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                                      Rufforth Primary School Fire Procedures                                

It is the responsibility of the Headteacher and Governing Body of Rufforth Primary School 
to ensure that fire evacuation and appropriate drills are carried out according to the 
procedure below.  

Any person discovering a fire: 

 Anyone discovering an outbreak of fire must, without hesitation, sound the alarm by 
operating the nearest fire alarm call point.  – see school plan (Appendix 1)                

 The Fire Alarm works automatically and sends a signal to the monitoring company. 
They will try and verify if the fire is real or a false alarm before signally to the Fire 
Service.  There is no way of stopping the Fire Brigade once they have been 
directed. 

 Do not attack the fire. Leave the premises immediately. Trained Fire Wardens will 
ensure all pupils and staff have safely exited the premises. 

DO NOT PUT YOURSELF AT RISK   

Evacuation  

 On hearing the fire alarm, pupils must be instructed to leave the building in single 
file and in a calm, orderly manner. The routes to be followed are indicated on the 
class procedures in each room.   

 The person in charge of each class must indicate the exit route to be used and 
everyone must be directed to the Assembly Meeting Point at the back of the school. 

 If the children are in the dinner hall, midday supervisors take responsibility and all 
other staff on site will assist with evacuation and registering. 

 Specific arrangements have been made for pupils with physical disabilities to 
ensure that they are assisted during evacuation (PEEP plans in place).  

 To avoid panic, no running is to be permitted.  

 Overtaking of classes or individuals must not be permitted.  
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 Anyone who is not in class when the fire alarm sounds must go immediately to the 
assembly point. Please follow the safety characters from your location to the 
nearest exit. 

 No one must be allowed to re-enter the building until told to do so by the Fire 
Service in attendance, or, in the case of a fire evacuation drill the senior person in 
charge.  

Duties to performed by staff 

 Get the children out of the building. Each Class teacher is responsible for the 
children in their care. 

If you are not in class, due to a training course, PPA etc. please ensure your class 
has been handed over to the supply teacher or the headteacher has been informed. 

 Open fire escape and evacuate pupils are quickly as possible. 

 Fire Warden and Headteacher to check the following: 

April Green – All toilets, class 4 and class 3 

Rachel Parker – class 1, class 2 and Learning Hub 

Headteacher – hall, library and changing rooms. Ensure you have a mobile phone on 
your person 

Office Administrator – wait for telephone call from monitoring company is a false alarm, 
bring staff visitor’s book to assembly point. 

 Each staff member on duty that day will perform or assist in performing the above 
procedures to ensure a swift and safe evacuation of the building.  

 In the event of a missing person thought to be still in the building, the person 
in charge will aim to locate their whereabouts from outside the building in order to 
inform the Fire and Rescue service. In the event of a missing person, report 
immediately to the Headteacher or person in charge.  

      DO NOT GO BACK INTO THE BUILDING. 

Assembly  

 The area outside the back of the school premises (in front of the pond fencing) is 
the designated assembly point. 
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Roll Call  

 The Headteacher is to have overall responsibility to ensure that a roll call is 
conducted in the event of evacuation of the premises.  In their absence, the person 
deputising for the head will be the nominated person.  The school Administrator will 
bring out registers and pupil contact details. 

 Immediately after classes have assembled at the assembly point, a roll or count 
must be made to ascertain that no one remains in the premises by the class teacher 

 Any visitors or contractors in the premises at that time must be included and will be 
checked by the office administrator.  

 The count at the assembly point must be checked with the attendance registers and 
visitors book to verify that everyone is out of the building.  

 Attendance registers and visitors book should be held at a central point and must 
be brought to the assembly point when the alarm sounds. 

 Each teacher must report to the nominated person in charge of the evacuation 
procedure to verify that everyone in their charge is accounted for or to inform 
him/her of the number of persons missing.  

Meeting the Brigade  

 The person in charge of the roll call must identify him/herself to the Fire Brigade on 
their arrival. In doing so vital information can be relayed to the Fire Officer which will 
dictate the necessary actions to be carried out by the Fire Brigade. 

Information the Fire Brigade will want to know:  

 Is everyone accounted for?  

 If anyone is missing: 
 How many?  
 What is their usual location?  
 Where were they last seen?  

 Where is the fire?  

 What is on fire? (It may not be apparent).  

 Are there any hazardous substances involved in the fire or stored in the building? 
(ie. Chemicals, Cleaning fluids and Solvents,) 

 Where is the key to the alarm box? This is situated in the main foyer - Code 2349. 
Another set is in key safe in staff room. 
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Evacuating the locality 

If it is deemed necessary all the children and adults who have been evacuated may be 
required to move off site – to the Institute. A file will be available at the assembly point with 
all the telephone numbers of parents/carers. This will be taken out with all the registers. 

Frequency of the fire evacuation drills 

Fire evacuation drills will be held at least once per term, preferably at the commencement 
of each term.  Each fire drill will be recorded and evaluated and where necessary practices 
improved. 

Notices 

 Each fire alarm point shall, where necessary, be clearly indicated "Fire Alarm" in 
accordance with the Health and Safety (Safety Signs and Signals) Regulations 
followed by the appropriate operating instructions. 

 A notice should be displayed adjacent to the telephone or switchboard giving clear 
instructions for calling the Fire Service in case of fire. 

Induction Procedure 

During the first week of term or as soon as practically possible thereafter, all new entrants 
being pupils, staff or support staff, should be conducted around the primary escape routes 
of the school. They should also receive instruction on the school fire evacuation routine.  

All members of the staff shall receive instruction and training appropriate to their 
responsibilities in the event of any emergency.  

All members of staff shall each receive a personal copy of prepared written instructions. 
They shall receive two periods of verbal instructions given by a competent person in each 
12 month period. Such instruction shall include details of how to call the Fire Brigade. In 
the case of newly engaged staff, instruction shall be given as soon as possible after 
appointment.  

A record of the training and instructions given and fire drills held, shall be entered in the 
log book and will include the following:  

 date of the instruction or fire drill;  
 duration;  
 name of person giving the instruction;  
 names of persons receiving instruction;  
 nature of instruction or fire drill.  

Fire drills, which may be combined with the instruction given above, shall be carried out at 
least once per term. The fire drill should simulate that one escape route is not available. 
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Each fire drill should be started by a pre-determined signal and the whole premises 
checked. 

Staff Training 

The Headteacher is responsible for organising staff training and for coordinating the 
actions of the staff in the event of fire.  In their absence, the person deputising for the head 
will be the nominated person.    There will be designated Fire Wardens who will be trained 
appropriately. 

Summary 
 
Our first consideration is to the safety of the children. 
 
Do not tackle fire or put yourself or others in danger. 

• All staff must then carry out their appointed duties, when everyone is out of the building 
call the register; if necessary, take the children to the Institute and wait for the parents to 
arrive to collect their children. 

OUR SAFE PLACE IS: In front of the pond on the school field. Our secondary safe 
place is at the front of school by the community hall. It we need to leave the site, we 
move to the Rufforth Institute. 

These procedures are available to all staff and have been approved by the Governing 
Body’s Premises Health and Safety Committee. 
 

Signed ……………………………..............................     Headteacher 

 

Date……………………………….. 

 

Signed …………………………….............................     Chair of Governors 

 

Date……………………………….. 

 
 
Approved at the Governors Meeting held ....................................................... 
 
Next review date................................................................. 


