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1. Aims and objectives

11 Our priority is to minimise the risk to life and to reduce injury by maintaining the physical fire safety
of the school, in ensuring that staff, pupils and visitors do not add to the fire risk and through safe
evacuation of our buildings if a fire breaks out. The fire safety policy, procedures and risk
assessments at Oakwood School are designed to help our community to respond calmly and
effectively in the event that fire breaks out in one of our buildings.

12.  Oakwood School complies with the Regulatory Reform (Fire Safety) Order 2005.

1.3.  This Policy comprises of three parts:

Part 1: Fire Safety & Prevention
Part 2: Fire Procedures & Responsibilities
Part 3 : Fire Risk Assessment

2. Fire Prevention

21.  Most fires that occur are preventable. There are a number of procedures that the Oakwood
community can follow to minimise the risk of a fire occurring:

Reporting any faulty firefighting equipment promptly

Know what the fire bell sounds like and educating the children in their care what to do should it
sound

Explain to pupils that fire prevention is a collective responsibility

Remove/extinguish/switch off any potential causes of fire when exiting the room.

Not overloading sockets, tampering or playing with plug fuses

Taking care if using portable heating devices

Making sure that all electrical devices have been properly tested by the Estate Manager

Being vigilant and ensuring that fire policy procedures are being implemented, doors are being
closed and not wedged open, escape routes are clear and not blocked

Ensure that the firefighting equipment is maintained and in good working order

Ensure that staff are provided with regular comprehensive and relevant information and
training

2.2. Escape Routes and Emergency Exits:

There are at least two escape routes from every part of all buildings.

Fire notices and evacuation signs are displayed in every room, corridor and stairwell.

Fire extinguishers (of the appropriate type) and smoke/heat detectors are located in every
building in accordance with the recommendations of our professional advisors.

All emergency exits are illuminated by emergency lighting.

The master panel for the alarm system is located in the main hall of the Main House and shows
the location of afire.

Procedures are in place to alert and evacuate all areas.

Fire routes and exits are kept clear at all times.
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Alarm Systems

It is recognised that the early detection and warning of a fire being present in the surroundings is
the most effective method when endeavouring to keep everyone safe. At Oakwood, there are two
fire panels located in the Main House and Pre-Prep buildings which are activated depending on the
location of the fire.

Automatic fire detection systems are in place across the following buildings:

Main House - including Science Lab. and the Food Technology Room
Harcombe Block

Hastings Block

Year 4 Classrooms

Gym [ Sports Hall

Lyne Hall & Music Classrooms

Pre-Prep

Swimming Pool

Nursery

The Barn

Should there be an incident which initiates the Pre-Prep (including Nursery building) alarm, a
pre-alarm call at the control panel in the Main House will indicate the alarm system has been
activated. This sound can be heard and actioned by office/reception and Estates staff.

The Main House fire panel will activate and ring independent to the PrePrep fire alarm panel. There
is no need for PrePrep children to evacuate in these circumstances.

The Main House alarm is fitted with an uninterrupted power supply (UPS) and battery backup. This
is tested annually and battery replaced every five years.

The Main House alarm panel was upgraded and replaced in 2023. The PrePrep fire panel was
replaced in April 2024.

Outside school hours when there is the potential for the school site not to be occupied, the fire
system will automatically alert a number of key individuals via their mobile phone that the panel
has activated. These individuals will then contact the emergency services as appropriate.

The following individuals are automatically contacted (in this order) in the event of the alarm
sounding during out of hours:

e Jeremy Coleman (resident in Main School Building)

e Clare Bradbury (resident in Fenn House on the school site)

These individuals will then be responsible for investigating the fire alarm notification and calling the
Fire and Rescue Service.

Routine Testing & Maintenance

The school has a maintenance contract with BAFE approved, Southern Fire Alarms (SFA). The
company conducts regular maintenance of the fire alarm system and emergency lighting
annually, usually during school holidays. Outside these times, defects identified are raised with the
Estate Manager who takes immediate remedial action.

