors and 

other persons who may be affected by its activities and its property. 

2. Leweston School takes all reasonable and practicable steps to achieve the objectives and 

measures outlined below, in the manner that this statement sets out.  

The Policy 

3. The School will comply with the Regulatory Reform (Fire Safety) Order 2005 and all other 

applicable fire safety legislation and standards.  Where the School could be granted exemptions 

from specific regulations, it is the School’s policy that fire precaution standards and 

arrangements will be, so far as possible, at least equivalent to those which are set out in the 

Government Fire Safety Risk Assessment Guidelines.  

4. Overall responsibilities for fire precautions are exercised through the Bursar, the Health & Safety 

Committee and the Fire Officer.  The Fire Officer delegates to Heads of Departments and 

Teachers in Charge the proper application of the fire procedures in their areas of responsibility.  

5. The Fire Officer is responsible for the proper application of fire evacuation procedures through 

termly drills and annual staff training.  The Site Manager is responsible for weekly checks of the 

fire alarm system and also for the maintenance of the fire system by coordinating with PG 

Security. 

6. All members of staff, students, contractors and visitors are required to follow the standing 

instructions and fire procedures approved by the Health & Safety Committee and issued to all 

staff.  In particular, in the event of a fire alarm sounding in a school facility, occupants must 

evacuate the building and only re-enter upon the instruction of the Fire Officer and under 

guidance of a member of the Senior Leadership Team. 
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Objectives 

6. The Objectives of Fire Risk Management are to: 

a. Safeguard all personnel at Leweston School, including visitors, from  death or injury in 

the event of a fire or associated explosion.  

b. Reduce fire incidences. c. Minimise the potential for fire to occur, disrupting the 

work of the  school and causing damage to property and the environment.  

7. In respect of all facilities, Leweston School will:  

a. Provide appropriate means of escape in case of fire.  

b. Ensure that all means of escape are properly maintained, kept free from obstruction and 

available for safe and effective use at all times.  

c. Provide the means of escape with adequate emergency lighting and maintain this in 

efficient working order.  

d. Provide and maintain in working order the alarm system or the means of giving warning 

in case of fire.  

e. Provide and maintain in working order all fire fighting appliances and devices.  

f. Provide appropriate instruction and training for all school staff on the actions to be 

taken when dealing with a fire.  

g. Ensure that measures which are commensurate with the risks and the significance of 

consequential losses are taken to protect buildings, installations and equipment from 

fire. 

Responsibilities 

8. Specific responsibilities of managers, staff and students in respect of fire safety are contained in 

the annexes to this policy.  

9.  All staff are to ensure that designated fire doors are not obstructed or held open other than by 

an authorised device connected to the fire alarm system, or interfered with in any way.  

10. Failure to comply with the Fire Safety Policy or with the procedures set out in the annexes may 

result in disciplinary action being taken. 

Standards and Monitoring 

11. The Health & Safety Committee is responsible for the promulgation of the school Fire Safety 

Policy, standards and procedures.  These are designed to reflect statutory obligations and 

particular fire risk management needs of Leweston School. 

12. As part of the Health & Safety Committee’s remit the effectiveness of the School’s Fire Policy is 

audited and reported to the Board of Governors annually.   
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13.  The Health and Safety Committee will monitor the application of these arrangements within all 

areas of the school and will, if needed take further measures required to meet all legislative and 

other requirements. 

14. This policy statement will be reviewed by the Health & Safety Committee annually or at more 

frequent intervals if there are relevant legislative changes.  

15. This policy should be read in conjunction with the external Fire Risk Assessment, carried out by 

Firesure UK in 2014 and held in hard copy by the Site Manager and the internal Fire Risk 

Assessment, updated by the Bursar annually, and which can be found on the Senior Staff drive. 
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ANNEXES 

A. Procedure in the Event of a Fire 

B. General Staff Awareness 

C. Fire Alarm Systems 

D. Fire Procedure for Contractors 

E. Fire Alarms at Public Events 
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ANNEX A TO THE FIRE SAFETY POLICY 

PROCEDURE IN THE EVENT OF A FIRE 

Evacuation 

1. On discovering a fire, the alarm should be sounded by breaking the nearest manual call point, 

a verbal warning given and the fire service telephoned by dialling 999. 

2. At the sound of the fire alarm in any building in any part of the school, unless pre-arranged as 

part of a drill, all students, staff, visitors & contractors should evacuate all the buildings 

immediately by the nearest possible exit. 

3.  Doors and, if practical windows, should be closed. 

4. Senior School pupils and staff should evacuate to the car park in front of the Chapel and 

Leweston Prep pupils and staff, to the tennis courts by the walled garden. 

