
TUDOR PARK EDUCATION TRUST Management of Fire Safety Policy

Person(s) responsible for updating the policy: Director of Finance

Date last approved: March 2021

Period of review: 3 years - March 2024

Status: Statutory

Tudor Park Education Trust oversees this policy but the local governing body of each
academy or school within the Trust is responsible for the implementation of the policy.

1. Introduction

Tudor Park Education Trust (“the Trust”) acknowledges that fire poses the potential
for serious injury, damage and loss. It therefore accepts its responsibility, so far as is
reasonably practicable, to prevent loss of life, minimise harm to people, and reduce
damage to property and the environment caused by fire and other related risks in
premises which are under its control or in which it is the occupier.

2. Scope of Policy

The policy will apply to all premises that are directly managed by the Trust.

3. Fire Safety Management Plan

The Trust accepts its responsibilities under the Regulatory Reform (Fire Safety)
Order 2005. The Trust will aim to reduce, as far as is reasonably practicable, the
risks from fire in all its premises. In support of this the Trust will adhere to the
following Management Plan:

1. The premises will be subject to a fire safety risk assessment to identify,
evaluate and assess sources of fire hazard.

2. Appropriate controls and precautions will be introduced to remove or reduce
the fire risk to people and property.

3. A Fire Evacuation Plan will be established for the premises.



4. The Fire Evacuation Plan will be conspicuously displayed and be drawn to the
attention of staff and visitors.

5. Appropriate fire-fighting equipment, facilities and fire marshals will
be provided at the premises, appropriate to the level of risk
presented.

6. Appropriate training will be provided for staff as required in the Fire
Evacuation Plan and, where appropriate, in the use of any fire-fighting
equipment provided.

7. The evacuation of pupils, staff and visitors with disabilities will be specifically
addressed within the buildings’ fire risk assessment and Fire Evacuation
Plan.

8. Fire and emergency evacuation drills and tests will be conducted at a
frequency commensurate with the fire risk presented and the nature of fire
precautions and means of escape.

9. All fire precautions, fire detection/alarm systems and emergency and standby
lighting will be routinely inspected, tested and maintained.

10. Detailed records of all fire safety risk assessments and reviews, fire alarm
tests, drills and maintenance will be kept at the premises to which they
relate.

4. Fire Safety Risk Assessments

Fire safety risk assessments will be carried out by an appropriately qualified
assessor.

A copy of the risk assessment (and any review) will be held on site within the Fire
Log Book.

The fire safety risk assessment will be reviewed annually, or sooner where significant
change/modification has occurred to the premises, their occupancy or use.

5. Training and Competency of Risk Assessors

All fire risk assessment consultants will be competent and have:

● Knowledge and experience in the principles of fire safety and in carrying out
fire risk assessments sufficient to identify risks and determine how they
should be removed or managed to meet the relevant or adopted standards.

● An understanding of the fire hazards, fire risks and relevant factors
associated with occupants at special risk within the premises.

● Full understanding of the relevant fire safety legislation.

6. Fire Safety Procedures



Each Academy within the Trust will have appropriate written Fire Safety Evacuation
Procedures in place to ensure safe evacuation of the premises and arrangements for
summoning the fire and rescue services in an emergency and to mitigate loss of
property and business function.

Fire action notices will be displayed conspicuously throughout the premises.

All staff, visitors, and those affected will need to be made aware of and understand
how the procedures will apply to them.

7. Fire Training and Drills

Instruction on the buildings’ fire safety procedures will be given to staff occupying the
premises at induction. Routine refresher training, fire drills and practice evacuations
will be carried out at least twice a year.

8. Testing, Maintenance and Inspection

Routine testing, inspection and periodic maintenance of all fire detection/alarm
systems will be carried out, including testing/inspection of emergency lighting, fire
precautions and extinguishing appliances e.g. fire extinguishers.

9. Routine Fire Safety Maintenance Checks

In addition to completion of the fire safety risk assessment, routine assessment of the
adequacy of the fire safety equipment/systems will be carried out at appropriate
frequencies.

10. Record Keeping and Site Log Book

Each site will maintain a fire safety log book. The log book will contain details of the
following:

● Fire drills
● Fire safety training carried out
● Fire alarm tests
● Emergency lighting tests
● Maintenance and testing of other fire protection systems and evacuation

equipment.

A copy of the premises fire risk assessment and associated site plan shall be kept
available in the log.

