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POLICY STATEMENT

Guildford High School places the highest importance on fire safety and is commirted to raising
awarcncss of the risk of fire, its prevention and reaction of both pupils and staff should a firc break

out, through training and education.

This policy applics to all members of our school community, including those within the EYFS
sctting.
Guildford High School is fully commitred to ensuring that the application of this policy is non-

discriminatory in linc with the UK Equality Act (2010). Further details arc available in the school’s

Equal Opportunity Policy document.

Guildford High School sccks to implement this policy through adherence to the procedures set
out in this document.

In linc with our Provision of Information policy this document is available to all intcrested partics

oI our WCbSiEC and on request ﬁ'om thC SChOOl OfﬁCC.
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This document is reviewed annually by the Facilitics Manager or as cvents or legislation change
requircs. The next scheduled change is September 2023.

POLICY

The person responsible for Fire Safety is the Exceutive Head; she appoints the Facilitics Manager
in matters of Firc Safcty. Guildford High School’s Fire policy complics with the Regulatory Reform
(Firc safcty) Order 2005. We provide instructions to all staff, pupils and visitors to cnsure safc

cvacuation of the prcmiscs in the event of firc.

In linc with United Learning policy GHS makes provision for a fire risk assessment to be carried
out by a rclevant body cvery 5 years. It is formally recorded and reviewed by the Facilitics Manager
on an annual basis or when significant changes have been made to the buildings. The school is not
routinely visited by the Fire Brigade but will comply with any recommendations made by the Fire
Service, and will regularly carry out and record risk asscssments in rclation to fire, together with
firc drills and any rourtine tests recommended by the Fire Service. There are currently no significant

recommendations of the Fire Service outstanding,

Guildford High School recognises the importance of raising awarcncss of Fire Safety and secks to

cnsurc all possible fire risks arc addressed. In line with this aim, Guildford High School will:

e Disscminare information about the climination or reduction of risks from dangerous
substances to rclevant departments and support staff

e  Carry ourt training of all staff on initial appointment which will be repeated periodically

e Ensurc the safety of staff and anyonc clsc legally on the premisces through cffective: fire
prevention, cvacuation procedure and maintenance of fire routes and cquipment

e Ensurc fire drills arc carried out in the first 2 wecks of cach term to raisc awarencss and
confidence in fire procedure across the whole school.

e Ensurc the Facilitics Manager and staff arc confident in contacting the Fire Scrvices in the
cvent of a firc

e Ensurc staff arc appointed and trained to act as Firc Wardens to take preventative and
protective measurcs and to assist with evacuation in the event of a firc

e Provide staff and thosc working on the sitc with a copy of this policy. It is school

requircment that all those working on school sitc arc provided with information about firc

safcty at Guildford High School.
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e  Mainrain firc routcs, cxirs, signs, noticcs, cmergency lighting and firc derectors, alarms and

cxtinguishers
All staff must rcad this policy and be awarc of the firc procedurcs.

It is reviewed annually, or as legislation changes require, by the Facilitics Manager

This policy should be read in conjunction with:
e SENDA
e Hcalth and Safety Policy
e SEN & EAL Policy

e Risk Statement

e UL Firc Safety Management Policy

FIRE PROTECTION
All buildings arc firted with Automaric Fire Detection (AFD).

This system compriscs of a scrics of smoke and heat detectors connected to central fire pancls in

the reception arcas of cach building,
In addition the alarm can be raised by manual call points usually situated by cxit doors.

The alarm is monitored externally. In the cvent of an activation during normal office hours the
monitoring company will phonc the school to check the emergency is real before contacting the
Firc Service. Outside normal hours they will call the Fire Service automatically and phonc the

Facilitics Manager and/or the Senior Carcraker.
Instructions on contacting the monitoring company arc on the firc pancls.

The alarms systems of the Scnior School, Junior School and Morton House arc linked and operatce

A
ona ‘OHC our, J.H out SYStCHl.

Procedurces are in place for notifying thosc in the Harper House, and also for notifying the Sports

Centre that an cvacuation is taking placc.
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Firc extinguishers arc situated at various points around all buildings. They arc mainly in corridors,
but additional units arc in higher risk locations such as laboratories and kitchens. A list of staff
traincd in their usc is on the H & S Notice Board in staff rooms and other strategic points around

the buildings.
Emecrgency lighting is fitted throughout all buildings.

The firc alarm is tested weekly cvery Wednesday by the Facilitics Manager and cvery six months

b}T an cxtcmal contractor, \«Vl]CH [csts Of smokcfhcar ClCtCCl'Ol'S is CZ]['['iCd out.

Emecrgency tclephoncs arc provided in Disabled Rcfugc arcas, which arc linked to Scnior School

reception.
An approvcd cxrernal contractor tests firc cxtinguishcrs annuaﬂy.

Emecrgency lighting is tested during cvery holiday period by the Facilidcs Manager, and annually

by an approved clectrical contracror.