All fire alarms are tested weekly on a Monday at 07:45 by either the Estate Manager or Estate
Project Manager (recording all tests and defects) on the school’s online system. During testing, the
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alarm is sounded in all buildings and escape routes are checked to confirm there are no materials
blocking these.

It is the responsibility of the Estate Manager to arrange for an 1SO9001 certified/BAFE approved
contractor to carry out:

e Six monthly service of alarms, alarm panels, smoke & heat detectors and emergency lights;

e Annual professional check on fire detection and warning equipment; and

e Annual inspection of fire extinguishers and firefighting equipment.

Records of all tests are kept and maintained by the Estates Department using an online tracking
system as supplied by JM Lalor, Fire Safety.

The Estate Manager is responsible for ensuring that the PAT log, alarm testing log and fire drill
results are updated on the Fire Risk Assessment system.

Some buildings have been fitted with fire doors which close automatically by means of a
‘Doorgard’ system when the alarm is activated.

There is a combination of smoke and heat detectors located at various points around the school
dependent on their location and whether smoke could be expected (ie. Kitchen).

Fire Fighting Equipment

The school has a number of fire extinguishers of varying types located at various points across the
school site and within the school minibuses. These are supplied by Samson Fire Protection Ltd and
serviced annually by Southern Fire Alarms and all carry a safety tag indicating they are safe to use.

The School makes staff aware of the operation of the fire-fighting equipment. Staff received
training from an external firefighting company John Lalor, Fire Safety Consultant, on all fire-fighting
equipment during the Michaelmas 2022 Inset Training. All staff are requested to complete the
Educare online training module in How to be an effective Fire Warden or Fire Marshal. This is
refreshed every two years.

A fire suppression system was installed into the Main House kitchens in February 2023. This is
serviced annually.

Staff should report any defects of fire-fighting equipment to the Estate Manager or Operations
Manager without delay.

Fire Practices

We hold at least one fire practice every term at Oakwood School. This is combined with a
programme of inducting new staff and pupils with emergency escape procedures. The presence
of trained Fire Wardens in every building helps to ensure that the school can be safely evacuated in
the event of afire.

Electrical Safety

The School has current electrical test certificates for all its buildings and has a scheduled
programme of works to complete regular electrical safety testing during the school Christmas
holidays. It uses NICEIC qualified Electrical Engineers to inspect and maintain its electrical
installations.
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The school ensures that:

e Regular portable appliance testing takes place with all fixed assets being tested annually.

e The Estate Manager and Estates Project Manager have been trained in this role.

e Records of all tests are kept in the Estates Department. The Catering Manager ensures that all
kitchen equipment is switched off at the end of the day.

Gas Safety

The school ensures that:

e Al gas appliances (boilers, kitchen equipment etc) are regularly maintained and serviced by
Gas Safe Registered Engineers. Records of all tests are kept in the Estate Manager’s office.

e All kitchen equipment is switched off at the end of service.

Rubbish and Combustible Materials

The school ensures that:
e Flammable rubbish is stored away in the secured rubbish compound.
e Rubbish is collected on a regular basis.

Diesel & Kerosene Safety

The school has four kerosene oil tanks on site which are found at the following locations:
e Main House

e  Swimming Pool

e Gravel Car Park

e The School gym

The Main House kerosene tank is fitted with a heat fuse which breaks and shuts off oil supply to the
boiler in the event of an emergency.

There is one stand-alone diesel tanks on site which can be located at:
e TheBarn



PART 2: FIRE SAFETY PROCEDURES & RESPONSIBILITIES

21

3.1

Fire Safety

Fire is a major hazard creating significant risk to the safety of both occupants and buildings.
Oakwood accepts its responsibilities under current fire legislation (The Regulatory Reform (Fire
safety) Order 2005 and amended 2021) and will proceed with due diligence to address these by
the provision of suitable, sufficient and risk appropriate fire precautions.

The Fire Risk Prevention procedures in place at Oakwood are designed to minimise the risk and
likelihood of a fire ever occurring. The following Fire Safety procedures are designed to assist the
school and its community to respond calmly and effectively in the event that a fire was to break
out in any of the school buildings.