5. No talking or running is allowed. 

6. Staff should quickly check the areas they are passing through for anyone who cannot get out 

or who does not know where to go. 

7. Where possible, the position and nature of the fire (or other reason for the alarm sounding) 

should be noted and reported to the person in charge. 

8. Where possible, staff passing the Fire Board should note where the fire is reported to be and 

convey that information to the person in charge. 

9. A nominated person should remain in the building to check the fire alarm panel, establish the 

area in which the alarm has been activated and then proceed to that area with caution, to 

establish the cause of the activation.  The nominated person, if the alarm is triggered in the 

Manor House on weekdays from 0815 - 1620, is the Site Manager or, in his absence, the 

Deputy Site Manager.  Out of hours, the nominated person is the Glyn House Houseparent.  If 

alarms are triggered in other buildings, the nominated person, who is the senior member of 

staff present, should check the relevant fire panel.  If there is a fire, the nominated person 

should call the fire brigade and inform the rest of the school via the person in charge. 

10. Once pupils and staff have been evacuated, a small fire may be tackled by a staff member who 

has been trained, using the correct extinguisher. 

11. The Academic Administrator or appointed substitute should bring out the tutor group lists in 

the Senior School and the PA to Leweston Prep Head should bring out the registers in the 

Prep School. 

12. Runners or delegated staff may be asked to check that the stand alone Science, Health Centre 

and Art & Design blocks have been evacuated. 

13. Line ups for the fire assembly points can be found as an appendix to this policy. 
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14. The person in charge is: 

Mr G Smith     Term time weekdays 0815 - 1620  

(in his absence, the Deputy Head (Pastoral) 

Mrs L Worrall    Term time 1620 – 0815 and weekends 

(in her absence most senior member of boarding staff on duty) 

Mr Peter Churchill  School holidays 

Checking Procedure on Weekdays (0815 - 1620) 

Once the relevant assembly point has been reached: 

15. Senior School pupils should stand in form order alphabetically (by day and boarding), with 

day girls at the back of each form.  Leweston Prep students stand in line by form. 

16. Tutor group lists, registers and staff lists will be bought out by secretarial staff. 

17. Form Tutors and Heads of Year in the Senior School, form teachers in the Leweston Prep and 

Head of Early Years in the Nursery should check as soon as possible that all pupils are 

accounted for.  Any missing students should be reported to the person in charge. 

18. Staff lists will be available and staff should be checked as follows.  All staff should ensure that 

they have been checked: 

 Administrative staff by the Academic Administrator or, in her absence, the Bursary 

Administrator. 

 Senior School teaching staff by the Deputy Head (Academic) or, in his absence, Deputy 

Head (Pastoral) 

 Leweston Prep staff by the Head of Leweston Prep 

 Nursery staff by the Head of Early Years 

 Visiting/peripatetic staff by the respective Head of Department (Music, Sport etc). 

 Domestic staff by the Head of Domestic and kitchen staff by the Head Chef. 

 Resident staff by the Senior Houseparent 

 Any staff missing should be reported at once to the person in charge 

19. A runner should be sent to the Health Centre for names of pupils unable to come to the drill. 

20. Once the all clear has been given a runner should be sent to the Senior School and Leweston 

Prep assembly points to inform the person in charge that the incident is over. 
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Checking Procedure at Night (1620 - 0815) and Weekends 

Once the assembly area in front of the Chapel has been reached: 

21. Pupils should stand in form order with any day girls at the back of each form.  Sixth Form in 

alphabetical order. 

 

22. Mrs Worrall, or the duty member of boarding staff, should check pupils as soon as possible.  

Any missing pupils should be reported to the person in charge. 

23. Staff lists will be available.  All staff still on the premises should help checking other staff.  Any 

staff missing should be reported to the person in charge. 

Person in Charge 

24. The person in charge should: 

a. Collect information concerning: 

 Missing pupils or staff 

 Location and nature of fire. 

b. Should decide whether to ring the Fire Service (if not already done). 

c. Should make the decision whether to move girls to a safe place indoors (e.g. Pensabene 

Library). 

d. Should meet the fire engines and have information ready for them. 

e. Complete the fire incident report form immediately after the incident; place a copy in the 

file in the Staff Room and forward the original to the Bursary. 
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ANNEX B TO THE FIRE SAFETY POLICY 

GENERAL STAFF AWARENESS 

1. Many fire safety hazards can be avoided by vigilance.  All staff should be aware of the following: 

Fire exit doors and passages 

2. Any door or passage which forms part of an escape route should be kept clear at all times.  An 

obstruction should be removed or reported to the Fire Officer or Bursar.  Automatic door closers 

must never be tampered with. 

Fire resistant doors 

3. These are designed to hold back a fire for up to an hour and must be kept closed.  They are 

marked with a blue circular sign, and should never be wedged open. 