11. Appointment of Fire Marshals

Each Academy will appoint fire marshals. The key duties of a fire marshal will be to:

● Assist those on the premises to leave;



● Check that everyone has left; and

● Control safe re-entry into the building.

Specific duties may be further defined within local fire safety plans to the building.
Fire marshals will be provided with appropriate training to carry out their duties.

12. Responsibilities

12.1 Academy Principal

Will:

1. Identify necessary resources to take remedial action to appropriately reduce
the risks as identified in the risk assessments within the premises managed
by them.

2. Ensure that all managers with site responsibilities or asset management
responsibilities are provided with the appropriate training to follow the steps
set out below in 12.2.

12.2 Finance Director / Site Manager

Will:-

1. Arrange for the fire risk consultant to undertake a fire risk assessment of the
premises.

2. Arrange for the implementation of required improvements, either
management or physical modifications to the building or the fire safety of
the building following the fire risk assessment, including the appropriate
appointment of fire marshals.

3. Consider appropriate fire precautions and prevention measures for the
building in relation to its use and occupancy and the consequences of misuse
and trespass, e.g. arson control.

4. Develop and maintain a Fire Safety Evacuation Plan for the site. The plan will
detail what to do in the event of a fire and coordinate action to alert all
persons10 to the presence of fire and to effect safe evacuation to a place of
safety in a reasonable time.

5. Inform all staff (including temporary/agency) of the Fire Safety Evacuation
Plan and evacuation procedures.

6. Take into particular account the personal evacuation plans and arrangements

10 Particular attention will be paid to those individuals with a disability or special needs.



for those who are disabled, vulnerable or have special needs affecting their
response to alarms or ability to evacuate to a place of safety or refuge without
assistance.

7. Provide suitable and sufficient escape routes which are properly marked and
kept clear at all times to enable prompt and timely evacuation.

8. Provide appropriate fire-fighting equipment, to be available at all times, along
with correct signs showing the location of non-automatic systems and call
points. All staff shall receive information on the selection and use of the
correct fire-fighting equipment provided.

9. Arrange for regular, proactive and preventative maintenance of all fire safety
equipment at the premises.

10. Maintain appropriate records pertaining to fire safety.

11. Arrange for an appropriate review of the buildings fire safety risk assessment.

12 Ensure that all contractors and visitors (who will be working at times
independently) are given guidance on what to do in the event of a fire
evacuation.

12.3 Those Responsible for Commissioning Work.

Will:-

1. Ensure a specific risk assessment has been completed for the work planned and that
appropriate health and safety precautions for fire prevention are in place, e.g. hot
work permits.

2. Ensure a method statement and risk assessment is obtained from the contractor
carrying out any work (prior to commencement) and that it is reviewed by a
competent person prior to work starting.

3. Ensure all work on or to a premises (for new buildings, extensions or substantial
alterations) complies with the relevant building standards relating to fire.

4. Identify any works planned that are likely to change the risk status as identified in the
fire risk assessment so that the assessment can be updated as necessary.

5. Ensure that all contractors:
● sign in
● are made aware of the Fire Evacuation Plan

12.5 Sports Hall Manager

Will:-



1. Provide a Fire Evacuation Plan for the Sports Hall for times when the school is
closed but the Sports Hall is open.

2. Ensure that all hirers are aware of the Fire Evacuation Plan when they are using
the buildings.

12.6 SENDCO – Responsible for the Centre/ASD units

Will:-

1. Ensure that all students attached to these areas (as well as any other
identified students) have a Personal Emergency Evacuation Plan
(PEEP).

12.7 All Staff

Will:-

1. Notify their line manager, without delay, if they are concerned about any
aspect of fire safety.

2. Personally comply with all fire and related safe working precautions, signs,
procedures and instructions given in order to protect persons from injury by
fire or in evacuation.

3. Bring to the immediate attention of their line manager, or any other person in
authority, any defects in precautions/fire equipment or difficulty with
complying with the Fire Safety Evacuation Plan for the building.

4. Not interfere with anything provided in the interests of fire safety.

5. Draw the presence, meaning and importance of the premises Fire Safety
Evacuation Plan and procedures to any person or persons to whom they may
have a special duty of care e.g. visitors, clients etc.

6. Keep all designated and signed fire exit routes, refuges and assembly areas
free from obstructions and close fire and smoke control doors when they are
not directly supervised and in use (unless the doors are held open by
automatic closing devices/magnets).

