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Tel: 0118 974 8300 Fax: 0118 977 3186

FIRE POLICY

Bearwood College is committed to safeguarding andpting the welfare of children and young peopid axpects all staff,
volunteers, pupils and visitors to share this commant.

All outcomes generated by this document must takeunt of and contribute to safeguarding and prorgdhe welfare of
children and young people at Bearwood College.

The Bearwood College Policy Documents are revisetpaiblished periodically in good faith. They arevitably subject to
permanent revision. On occasions a significansien, although promulgated within College sepdyataay have to take
effect between the re-publication of the entirea$d®olicy Documents. Care should therefore berek ensure, by consultation
with the Senior Management Team, that the detéiésp Policy Document are still effectively currexita particular moment.

While this current Policy / Procedure may be reféro elsewhere in Bearwood College documentaticiuding particulars of
employment, it is non-contractual.

Authorised by the Headmaster on behalf of the Gawsy, following Resolution by the Board in Janu2@g 2

Pd Fire Policy
Last revised/reviewed: January 2012



Part 1. Fire Safety

I ntroduction

Our priority is to minimise the risk to life and teduce injury by maintaining the
physical fire safety integrity of the college insening that staff, scholars and visitors
do not add to the fire risk and through safe evagnaf our buildings if a fire breaks
out. The fire safety policy, procedures and risgessments at Bearwood College are
designed to help our community to respond calmty efifectively in the event that

fire breaks out in one of our buildings.

Role of the College Fire Safety Manager

The Bursar is the designated College Fire Safetydgar, who is responsible for
ensuring that:

O The fire safety policy is kept under regulaview by Governors and the
SMT.

O The fire safety policy is promulgated to #rgire college community.

0 Everyone in the college (including visit@rsd contractors) are given clear
written instructions on where they should go in ¢lent of fire.

0 Records are kept of the fire induction tmragngiven to new staff and
scholars.

0 Procedures for emergency evacuation are adgutested and lessons
absorbed.

0 Fire risk assessments are regularly revieavetupdated.
O Fire prevention measures are meticuloudlgvieed.

0 Fire procedures and risk assessments ai@wved on each occasion that a
building is altered, extended or rebuilt, or whewrbuildings are acquired.

Emergency Evacuation Notice
All new staff and scholars, all contractors andteis are shown the following notice:

1. If you discover a fire, break the glass inrnlearest alarm point to set off the
alarm. Leave the building by the nearest exit.

2. If you are responsible for a class, make tleawe quietly with you. No one
should talk or run. Make your way to the assenpliyt in the Chapel
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3. If you are teaching a class, take your registth you. Do not take anything else,
and do not allow the scholars to take anythingut8lbors and windows behind you.
4. The College Office will summon the Emergeneyw&es if the alarm sounds.

5. Take the register of your class as soon aggach the assembly point.

6. Report anyone who is waiting to be evacuatewh fa designated refuge, or who is
missing immediately to the College Fire Safety Mgara(the Bursar) or the SSI who
will inform the Fire Brigade. On no account shoald/one return to any building
until given permission by the Fire and Emergencyises.

7. Remain at the assembly point with your sclsolamtil the all clear is given.

Buildings in which the fire alarm sounds must baaated immediately and all
personnel should assemble in the Chapel.

There is a difference in the evacuation procedutée holidays and when school is
not in session and they are as follows.

In the School Term Time and During the Working Day

During the working school day the college’s pernmrseipport staff will investigate
the cause of the alarm, and providing the causdeascertained, will instruct the
senior academic staff when it is safe to readmiéqanel to the building.

If the fire brigade is required they will call tfiee brigade.

In term time outside nor mal wor king hoursand in the Holiday

Outside normal working hours the incident is mawulagge aCompetent Person

Part 2 Fire Safety Procedures

Briefing New Staff and Scholars

All our new staff (teaching and non-teaching aliked all new pupils are given a
briefing on the college’'s emergency evacuation @doces on their first day
at Bearwood College. We show them where the emeygerits and escape routes
are located, and walk with them to the outsiderab$gepoint. Fire action notices are
displayed on the walls of all rooms and in all @wors, and we make certain that
everyone knows what they look like, and where thleguld go on hearing the fire
alarm. All new staff are shown how to activate fine alarms if they see or smell a
fire.

The safe evacuation of everyone - staff and schakke, is our priority. Protecting
property comes second. No one should attempt ta fdfire at the expense of their
own, or anyone else’s safety.

We offer fire awareness INSET training, includiig tbasic use of fire extinguishers,
to all staff during their first term. We also affeegular refresher training. No one
should attempt to use a fire extinguisher beforerhghe has been trained in its use.