Fire extinguishers 

4. These should be hung on hooks.  They should never be left loose, as they tend to ‘walk’.  They 

should never be used as door props or for any similar purpose. 

General fire hazards 

5. Faulty electrical wiring should be reported. Flammable materials should not be left near lights, 

cookers, toasters, heaters or other sources of heat.  Cookers, toasters and irons should never be 

left unattended. 

Use of fire extinguishers 

6. The first priority must be evacuation of the building.  When this has been achieved, those who 

have been trained may tackle a small fire may by using a fire extinguisher. 

7. Before tackling any fire, always ensure that you have an escape route (you should normally 

stand in the doorway).  Try to work in pairs.  Bring another fire extinguisher if possible. 

8. To use an extinguisher, remove the plastic tag, aim at the base of the fire and squeeze the 

handle.  Continue until you are sure the fire is out. 

Water extinguishers 

9. These are red.  Do not use on electrical apparatus or oil/fat fires. 

Carbon Dioxide Extinguishers 

10. These are red with a black label.  They are intended for electrical fires, but may be used on other 

types. 

Powder Extinguishers 
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11. These are red with a blue label and are being phased out at Leweston.  They may be used on 

any type of fire 

Responsibilities for Fire Precautions 

The Responsibility for fire precautions are Leweston School is vested in the Bursar, working with the 

Site Manager and Fire Officer.  If any member of staff has any concern with regard to any aspect of fire 

safety they should contact the relevant person as set out below: 

Fire Officer (Mr G Smith) 

 Organisation and execution of fire practices. 

 Maintenance of staff and pupil lists for use during fire incidents. 

 Procedures used during fire drills. 

 Liaison with the Head and staff about fire drill procedure. 

 Staff training. 

Bursar (Delegated to the Site Manager, Mr P Churchill) 

 Maintenance of the fire alarm system. 

 Maintenance of an adequate number of fire extinguishers in good condition. 

 Maintenance of the structure of the buildings to the satisfaction of DfE and other 

external agencies. 

 Ensuring that suitable fire notices are posted in the correct locations. 
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ANNEX C TO THE FIRE SAFETY POLICY 

FIRE ALARM SYSTEMS 

Normal Conditions 

1. Under normal conditions the fire alarm panels in the Senior School, located in the Manor House, 

and in the Art and Design Centre, show a single green light.  The fire alarm panels in the 

Leweston Prep (located in the Coach House), the Science Centre and the Health Centre show 

two green lights and have keys which are in the position marked as “Normal”. 

Nominated Person 

2. The nominated person, if the alarm is triggered in the Manor House on weekdays from 0815 - 

1620, is the Site Manager or, in his absence, the Assistant Site Manager, both of whom carry 

radios.  Out of hours, the nominated person is the Glyn House Houseparent or, in her absence, 

the most senior member of boarding staff on duty.   If alarms are triggered in other buildings, 

the nominated person is the senior member of staff present. 

Fire Drills 

3. The fire alarm may be activated by inserting a key designed for the purpose into the break glass.  

The key is then removed and, once the buildings have been successfully evacuated, the 

procedure for re-setting the alarm panel is as set out below. 

Fire Alarms 

4. When the fire alarm activates: 

Manor House 

a. The Fire Alarm Panel shows a red fire indicator and the area of the building in which 

the alarm has been activated.  The fire alarm sounds in all areas of the Senior School 

except the Art and Design Centre, Science Centre, Health Centre and Music School. 

b. The buildings should be evacuated. 

c. The nominated person should ascertain the cause of the alarm’s activation. 

d. If it is a false alarm, the alarm should be silenced by pressing the “Silence” button. 

e. If the alarm has been set off by a break–glass or smoke detector, the glass must be 

replaced/smoke detector re-set before the alarm can be re-set.  The system is re-set by 

pressing the “Re-Set” button. 

Leweston Prep 

a. The Fire Alarm Panel shows red fire indicator and the area of the building in which the 

alarm has been activated.  The fire alarm sounds in Leweston Prep, the Art and Design 

Centre and the Manor House. 
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b. The building should be evacuated. 

c. The nominated person should ascertain the cause of the alarm’s activation. 

d. If it is a false alarm, the alarm should be silenced by pressing the “Silence” button. 

e. If the alarm has been set off by a break–glass or smoke detector, the glass must be 

replaced/smoke detector re-set before the alarm can be re-set.  The system is re-set by 

turning the key to “Enable Control” re-setting the system and turning the key back to 

“Normal”. 