The Facilitics Manager keeps details of the contractors approved to work on the emergency

systcms.
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FIRE PROCEDURE

All employeces have a duty to take rcasonable steps to ensurce that they do not place themselves or
others at risk. [t is the duty of the employecs to familiarise themsclves with the layout of the

building and the firc cxit routcs.

o All CINCIENCY IOULCS AIC clearly marked with FIRE EXIT SIGNS

o All emergency evacuation maps arc by the evacuation point in cach room and on health

and safcty notice boards.
In the event of any member of the GHS community finding a fire they must:

1. Manually break the call point glass
2. Contact the Firc Scrvices directly by dialling 999

The evacuation signal is a siren in the senior and junior schools, Morton House and the sports
centre, and a constant ringing bell in Harper House, and staff and pupils should follow the

cvacuation pro OCClLl['C:

e Closc all windows

e Switch off appliances such as D & T machinery; Bunsen burners cte (do not wait to shur
down your computcr).

e Evacuarc via the appropriate published route from the arca of the school, closing the door
bchind them.

o All pupils and staff must walk in silence and gather at the assembly point to be registered

and receive further instructions.
Scnior School — to the Nightingale Courtyard, cxcept 6™ Form who go to Junior playground.
Junior School- to the front lawn between Scnior and Junior School
Sports Centre — to Sports Centre Lacrosse Pitch or Stoke Park

Stoke Park — is used as a contingency muster point. A member of SMT or the Facilitics Manager

will dircct pupils and staft from their designated point to Stoke Park

IGH/Sep 2022 5
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The Facilitics Manager and/or Carctakers will check the fire pancl to establish the arca of
the firc. Fire pancls arc situated in the reception arcas of the junior and scnior schools and
the sports centre, and the entrance halls of Morton House and Harper Housc.

The Carctakers will then cstablish if there is a firc and contact the Facilitics Manager by
mobilc to inform him.

The Facilitics Manager or a member of staff will then telephone the Fire Scrvices and notify
them on arrival of the position of the fire.

The Administration Staff arc responsible for raking the registers, megaphone, and First Aid
boxcs to the muster point. The hazardous substance and information for Fire Scrvice files
arc kept in a locked box at the front of the Scnior School, will also be given to the Firc
Service.

An cmergency ‘grab bag’ is kept by the Facilitics Managers desk

Scnior School: Heads of Year and designated staff will register staff and Form Tutors will
register pupils.

Junior School: Form Teachers and subject teachers will register pupils, and the Deputy
Hcad

of Junior School will register staft and report to Head of Junior School.

If pupils arc missing the Form Tutor or a member of staff taking the register should cross
check with sign in /sign out sheet held by a member of the School Office. The Exccutive
Head will then inform the Fire Services of any missing pupil.

Once the ALL CLEAR has been given to the Exccutive Head by the Facilitics Manager,
carctakers or the Fire Scrvice the Exccutive Head will dismiss pupils back into the building,.
In linc with the Disaster Policy, in the event of an emergency a Clarion Call will be sent
by the MIS Manager by mobile to all parents, requesting that they collect their daughter

from a dcsignatcd location.

OUT OF SCHOOL HOURS

If the alarm sounds before 8.30am, pupils and staff will follow the normal firc proccdure and

cvacuate to the assembly point. Then in the cvent of a fire, a member of Scnior Management

Tcam, the Facilitics Manager or a carctaker will inform the Fire Brigade that there could be pupils

in the building who cannot be accounted for.

6
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SENIOR SCHOOL

After 4pm, all pupils must gather at the assembly point. The Librarian will then register the pupils
using the sign in/out sheet as a register. Any other member of staff running an cvent or club after
school should also have an accurate register of attendance which will be used. The Carctaker in
charge will update the librarian cither by phonc or in person as to whether the fire brigade has been
called or if the alarm can be silenced and the pupils allowed back into the building.

JUNIOR SCHOOL

After 3.45pm, all pupils gather at the assembly point. The Head of Junior School or in his absence
the Deputy Head or Head of Preprep will then register the pupils, supported by teaching staff,
after school carc staff and staff running clubs. The Deputy Head or Head of Preprep will also
register staff present.

Ar all times there is a trained Fire Marshall on the Premiscs.

VISITORS

All visitors sign in and out of the Front Office. This book is used to register visitors at the assembly
point. All visitors arc given a badge on the back of which arc derails of the fire procedures and they
arc informed of the assembly point.

Firc cvacuation routcs arc clearly labelled around the school, which visitors should follow.

OUT OF HOURS EVENTS

Staff and girls coming in out of normal hours {c.g play rchearsal) must sign in on arrival.

The host member of staft is responsible for ensuring thar adequate exits arc unlocked and that

cveryonc is ClCGll' on tl]C cvacuation pl'OCCdLll'C and Wl]ﬂt to ClO l{: thC alarm ShOLlld SOUﬂd.

For out of hours cvents where visitors will be on site (play, concert ctc) a carctaker or senior

member of staff will be in artendance who can oversee any cvacuation.

