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1. Aim 
 

We will ensure that risks from fire are identified and that arrangements are in place to 
control those risks and to enable the Academy to comply with its duties under the 
Regulatory Reform (Fire Safety) Order 2005 and other education specific guidance. 
 

2. Procedures 
 

The Academy has in place procedures for:- 
 

• Carrying out fire risk assessments; 
 

• Preventing fires; 
 

• Evacuation in the event of a fire;  

• Maintaining and checking all fire detection, alarm and fighting systems. 

 

The designated Academy Fire Safety Officer and Principal has responsibility for: 

 

A. Maintaining and ensuring the local implementation of the Academy fire procedures;  
 

B. For making and maintaining a fire map (see Appendix 2) of the Academy premises,  
 

C. Showing places of high risk and the precautions put in place by the Academy.  
 
Evacuation maps (see Appendix 2 and 3)  

 
Show the fire drill procedure and closest available fire exits. Copies of these maps are 
brought to the attention of all employees and others who may be affected by:- 
 

• Posting copies on staff notice boards, the backs of all classroom and office doors in 
toilets and communal areas. 
 

• Bringing them to the attention of all employees, contractors and visitors, etc. during all 
training and site induction sessions; 
 

• Providing at least one Fire Marshall in every building 
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The academy works closely with Camberwell Leisure Centre where premises are shared. 
 
 
 

3. Fire Risk Assessment 
 
All of the Academy premises are subject to a fire risk assessment. This is conducted by an 
external consultant or other competent person. The fire risk assessment is reviewed and / 
or updated by the Academy Fire Safety Officer every year or in the event of significant 
changes to the buildings or their usage.  This is done in conjunction with Everyone Active at 
Camberwell Leisure Centre where the premises are shared. 
 
A copy of the fire risk assessment report is available on site from the Academy Fire Safety 
Officer and employees' attention has been brought to any hazards found in the assessment. 
Fire hazards will be eliminated or the risk reduced to the minimum level practicable by 
implementing control measures and safe systems of work. 
 
Regular assessments will be made by the Academy Fire Safety Officer to ensure that the 
walkways are kept clear of obstruction and tripping hazards. 
 
 
Fire Detection 
 
Each of the Academy premises has adequate means of fire detection. The detection 
equipment is maintained and regularly checked by competent persons. 
 
Fire Alarm 
 
The Academy premises has an adequate means of raising the alarm in the event of fire. 
The fire alarm system is tested weekly with the date and time made known. This is 
managed by the Camberwell Leisure Centre Health & Safety Officer. The alarm will be 
activated using a different activator point each week, where this is practicable. 
The fire alarm system is serviced six monthly by ARC Security. 
Records of these tests and servicing are maintained in the Fire Safety Log book held by the 
Academy Fire Safety Officer. 
 
Fire Fighting Equipment 
 
The fire risk assessment determines the minimum level of fire fighting equipment which 
must be present in the Academy premises. 
Fire extinguishers and/or other fire suppressant systems are serviced by the contractor 
annually and the service date recorded on each item. 
 
Emergency Lighting 
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Emergency lighting is installed in the Academy where lighting would continue to be required 
in the event of a mains power failure, e g stairs, passageways and emergency exits. 
Battery operated emergency lighting is tested monthly (charge & illumination) and an 
annual full discharge test by the contractor. 
Records of testing and servicing of emergency lights will be maintained by the Facilities Fire 
Safety Officer in the Fire Safety Log book 
 

4. Emergency Procedures 
 
Evacuation Maps are displayed in each building and every classroom of the Academy 
premises detailing the action to take in the event of a fire and highlighting the assembly 
point to evacuate to in an emergency. An example for contractors and visitors is included at 
Appendix 3 to this policy. 
 
There are adequate means of escape for all occupants of the Academy premises. These 
means of escape are clearly signed with pictograms. The means of escape will be regularly 
inspected by the Academy Fire Safety Officer to ensure they are kept clear of obstructions 
and tripping hazards. 
 
Where disabled persons or students with additional needs use the premises, specific 
arrangements will be made to ensure they can escape in an emergency. For staff and 
students there will be a Personal Emergency Evacuation Plan (PEEP) in place, visitors will 
be catered for by the Academy Fire Safety Officer when notified. 
 
Teaching staff are responsible for escorting their pupils safely out of the building quietly and 
in an orderly fashion. They are responsible for taking the register 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 Academy Fire Safety Officer. It is 
the responsibility of the Academy Fire Safety Officer to ensure that this information is 
passed to the Fire and Emergency services as soon as they arrive. 
 
Summoning the Fire Brigade 
 
The Academy Office is manned between 8.30am and 4.00pm during weekdays in term- 
time. 
The Academy Office is always given advance warning of fire practices. If the alarm goes off 
for any other reason, the staff have standing instructions to summon the Fire and 
Emergency Services once instructed by the Academy Fire Safety Officer or Camberwell 
Leisure Centre 
 
Fire drills will be held every term at the Academy. 
Written records of fire / evacuation drills will be maintained in the Fire Safety Log book 
which is kept by the Fire Safety Officer. 
 
Fire Training 
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Staff will be informed and kept updated in relation to: 

• action to take if they discover a fire, including how to activate the fire alarm; 

• action to take on hearing the alarm, including location and use of exits and 
escape routes. 
 
Pupils will be informed and reminded of exits and escape routes. 
 
Fire Marshalls will be trained in:- 
 

• emergency evacuation procedures; 

• use of fire extinguishers; emergency procedures; and 

• how to spot fire hazards. 
 