Art & Design Centre 

a. The Fire Alarm Panel shows a red fire indicator the area of the building in which the alarm 

has been activated.  The fire alarm sounds in the Art and Design Centre, the Leweston 

Prep and the Manor House. 

b. The buildings should be evacuated. 

c. The nominated person should ascertain the cause of the alarm’s activation. 

d. If it is a false alarm, the alarm should be silenced by pressing the “Silence” button. 

e. If the alarm has been set off by a break–glass or smoke detector, the glass must be 

replaced/smoke detector re-set before the alarm can be re-set.  The system is re-set by 

pressing the “Re-Set” button. 

Science Block  

a. The Fire Alarm Panel shows red fire indicator and the area of the building in which the 

alarm has been activated.  The fire alarm sounds in the Science Centre and the Manor 

House but not elsewhere. 

b. The buildings should be evacuated. 

c. The nominated person should ascertain the cause of the alarm’s activation. 

d. If it is a false alarm, the alarm should be silenced by pressing the “Silence” button. 

e. If the alarm has been set off by a break–glass or smoke detector, the glass must be 

replaced/smoke detector re-set before the alarm can be re-set.  The system is re-set by 

turning the key to “Enable Control” re-setting the system and turning the key back to 

“Normal”. 

Nursery 

a. The Fire Alarm Panel shows red fire indicator and the area of the building in which the 

alarm has been activated.  The fire alarm sounds in Nursery and the Manor House but not 

elsewhere. 

b. The buildings should be evacuated. 
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c. The nominated person should ascertain the cause of the alarm’s activation. 

d. If it is a false alarm, the alarm should be silenced by pressing the “Silence” button. 

e. If the alarm has been set off by a break–glass or smoke detector, the glass must be 

replaced/smoke detector re-set before the alarm can be re-set.  The system is re-set by 

turning the key to “Enable Control” re-setting the system and turning the key back to 

“Normal”. 
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ANNEX D TO THE FIRE SAFETY POLICY  

FIRE PROCEDURES FOR CONTRACTORS WORKING AT LEWESTON SCHOOL 

When contractors are working on site they should be advised of the school’s fire safety 

procedures and provided with a copy of the following notice, which they should read before 

commencing work. 

1. Always ensure that you sign in when you arrive at the school and sign out when you leave. The 

visitors’ book is held in Reception. 

2. If you are working in a building unaccompanied by a member of the Leweston staff, they 

should ensure that you are aware of the location of the nearest fire exit and escape route; in the 

event that you are not clear, the onus is on you to ask a member of the Leweston staff before 

you start work 

3. On hearing the fire alarm sound you should leave the building by the nearest fire exit and make 

your way to the assembly point which is in front of the chapel. 

4. As you leave the building, doors and, if practical, windows should be closed.  

5. In the event that you discover a fire and the alarm is not sounding, you should set off the 

nearest manual call point and leave the building as above.  

6. In the event that you have ignited a fire you should set off the nearest manual call point and 

follow your employer’s own procedures for tackling fires.  You should evacuate the building as 

above.  

7. A hot work permit is required from the authorised person for all works/activities which generate 

heat or sparks.  The Site Manager is the authorised person. 
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ANNEX E TO THE FIRE SAFETY POLICY  

FIRE ALARMS AT PUBLIC EVENTS 

1. The following procedure refers to all public events taking place anywhere on the school site.   

2. The senior member of staff hosting the event is responsible for the safety of those attending 

and, where possible, should hold a full list of attendees.  One week in advance of the event, the 

senior member of staff should ensure that reception is aware of timings and number of 

attendees.  In addition, if the event is taking place after 1620 during term time, the boarding 

house staff should be informed and if it is taking place during school holidays, the Site Manager 

should be informed. 

3. Prior to the event starting, the senior member of staff hosting a visit or public event should brief 

all attendees on the action to be taken in the event of a fire alarm sounding.  The member of 

staff hosting the event is responsible for ensuring that all visitors evacuate correctly and are 

accounted for. 

4. On hearing the fire alarm, an announcement should be made by the senior member of staff 

hosting the event and everyone should evacuate by the nearest fire exit to the assembly point, 

which is the car park in front of the chapel.  If the event is taking place outdoors, everyone 

should nevertheless relocate to the assembly point. 

5. The senior member of staff should delegate a representative to remain in the area to check that 

everyone evacuates, while they proceed to the assembly point.  This representative should 

report to the senior member of staff at the fire assembly point once everyone has evacuated. 

6. Doors and, if possible, windows should be closed by a member of staff on leaving the building. 

7. Once the cause of the alarm has been determined, the person in charge (see Annex A) will 

decide whether the public, staff and/or pupils can return to the event. 
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APPENDIX 1 TO THE FIRE SAFETY POLICY 

SENIOR SCHOOL LINE UP 

Entrance  
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JUNIOR DEPARTMENT 
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