In this casc it will be impossible for a role call to be taken as with a public cvent it is impractical
to ask members of the public to sign in.

The duty carcraker will ensurc that adequate exits arc left open.

7
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An Event Management Form must be complete prior to an cvent taking place which will list the

cvacuation procedures and risk asscssment.

FIRE RISK POLICY AND PROCEDURES

All records relating to Fire Safety arc kept and maintained by the Facilitics Manager. They are

revicwed in consultation with the Exccutive Head and the Facilitics Manager actions and rccords

any macters arising. The following records arc kepr, maintained and reviewed:

The Firc Risk Asscssment and its revicw

The Firc Safcry Policy and Firc Procedures

Training Records of Firc Wardens and other staff training
The Fire practice drill log

Certificatcs for the installation and maintenance of firc-fighting systems and cquipment

The Facilitics Manager carrics out regular checks, walking the site and a termly checklist is

completed. This is also in line with The Arson Prevention Burcau 1998 Regulations. Regular

checks by the Facilities Manager include:

Firc cxits and emergency routes arc kepe clear

Signs and notices arc in place

Emergency lighting is correct

Firc extinguishers are not used to prop open doors

Checks on all fire doots to ensure they remain closed unless atrached to the firc alarm by
magnctic means or a door guard Is attached. These doors will automatically close when the
firc alarm activares.

Annual maintenance of fire cxtinguishers is carried out by an approved contractor in
December cach year.

JC Electrics Service and test fire alarms and emergency lighting six monthly in April and
August

The Facilitics Manager and Carctaker test the call points in cach building weckly on a
Wednesday around 0800 and record the results in the log book.

The Facilitics Manager ‘flick tests” the emergency lighting in every holiday period.

Hcads of Departments have departmental Health and Safety policics and a copy is kepr in the

staffroom. High Risk departments such as DT Food Tech and Science have policics in place which

8
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include fire precautions and dangerous substances and clear instructions on what to do in the cvent
of firc. Hazardous substancces arc kept in lockable cabincts/containers and COSHH sheets arc kept

for these substances.

Scparate policics arc place to cnsurc communication berween main school and the sports centre in
the casc of an cvacuation. These policics also include provision for collecting girls from the sports

centre and returning them to main school if necessary.

All policics arc revicwed annuall}r.

e A rcgister of dangerous substances is kept by the Facilitics Manager and a copy is kepr in

the School Office. This is made available to the Fire Brigade on arrival.

All Employces should

e Familiarisc themsclves with the fire procedures and cscape routcs.
e Rcport to the Facilitics Manager any concerns regarding fire safety

e Ensurc that doors arc not held open by fire extinguishers or wedges and fire exits arc not

blocked.

e In accordance with the firc procedures, evacuate the building to a safe place withour

putting themsclves or others at risk.
e Not attempt to cxringuish a firc unless they have been specifically trained to do so.

e Comply with the School No Smoking Rule.

FIRE TRAINING

e All employces receive training and instruction on all of the firc and emergency procedures
on an annual basis. All training is recorded. All members arc advised on taking preventative
mcasurcs and cnsuring a safe cnvironment.

® Any cmployces with additional firc safety dutics i.c. Fire Wardens, will be given training
on appointment to their specific dutics and refresher training on an annual basis.

e Duc to the nature and layout of the buildings it is not considered practical to appoint Firc
Marshalls with responsibility for a particular arca since tcaching staff could be in any
number of different places throughour the day, and they should stay with their class to
cnsure they evacuate and make their way to the assembly point safely. Support staff tend
to be based in groups and arc not in all arcas. It could thercfore put them at risk by asking
them to go to a specific arca rather than straight to the assembly point.

9
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e Nocw staff arc inducred into the GHS Firc Procedures and they complete the checklist
and recrurn to the Facilitics Manager for recording,.

o The staff trained as Firc Wardens arc listed on Health and Safety notice boards.

CONTRACTORS

e Any contractors working on sitc must sign in at reception and wear a visitor’s badge ar all
times.

e Thc contracror’s host must cnsurc that they arc bricfed on the school’s firc procedurc
including the no smoking policy.

e Any ‘hor works” must be authoriscd by the Facilitics Manager before work begins, and will
only be allowed on reccipt of a completed risk asscssment and methed statement and after

being issucd with a hot work permit.

DISABLED PERSONS

Any member of the GHS community who suffers a disability, be in permanent or temporary,
will be issucd with a Personal Evacuation Plan (PEP).

This plan will depend upon the individuals disability but could include relocation of
lessons/office.

Reasonable adjustments will be made to the premiscs where possible to ensure that anyonc on the
premiscs can be suitably notificd of an emergency and evacuate safely no marcer what their
personal circumstance. However the age and layour of some parts of buildings may make these
adjustments impractical.

Arcas of the buildings likely to be visited by disabled visitors/parents for cxample the main hall

arc cquipped with step frec access.

Date of next review: September 2023

14
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