5. Visitors and contractors 
 

• On arrival at the Academy they will receive a briefing to ensure that they are aware of the 
policy procedures and assembly points in the event of an evacuation. 

• Contractors will provide method statements for any hot works to be carried out 
and these will be approved by the Academy prior to works commencing. 
 

6. Fire Prevention 
 
The Academy takes all reasonable precautions to prevent a fire from breaking out and 
recognises that for a fire to take place oxygen, flammable materials and a source of ignition 
must all be present. 
 
The following fire hazards are identified:  
 
a) Smoking 
b) Electrical Equipment 
c) Naked flame and gas appliances 
d) Portable heaters 
e) Laboratory equipment 
f)  Lightning 
g) Flammable / combustible substances 
 
 
To reduce the risk of fire 
 
A) Smoking 

 



 

 7 

The Academy is a non-smoking site. Smoking is not allowed in any Academy building [or 
the grounds] 
 
B) Electrical equipment 
 

a) Electrical equipment is PAT tested every two years. Records are held by the Fire 
Safety Manager. 

b) Electrical equipment is switched off when not in use and unplugged, if appropriate, at 
the end of the working day. It is stressed to all staff that power packs, and phone 
chargers in particular must be switched off at source. 

a. Electrical equipment such as a vacuum cleaner, catering equipment or a 
power tool that is movable and used regularly requires a visual check before 
use. The responsibility lies with the user to undertake this check. 

b. Care is taken to ensure that electrical circuits are not overloaded, by using 
only fused extension cables, which should be fully unwound. 

c. Extension cables are never plugged into other extension cables and adaptor 
blocks are not used. 

d. Electric leads must not cross walkways. They may be laid exceptionally 
across walkways temporarily for events provided that they are adequately 
covered in rubber protective matting. 

 
C) Naked flame 
 
The use of Bunsen burners is forbidden. Gas appliances elsewhere are regularly inspected 
and tested and the supply can be cut off in an emergency. In the Kitchen all appliances are 
switched off when not in use, with the exception of refrigeration units. 
 
D) Portable heaters 
 

a) Occasionally the use of additional heaters may be required. These appliances are 
inspected regularly. They are sealed units which are plugged in. They must be 
positioned at a safe distance from any furniture and wall hangings and must never 
be covered. 

b) Heaters that are not hard-wired should be switched off whenever a room is left 
empty. 

 
E) Laboratory equipment 
 

a) All laboratory equipment is regularly inspected and maintained in good working 
order, or labelled clearly as unserviceable, by Science staff. 

a) Science staff (and pupils, where appropriate) are trained in its safe use; pupils are 
never allowed to enter a Science laboratory unsupervised and may never use 
laboratory equipment without staff supervision. 

 
F) Flammable / combustible materials. 
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a) All new Academy furniture should conform to British Fire Safety Standards. 
b) Flammable materials such as chemicals are kept in a secure store. 
c) All containers / storage areas are clearly and appropriately signed. 
d) Combustible materials used in maintenance are stored in locked metal cabinets. 
e) There are regular inspections of the areas where there are potential sources of 

ignition to ensure that no flammable materials are stored close by. 
f) Hot working is permitted only under permit from the Facilities Manager and 

strictly under specified managed conditions. 
 
Health and safety and fire hazards are regularly monitored in the building. 
 

7. Fire Records 
 

Records are kept of training; inspections; evacuations and maintenance of systems and 
equipment by Camberwell Leisure Centre & the Academy. 
 
 

8. Evaluation 
 

The Principal will review this policy annually and in line with directives from the HSE, other 
specific education guidance and changes in the Academy’s premises. 
 
 
 
Appendix 1: Emergency Evacuation Notice 

 
All new staff and pupils, all contractors and visitors are shown the following notice: 
 
A. If you have a disability that will present difficulties in your safe exit from the Academy 

buildings, then you must make this known to the Academy on arrival. A plan to assist 
your evacuation will be agreed with you before you proceed to the purpose of your visit. 
 

B. 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. 
 

C. When the alarm sounds: 
If you are responsible for a class, or any visitors to Arco`, make them leave quietly with 
you.  

      No one should talk or run.  
      Make your way to the assembly point in the car park outside the main entrance. 
 
D.  If you are teaching a class, take your register with you.  
     Do not take anything else, and do not allow the pupils to take anything. 
 
E.  Shut doors and windows behind you. 
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F.  The Emergency Services will be summoned automatically on sounding of the fire alarm. 

 

G. If you have a disabled pupil in your class, then you must be aware of the Personal 
Emergency Evacuation Plan (PEEP) that is in place for them. If you are unable to 
implement the plan then you should direct him or her, together with his or her carer, to wait 
for the Fire and Emergency Services in the nearest designated safe refuge. 
 
H. Take the register of your class as soon as you reach the assembly point. Hold your 
register in the air once taken so that the Fire Marshalls can see who is able to account for 
all their class. 
The on duty Administration Officer should take the roll call for contractors/visitors from 
his/her sign in register. 
Report anyone who is waiting to be evacuated from a designated refuge, or who is missing 
immediately to the Academy Fire Safety Officer who will inform the Fire Brigade. 
 
I. On no account should anyone return to any building until given permission by the Fire and 
Emergency Services. 
 
J.  Remain at the assembly point with your pupils until the all clear is given. 
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Appendix 2: Arco 1st Floor Map 

 

 

Appendix 3: Arco Ground Floor Map 
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