Pd Fire Policy
Last revised/reviewed: January 2012



Summoning the Fire Brigade

The College Reception is manned between 8.00anba&tpm during weekdays in
term-time and between 9.15am and 4.30pm duringteatis and holiday apart from
the Christmas and Easter closedowns.

The master panel that shows the location of albthem call points on the networked
alarm system in the college buildings is physicédigated in the college entrance
hallway. The College Reception is always givenaade warning of fire practices. If
the alarm goes off for any other reason, the gtaffe standing instructions to
summon the Fire and Emergency Service at once.

One of the members of the maintenance staff isuiy or on call 24 hours a day, 7
days a week, and 365 days a year, including putdiddays. H/She has standing
instructions to summon the Fire and Emergency 8Sesvif the alarms go off outside
the hours that the College Reception is staffedle@s warned of a planned fire
practice).

Visitors and Contractors

All visitors and contractors are required to sigiat Reception, where they are issued
with a visitor's badge, which should be worn at tathes that they are on college
property. They are made aware of the emergencguati@n noticeand are shown
the way to the assembly point.

When large numbers of visitors are at the collegedpen days, plays, concerts,
exhibitions etc a brief announcement is made adyishem of the location of the
emergency exits that they should use in the eViethiecalarms sounding.

Disabled Staff, Scholarsor Visitors

We have a special one to one induction on firetgdf® disabled pupils and their
carers and for disabled members of staff.

We have designated safe refuge points on every @b@very building, with signs
dvising of their location, (usually in a stair wellWhen the fire alarm is sounded, it is
the responsibility of the carer of a disabled persm take him or her to the refuge
point and to wait for rescue by the Fire and EmecgeService. The teacher will
ensure that the name of the disabled person andrhigr carer, together with the
location of their safe refuge point, are passetth¢oCollege Fire Safety Manager (the
Bursar) or Second Master as soon as he or sheag#uh assembly point.

It is the responsibility of the College Fire Saféilanager (the Bursar) and/or the
Second Master to ensure that this information ssed as soon as possible to the Fire
and Emergency Services.

Pd Fire Policy
Last revised/reviewed: January 2012



Responsibilities of Teaching Staff

Teaching staff are responsible for escorting tipeipils safely out of the college
buildings in silence and in an orderly fashion.eylare responsible for conducting a
head count on arrival at the assembly point, an@figuring that the name of anyone
who cannot be accounted for (and, if possible, rthi&ely location) is passed
immediately to the Second Master. It is the respmlity of the College Fire Safety
Manager (the Bursar) and/or Second Master to erbatethis information is passed
to the Fire and Emergency service as soon as thigg.a

Clearing the Building

Once the alarm sounds and evacuation is undentaff/should check that no one
remains in his or her department. Once they hefteHe building no one will be
permitted back inside. For this reason checkiegsare clear is very important.

Heads of Pastoral, Academic and Administrative Depents are asked to clear their
areas, if present when the alarm sounds. In #fxsience, this responsibility devolves
to other members of the Department present butdhewyld ensure that arrangements
are in place which have been discussed with, amfu#ly understood by, all members
of their department, to ensure the efficient eviionaand clearing of this department
when any member of staff is present.

It is intended that Heads of Department will orgartihe clearing of their Department
along the following lines:

1. Call upon those staff working on each flamassist in clearing the area. It
is suggested that each floor is treated as a depaea.

2. ltis considered possible that some aredswilbe checked because there
are no staff in that area at the time of the evidmna The Fire Bridge will
anticipate this and can be expected to clear tiidibgs when they arrive.

3. Onreaching the Assembly Area the Head ofdtepent or another member
of the Department’s staff should inform the Firdi€r that their
departmental area is clear.

Phased Evacuation Plans

Because of the number of buildings within the gaaiit is quite likely that a building
may be evacuated before the alarm is sounded @r bthidings. For example the
Mansion building may be evacuated but the alarm noyhave sounded in Jellicoe
or Drake House.

It is entirely understandable that all the buildiraf the school are unlikely to be
evacuated unless there is a real fire alarm andithvéll be done under the control of
the fire brigade, SMT or the Competent Person.

Please note that the whole school might NOT beweatad in the event of a fire in
one area, say for example Jellicoe.
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Responsibilities of Fire Marshalsin the Event of a Fire or Evacuation

We have at least one trained Fire Marshal (aka @bemp Person) in every building
and boarding house.

All Fire Marshals have been trained to provide ésafassistance” in the event of a
fire and receive regular refresher training.