Emergency Evacuation Notice

All new staff and pupils, all contractors and visitors are shown the following evacuation notice
attached:

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

2. If you are responsible for a class, ensure your pupils leave quietly with you. No one should talk
or run.

3. Make your way to the nearest assembly point.

4. Do not take anything with you, and do not allow the pupils to take anything. Shut
doors and windows behind you.

5. If the alarm sounds the emergency services will be summoned on the authority of the
School Fire Officer, Headteacher or the most senior person present.

6. If you have a disabled pupil in your class or a child with a specific educational need, you should
direct him or her, together with his or her assistant, to the nearest assembly point which is
appropriate to their needs.

7. Collect the register of your class from the School receptionist as soon as you reach the
assembly point.

8. Visitors to the School should report to the Receptionist on arrival at the assembly point
so that she can account for you against the visitors’ register.

9. Report anyone who is missing immediately to the School Fire Safety Manager or the most
senior person present who will inform the Fire and Rescue Service.

10. Everyone is to remain at the assembly point until the all clear is given.

Role of the School Fire Safety Manager

The Headteacher is the designated School Fire Safety Manager, who is responsible for ensuring

that:

e The fire safety policy is kept under regular review by Governors and the SLT.

e The fire safety policy is communicated to the entire school community.

e Everyone in the school (including visitors and contractors) are given clear written instructions
on where they should go in the event of fire.

e Records are kept of the fire induction training given to new staff and pupils.

e Procedures and arrangements for emergency evacuation are regularly tested and lessons
absorbed.

e Fire risk assessments are regularly reviewed and updated.

e Fire prevention measures are meticulously followed.
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e Fire procedures and risk assessments are reviewed on each occasion that a building is altered,
extended or rebuilt, or when new buildings are acquired

e Records are kept of all fire practices.

e Certificates for the installation and maintenance of fire-fighting systems and equipment are
kept.

Role of the School Operations Manager and School Business Manager

It is the responsibility of the Operations Manager and the Business Manager to ensure that a Fire
Safety plan is maintained for all premises.

In addition, the Operations Manager and Business Manager will ensure:

e Fire risk assessments have been completed for all school buildings and information of
significant risks that require the attention of staff and pupils are highlighted on a timely basis

e  Cooperate fully with Fire Service Inspections

e Ensure that fire wardens have been appointed and have authority in either fire evacuations or
monitoring and maintaining fire safety arrangements

e Ensure that any significant findings are recorded and in consultation with the Estates Manager
coordinate an action to address the findings which cannot be immediately rectified.

e Ensure that practice fire drills are undertaken, evaluated and any issues identified are
addressed

e  Monitor Fire Safety training, only-line for all staff and in person during inset days

e  Ensure that fire safety equipment is being regularly monitored and tested.

Staff and Pupils

All our new staff (teaching and non-teaching alike) and all new pupils, including EYFS pupils, are
given a briefing on the school's emergency evacuation procedures on their first day at Oakwood
School. We show them where the emergency exits and escape routes are located and walk with
them to the outside assembly point. Age-appropriate fire action notices are displayed on the walls
of all rooms and in all corridors and we make certain that everyone knows what they look like and
where they should go on hearing the fire alarm. All new staff are shown how to activate the fire
alarms if they see or smell a fire.

The safe evacuation of everyone - staff and pupils alike, is our priority. Protecting property comes
second. No one should attempt to fight a fire at the expense of their own, or anyone else’s safety.

We offer all staff fire awareness training which includes the basic use of fire extinguishers. We also

offer regular refresher training. It is communicated that individuals should not attempt to use a fire
extinguisher before he or she has been trained in its use.

On no account should anyone return to a burning building.
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Summoning the Fire and Rescue Service

The School Office is manned between 8.00am and 6.00pm during weekdays in term-time. The
resident Estate Manager is available for support after school hours.