7. Cooperate with and follow the instructions given by designated Fire
Marshals.

13 Fire Precaution Measures

13.1 All areas

1. Keep combustible material away from heaters
2. Do not use portable electric heaters
3. Visually check electrical appliances and cords regularly and disconnect



appliances where practicable
4. Repair or remove all electrical hazards
5. Avoid overloading electrical outlets and keep wiring away from

doorways, windows or under carpeting
6. Extension cords should not be used as a replacement for permanent wiring
7. Dispose of rubbish regularly and in a proper manner

13.2 Laboratories

1. Store flammable liquids properly and dispense them from an approved
safety container

2. Avoid putting strong incompatible chemicals next to each other as interaction
may occur and cause a fire or explosion

3. Survey chemicals annually and discard any that are obsolete or show signs of
decomposition

4. Order and store the minimum supply necessary

13.3 Kitchens and similar areas

1. Keep all equipment, hoods, filters and ducts free of grease accumulation
2. Clean up spills immediately
3. Do not allow waste to accumulate
4. Regularly clean lint traps on dryers, filters on vents, fans and air conditioners

13.4 Technology areas

1. Never weld in areas where combustible material is stored
2. Keep work areas clean and check daily for fire hazards
3. Provide suitable waste cans for disposal of oil and paint soaked rags
4. Use safety cans for storing and dispensing small amounts of flammable liquids
5. Ensure good ventilation for painting operations and a regular routine for

cleaning up overspray residues
6. Ensure that cookers are regularly and thoroughly cleaned after use
7. Ensure that cookers are turned off at the end of each lesson
8. Ensure that the area is supplied with easily accessible fire extinguishers

13.5 Storage areas

1. Carefully store and handle cleaning compounds and polishes that may give off
flammable vapours

2. Ensure general order and cleanliness in storage rooms

13.6 Corridors and doorways

1. Keep all doorways, fire escape routes and stairwells clear
2. Do not prop open fire doors
3. Identify exits with lighted signs and keep them unobstructed



4. Regularly test the emergency lighting to ensure that it is in proper working order
5. Test fire doors regularly to make certain that the doors do not jam and that the

hardware is not detached. Institute an ongoing maintenance programme.
6. Restrict paper to bulletin boards and fasten at all corners

13.7 Boiler rooms

1. Do not store combustibles in boiler rooms
2. Service heating equipment and check units regularly to make sure that they are

in proper working condition
3. Do not store combustible materials in electrical rooms
4. Gas powered equipment should be stored outdoors or in a fire-rated room

14 Maintenance and testing of fire safety protection equipment

The following table details the Trust’s minimum requirements regarding maintenance and
testing of fire safety protection equipment:

Equipment/
Procedures

Period Action

Fire detection and
warning systems
including fire
alarm call points
and smoke alarms

Weekly

Annually

Testing of call points and sounders on rotation

Inspection and service by competent contractor

Emergency
Lighting

Daily

Monthly

Annually

Visual inspection by the site team

Disconnect the mains lighting to enable a function
test of the emergency lighting units. Usually involves
turning on and off with ‘fish key’.

Full 3-hour discharge test
Fire Doors Weekly

Monthly

Operation of release devices

Condition checks
Fire Extinguishers Monthly

Annually

5-yearly

10 yearly

Visual check to ensure equipment is in its assigned
location and has not been discharged.

Thorough inspection and testing by competent
contractor
Extended service (test discharge)

Overhaul (hydraulic test)



Fire Shutters 6 monthly or
when faults are
detected

Regular testing to
ensure effective operation

Fire Drills Twice per year At least two full site evacuation drills per year

Dry Risers 6 monthly

Annually

Visual inspection

Pressure test

Portable
Appliance (PAT)
Testing

Every 6 months

Minimum bi-
annually
(subject to risk
assessment)

Site team to visually inspect all electrical portable
appliances

Combined inspection and testing by suitably qualified
engineer. High risk items such as extension
leads/kitchen equipment/science equipment/nursery
school etc. tested annually. Low risk items such as
computers tested every 2 years.

Periodic
Electrical Test

5-yearly Testing of all fixed wiring and distribution boards by
NICEIC/ECA or equivalent registered electrical
contractor

Fire Safety Risk
Assessment

Annual Fire risk assessment completed by a suitably
qualified assessor

Lightning
Protection

11-monthly The lightning conductor installation must be checked
for damage and deterioration. The electrical
continuity of conductors, bonds and joints require
testing and the earth resistance measured.