Boarding Houses
Evacuation Training

The Regulatory Reform (Fire Safety) Order 2005 nexgustaff in an organisation to

be trained appropriately to the fire risk that nagyply to them, as part of the risk
assessment. Guidance on the Fire Risk Assessare3ieeping Accommodation is
contained in the third in a series of eleven Rigk Assessment guidance documents
published by the then Department for Communities laocal Government to enable
proprietors to have the appropriate level of fisk assessment carried out by a
Competent Person.

This Risk Assessment has been carried out for Be@aivCollege, within the context
of a full series of Fire Risk Assessments for alldings , and a list of Action Points
required to be completed to bring the risk dowa &afe level was attached to the
individual risk assessments.

In the Boarding Houses in particular the risk assests identified the importance of
providing an enhanced level of fire safety tragnboarding staff.

Paragraph 7.4 of the guidance document states thiae actions of staff if there is a
fire are likely to be crucial to their safety amét of other people in the premises.

All staff should receive basic fire safety inductitvaining and attend refresher
sessions at pre-determined intervals.” It isdw&d that this basic requirement is met
under current arrangements at Bearwood College.

Likewise there is a requirement for fire wardenghhals to have appropriate
training. The level of training is not prescribedactly, but if there were a fire at
0300 in a boarding house and a child was a boatd@earwood a parent would
expect the boarding staff on duty to be able talgetchild to a place of safety under
all circumstances for any fire. This would inclutie following items suggested in
the guidance:

Be able to help those on the premisésatce

Checking the premises to ensure thatyene has left
Using firefighting equipment if safedo so

Liaising with the fire and rescue seevan arrival

Shutting down vital or dangerous equipime

Performing a supervisory/managing talany fire situation

-0 Qa0 Tp

Training for this role includes:
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I. Detailed knowledge of the fire safetrategy of the premises
il. Awareness of human behaviour in fires
ii. How to encourage others to use the napgtropriate escape route

V. How to search safely and recognise atieg@isare unsafe to enter

V. The difficulties that some people mayéa escaping and any special
evacuation arrangements that have been pre-planned

Vi. Additional training in the use of firgfiting equipment

vii.  Reporting of faults, incidents, and neasses.

This training is carried out as part of INSET op&etely as may be convenient from
time to time, and assumes that staff are awareenf tiuties, and know what fire
safety policies are in place at the College. Taiby it consists of a 25 minutes
interactive session in a classroom environment,2énichinutes carrying out practical
fire fighting on real fires using the types of exfuisher found in the school. The
staff then understand the dangers that fire pegasn and when not to attempt to
fight a fire, all with the sole aim of ensuring thhey make the correct judgement for
them and their pupils to reach a place of safetgiatmal risk to all.

Fire Practices

We hold one fire practice every term at Bearwootlege. We also practice a night-
time evacuation of the boarding houses every tefims combined with a programme
of inducting new staff and pupils with emergencygag®e procedures and the presence
of trained Fire Marshals in every building helpseiesure that the college can be
safely evacuated in the event of a fire.

Fire Prevention Measur es

We have the following fire prevention measureslate at Bearwood College:

Simple Fire Precautions

The Fire Officer, the Health & Safety Inspector dhe Insurance Inspector have
instructed the College to ensure staff obey thieviohg simple fire precautions and
staff are asked not only to obey the following Wvhiere they see inobservance to take
measures to rectify the situation for the safetglbf

1.Firedoors must not be propped or wedged open.
2.Cleaning and storage cupboards must be kept locked and free of rubbish.
3.Fire Escape Routes such as corridors must be kept free of furniture.

4.Protected areas such as stairwells must be kept clear of all castible and
electrical equipment.

5.Gas Cylinders may not be stored inside the building.
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6.Rubbish must not be allowed to accumulate

Staff should be aware that failure to follow thee fprecautions laid down in law could
be a disciplinary offence if proven.

Escape Routes and Emergency Exits

. There are at least two escape routes from evetypall buildings

. Fire notices and evacuation signs are displayedvery room, corridor and
stairwell.

. Fires extinguishers (of the appropriate type), saflodat detectors, and other
means of fighting fire are located in every buiglinn accordance with the
recommendations of our professional advisors. Tt¢ey be manually activated by
breaking a glass panel, and are automatically aetivwhen smoke/heat builds up.

. All stairs, passages and emergency exits are ilatad by emergency lighting.

. Automatic door closures that are activated by tfeedlarms are fitted on doors
in or leading onto escape routes

. The main building master panel for the alarm systesmlocated in the
school reception hall and shows the location of ire. f It is fitted with an
uninterrupted power supply (UPS)

. Alarms sound in all parts of the college.

. Keeping fire routes and exits clear at all timéBhe Master at Arms is
responsible for unlocking the main buildings in therning, when he removes bolts,
padlocks and security devices from all emergendtgeghecks that escape routes are
not obstructed and that the emergency light wank, far reporting defects.