Outwith normal of term times, Camp Little Oaks, Chichester Swimming School and CSS Activities
staff are available daily between 08.00 and 18.00. The office is manned intermittently during these
periods; however, emails are checked daily and regularly between 10.00 and 16.00 during half term
and longer holiday periods.

The master panel shows the location of the alarm call points on the networked alarm system in the
school buildings and is physically located in the main hall of the Main House.

A member of the School Office team is always given advance warning of fire practices. If the alarm
goes off for any other reason, the Office will follow instructions from the Fire Safety Manager or
Estates Team to summon the Fire and Emergency Service.

A member of staff is on duty or on call at all times. S/he has standing instructions to summon the
Fire and Emergency Services if the alarms go off outside the hours that the School Office is staffed,
(unless warned of a planned fire practice).

Visitors and Contractors

All visitors and contractors are required to sign in at the Reception or School Office, where they are
issued with a visitor's badge, which should be worn at all times that they are on school property.
The badge displays emergency evacuation procedures. They are made aware of the emergency
evacuation procedures and Evacuation notice posted around the school grounds (see Appendix B)
and are shown the way to the assembly point.

When large numbers of visitors are at the school for open days, plays, concerts, exhibitions etc a
brief announcement is made advising them of the location of the emergency exits that they should
use in the event of the alarms sounding.

Visitor badges are worn at all times and remain visible whilst on school premises. These must be
returned to the reception desk and visitors signed out of the electronic system upon departure
from the school site.

All visitors are expected to conduct their visit in a safe and appropriate manner that considers the
safety of themselves in addition to all individuals at all times.

Disabled Staff, Pupils or Visitors

A one to one induction on fire safety for disabled pupils and their assistants would be conducted
prior to arrival for disabled members of staff or visitors. This would include explaining procedures
for safe evacuation in the event of a fire alarm sounding.

Where necessary, a Personal Emergency Evacuation Plan will be developed by the Operations
Manager. Discussion and consideration will be given to location of the individual across the site at
different times of the day and a plan devised to assist them to evacuate safely

Ultimately, it remains the responsibility of the School Teachers, Teaching Assistants, Senior
Management and Senior Leadership team to ensure the safe evacuation of everyone.
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Responsibilities of Staff and Students

Staff are responsible for following the fire safety instructions and procedures implemented by the
school. This includes the swift evacuation of all individuals upon the sounding of the alarm.

Staff have a responsibility to make sure that all fire exits and routes are kept clear and free of any
debris at all times. It is imperative that fire doors are not wedged or held open with any other
equipment other than that which facilitates a self-closing mechanism in the event of the sounding
of the alarm.

In addition to the responsibilities of general staff, teaching staff have additional responsibilities

which include:

e Escorting their pupils safely out of the building in silence and in an orderly fashion.

e Conducting a head count 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 School Fire Safety Manager.

It is the responsibility of the School Fire Safety Manager to ensure that missing person information
is passed to the Fire and Emergency service as soon as they arrive.

Responsibilities of Fire Warden

We have at least one trained Fire Warden in every building. Fire Wardens have specific duties in
the event of fire or other emergency for looking after pupils. All Fire Wardens are “competent
persons” who have been trained to provide “safety assistance” in the event of a fire.

Fire wardens are trained in how to prevent the spread of fire and what they need to know to save
lives in the event of evacuation, fire measures, drills, signage, fire detection to aid in the safe
evacuation of a building in the event of a fire and the uses of a range of firefighting equipment.

All staff receive regular Fire Marshal Safety refresher training during Inset days or through CPD
Educare courses.

Letting or Hiring the School

Our standard contractual terms that we use for letting and hiring the school covers fire safety and
specifies that the hirer should certify that s/he has read and understood the school’s fire safety
policy and procedures. A member of the Estates Department is always on call when the school is
let or hired for an outside function or event.