. Testing all fire alarms weekly (and recording alts and defects). This is the
responsibility of the Maintenance Manager, who atsoanges for an 1SO9001
certified/BAFE approved contractor to carry out:.

o Monthly checks of fire doors, automatic door clesuand emergency
lights,

o Six monthly professional check on fire detectiond awarning
equipment,

o An annual service of alarms, smoke detectors, esnesg lights,
sprinklers, smoke control systems and fire extislgers and hoses.

. Records of all tests are kept in the Master at soffice

. Displays in corridors, theatre scenery, stage mgtand props and gym “crash”
mats are treated with fire retardant spray.

. Plans showing the location of fire hydrants, gad alectricity shut off points
are displayed in fire proof glass fronted displaatus next to the entrance of each
building

Electrical Safety

The College has current electrical test certi@sdor all its buildings. It uses NICEIC
qualified Electrical Engineers to inspect and nmaimits electrical installations all of
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which are RCB protected and meet the requiremeft8%7671 IEE wiring
regulations.

. Regular portable appliance testing take place. Mamtenance Team is trained
in this role.

. Records of all tests are kept in the Master at Aoffise

. The Heads of Science and DT, respectively, cheak @i Scientific and DT
equipment is switched off at the end of the scluagl.

. All computers, projectors, printers and electrontuteboards have been set to
switch off automatically every evening and duriraditiays and weekends.

Lightning Protection

. All lightning protection and earthing conforms t®& B651-1999. It is tested
annually by a specialist contractor. Records ofedts are kept in the Master at Arm's
Office

Gas Safety

. All gas appliances (boilers, kitchen equipment ate) regularly maintained and
serviced by Gas Safe Registered Engineers. Readrddl tests are kept in the
Maintenance Department

. Landlord’s gas safety certificates are held for athool domestic
accommodation with gas appliances.

. All kitchen equipment is switched off at the endsefvice.

. All laboratories are checked daily to ensure thatdentral gas supply is turned
off.

Safe Storage

. We ensure that flammable materials used in teaatimgaintenance are locked
in purpose-made, flame-proof containers at thecéreery day.

. Weapons and ammunition used by the CCF are keptsecurely locked, fire
resistant store that is located within a permagdotiked room, the door of which is
fitted with an alarm and is fire resistant.

Rubbish and Combustible M aterials

. Flammable rubbish is stored away from buildingstie secured rubbish
compound.

. Combustible materials used in teaching, cateringintenance, grounds and
caretaking are stored in flame proof cupboards
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Letting or hiring the College

Our standard contractual terms that we use fanggtind hiring the college covers
fire safety and specifies that the hirer shouldifyethat he/she has read and
understood the college’s fire safety policy andcpaures. A member of college staff
is always on duty/call when the college is let meth for an outside function or event.

Part 3: Fire Risk Assessment

The College’s Fire Risk Assessment meets the reopgnts of the Regulatory
Reform (Fire Safety) Order 2005 (the FSO). Spedlifyat identifies:

The Hazard

« The people at risk

The measures to evaluate, remove, reduce and phatecthe risk

The measures needed to record, plan, inform, ictsémd train people in risk
reduction or removal

« The arrangements for reviewing the assessment

All risk assessments follow a standard grid procedar evaluating risk, and we are
progressively updating them to follow the formatSyecification 79: 2005. Generic
risk assessments are used for classrooms; buidndivones are needed for corridors,
stairs, kitchens, laboratories, workshops etc. BAarwood College, we use simple
line diagrams to supplement the grids.

Bearwood College has a fire risk assessment wisiapdated every 3 years, more
frequently if significant changes are made to theerior of buildings, or new
buildings are bought or added.

Copies of Bearwood College's fire risk assessmangson the health and safety
section of the college’s intranet for all staffread, together with this document. Any
comments or suggestions for improvement are alwagkome. All Heads of
Department should ensure that they and their Deyaautt read the sections that are
relevant to them.

Bearwood College is committed to safeguarding and promoting the welfare of children and young people and expects
all staff, volunteers, pupils and visitors to shirie commitment.

All outcomes generated by this document must takeunt of and contribute to safeguarding and prorgdhe welfare of
children and young people at Bearwood College.

The Bearwood College Policy Documents are revisetpaiblished periodically in good faith. They arevitably subject to
permanent revision. On occasions a significansien, although promulgated within College sepdyataay have to take
effect between the re-publication of the entirea$d®olicy Documents. Care should therefore berek ensure, by consultation
with the Senior Management Team, that the detéiéép Policy Document are still effectively currexita particular moment.

While this current Policy / Procedure may be reféro elsewhere in Bearwood College documentaticiuding particulars of
employment, it is non-contractual.
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