Fire Risk Assessment

Fire Risk Assessments are carried out across all buildings by an independent 3" Party Fire Risk

Assessor. The School’s Fire Risk Assessment meets the requirements of the Regulatory Reform (Fire

Safety) Order 2005 (the FSO). Specifically, it identifies:

e The hazard

e The people atrisk

e The measures to evaluate, remove, reduce and protect from the risk

e The measures needed to record, plan, inform, instruct and train people in risk reduction or
removal

e The arrangements for reviewing the assessment

12.  All risk assessments follow a standard grid procedure for evaluating risk. Generic risk assessments
are adapted for individual classrooms; but individual ones are used for areas with specific risks e.g.
kitchens, Science lab., Art room etc.

1.3.  Oakwood School has a professional fire risk assessment which is reviewed and updated every 3
years. Interim reviews will be carried out for new building developments or significant change of
use as necessary.

1.4. Copies of Oakwood School’s fire risk assessment are available from the Estate Manager, School
Business or Operations Manager.

1.5.  The school is also subject to a Fire Risk Audit from the local authority. This was completed in
February 2023 and where identified, recommendations were actioned accordingly.

1.6.  The Fire Risk Assessment is scheduled to be undertaken by Pearson Webb Consulting in April 2025.

RELATED DOCUMENTS

The following Policies should be read alongside the Fire Safety Policy.

Health & Safety Policy
Risk Assessment Policy
Crisis Management Policy
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APPENDIX A - FIRE EVACUATION NOTICE

OAKWOOD SCHOOL FIRE PROCEDURES — DETAILED DESCRIPTION

KEY PERSONNEL

Fire Sc:fety Manager - Headteacherl Operations Manager

The Head Teacher is the designated Fire Safety Manager and will take control of operations in all
incidents. In his/her absence the Operations Manager will take control.

Competent Fire Person( S)

The school has nominated Dave Hall, an ex-member of the Fire Brigade; and Nathan Cobden as
Competent Fire people.

Control Panel Management — Estates Team
The Estate team have been trained in the use of the control panel in the main house and pre-prep and

will therefore assist the Fire Safety Manager during any incident or fire practice.

Eirst Aid
A first aid kit and emergency Epi pens will be taken out to the Prep School Assembly Point by the office
staff.

Prep School and PrePrep Assembly Point Coordinators:
Catherine Hutchin (Prep) and Lucy Jackson (PrePrep) - or if absent other office personnel, will

coordinate with the Estates Team and the Fire Safety Manager.

Fire Wardens

There are 5 fire wardens allocated to the main buildings within the school grounds. Fire Wardens are
responsible for ensuring that the building is clear, fire doors are closed and all children have been
evacuated safely. Fire Wardens are required to wear a high-visibility jacket. The following members of
staff are fire wardens:

K  Main House - Eleanor Bax

Harcombe Block - Amanda Bailey

Pre-Prep - Emma Tarry

Lyne Hall — Mini Elliot

Nursery - Chloe Reed

X XXX

throughout.
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Fire Evacuation Scenarios

Event People Action

Hearing the All teaching staff Evacuate their teaching area.

fire alarm at Close all windows and doors upon leave the
any time building.

If two staff are teaching in close proximity, one
should lead the children to the assembly point, the
other should bring up the rear.

Line children up in silence at the assembly point
and take the class register.

Immediately notify the office if there are missing
children from the register or confirm all children
present.

Fire Wardens

Ensure areas are clear of pupils and staff.

Pick up the radio for communication and put on a
high visibility vest.

Safely exit the building, ensuring that all fire doors
and classroom doors are closed.

Estates Team

Go immediately to the panel to check where the
incident has occurred. They will go to the incident
aredq, with a radio and establish whether there is a
genuine incident or whether it is a false alarm and
will report back by radio to the Fire Coordinator as
to the nature of the incident.

Office Staff

Take the visitors book, absentee sheets, class and
extra curricula registers, radios and the box of high
visibility jackets to their respective assembly points

Swimming Pool Instructors

Candice or other relevant swimming instructors
will check on the swimming pool and radio Office
staff to confirm registers.
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Report of a Fire
in the Pre-Prep
| Prep School
buildings

Person who identified the
fire

Raise the alarm by pushing nearest alarm panel or
alerting the office.

Evacuate the building

Advise the office who will advise the Fire Safety.
Manager or Estates Team to dial the Fire Brigade.
Give as much detail to the Fire Safety Manager or
Estates Team about the location if the fire and
what they have seen.

The Estates Team

Dial 112/999 if appropriate. Give as much detail as
possible about the incident.

Fire Safety Manager
K Headteacher/SLT

Dial 112/999 if appropriate. Give as much detail as
possible about the incident.

Meet the Fire Brigade and liaise about the incident.
Inform teachers what to do with pupils.

All teaching staff

Evacuate the teaching area. Collect radio on exit.
Close all windows and doors upon leaving the
building.

If two staff are teaching in close proximity, one
should lead the children to the assembly point, the
other should bring up the rear.

Line children up in silence at the assembly point
and take the class register.

Immediately notify the office if there are missing
children from the register or confirm all children
present.

Fire Wardens

Ensure areas are clear of pupils and staff.

Pick up the radio for communication and put on a
high visibility vest.

Safely exit the building, ensuring that all fire doors
and classroom doors are closed.

Missing
Persons
identified

Office Team

Office staff advise the Fire Safety Manager of
missing children.

Fire Safety Manager
K Headteacher/SLT

Delegate 2 members of staff to approach the areaq,
call out and if safe, search for them If the missing
person is thought to be in the area of the incident.
If the missing person is not found, adopt the

Missing Child Policy, if it is safe to do so.
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No Missing The Estates Team Advise the Fire Safety Manager to proceed with
Persons next stages of Fire Policy in connection with the
identified state of the incident.

Fire Safety Manager Wait for advice from the Estates Team before

K Headteacher/SLT proceeding with next steps of fire policy.
Where it is The Estates Team An attempt to extinguish the fire will only be
safe to undertaken from the doorway to the room, using

extinguish the
fire

the fire-fighting equipment available, and only
where the fire is of a very small nature and no
larger than a waste paper basket, or impinging on
an exit route.

Advise the Fire Safety Manager fire has been
extinguished and return to the main panel.
Firefighters will return to the assembly points.

Fire safety Manager
K Headteacher/SLT

Wait for advice from the Estate Team that the fire
has been extinguished or, assign others to help
extinguish the fire if practical to do so.

Where it is
determined it
is NOT safe to
extinguish the
fire

Fire Safety Manager
K Headteacher/SLT

Call the Fire Brigade, who will assume control of the
incident.

Halt Traffic on the main driveway to allow access
for fire appliances.

Escort children to a safe area of the school.

Enact evacuation for site vehicles and children
through Mouthy Lane if necessary and safe to do
SO.

Fire Alarm
sounds before
morning
registration or
during after
school
activities

All teaching staff on site

Lead all children and any parents to the Fire
Assembly Point on the HAHA.

Staff should take a radio if they are using one and
their club registers with them (where a paper
based system is used). (Plus, a high-visibility
jacket if they have one.)

Staff should close windows and doors on the way
out of the building.

BREAKFAST CLUB:

Arriving pupils, that have not been in a registered
club or activity, must remain with their parents and
outside the school buildings.

AFTER SCHOOL CLUB/ACTIVITIES

Pupils must remain with their activity instructor
until they are instructed to leave with their
parent/guardian at the end of the activity.

Catering Manager or
Breakfast Club Staff

Evacuate children from the Dining Room bringing
breakfast register ipad with them.
Report to assembly points.
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Fire is deemed
a False Alarm

The Estates Team

The Estate Manager or in his absence, a member
of the estates team return to the main control
panels and ensure the control panels are reset.
Advise the office staff and Fire Safety Manager
when buildings have been checked and are safe to
return to.

Office Team

Wait for advice from the Estates Team that the fire
alarm panels have been reset and that it is safe to
return to the school buildings.

Fire safety Manager
K Headteacher [ SLT

Dismiss the children and staff at fire assembly
points as it is safe to return to school buildings.
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