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Fire Safety Policy and Evacuation Plan 

EF Academy will ensure, so far as reasonably practicable, that all staff, pupils, contractors, 
and visitors are protected from the risks of fire whilst on the premises. 

The Regulatory Reform (Fire Safety) Order 2005 came into force on 1st October 2006.  This 
policy explains how the School complies with the Regulatory Reform (Fire Safety) Order 
2005 to ensure, wherever possible, fire is prevented, and any fire risks are adequality 
controlled. 

Responsibilities 

The School’s Fire Safety Policy forms part of the School’s Health and Safety Policy, and in 
common with the policy extends through the whole school, with specific responsibilities as 
below: 

• The Head of School has overall responsibility for the implementation and 

management of this policy. 

• The Operations Manager is responsible for the effective implementation of this 

policy and its role within the School’s Health and Safety policy. 

• All staff and students, visitors and contractors, have the responsibility to co-operate 

and ensure the workplace is safe from fire and its effects, and must not do anything 

that will place themselves or others at risk. 

Policy Objectives 

• To safeguard all persons from death or injury in the event of fire by the effective 
management of fire safety 

• To minimise the potential of fire and to limit fire spread 

• To minimise the potential for fire to disrupt services, damage buildings and 
equipment, or harm the environment 

Managing Fire Safety 

The School has delegated day to day responsibility for managing fire safety to the duty 
holder i.e. the Operations Manager. 

The Operations Manager will: 

1. Ensure all means of escape are properly maintained, always kept free from 
obstruction and available for safe and effective use; and that the means of escape 
have adequate emergency lighting 

2. Provide and maintain in working order all firefighting appliances and devices 
including: 

– Fire detection and alarm systems 
– Emergency lighting systems 
– Firefighting equipment 
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– Notices and signage relating to fire procedures 
– Means of escape, considering the needs of all users 

3. Carry out or arrange to have a fire safety risk assessment on each of the School 
buildings to ensure the School’s facilities are compliant; and reduce the risk of fire 
incidences by carrying out appropriate task risk assessments 

4. Provide appropriate instruction and training for all school staff on the actions to be 
taken to protect people and property including regular fire evacuation practices for 
all the School 

5. Ensure all staff, students, contractors, and visitors are made aware of and comply 
with the School’s fire procedures 

6. Identify any special risk, e.g. the storage of hazardous materials, and put in place 
appropriate procedures to minimise the risk 

7. Liaise with third parties: the emergency services, and the School’s insurers to ensure 
that best practice for fire prevention and procedures is in place. 

8. Monitor and review this policy on a regularly basis to ensure that any new risk or 
alteration to regulations is addressed. 

Monitoring 

The School utilise the services of various outside personnel to carry out effective monitoring 
of its deputies, this includes undertaking inspection of equipment and auditing of processes. 

The School fire detection and alarm system are maintained and checked by Trinity Fire and 
Security Systems Ltd on a quarterly basis.  The alarm sounders are tested on a weekly basis 
by the Maintenance team. 

The School emergency lighting is tested monthly by the maintenance team and twice twice 
a year by RT Harris & Son. 

Notices and signage are updated as and when required and checked annually by the 
Operations Manager. 

Fire fighting equipment is visually checked weekly by the Maintenance team, and 
extinguishers are replenished or replaced annually by Trinity Fire and Security Systems Ltd. 

A Fire Logbook which contains records or fire safety issues is maintained by the 
Maintenance team and located behind Reception of Cotuit House.  These issues include: 

• Fire drills 

• The inspection and test of the fire detection and alarm systems 

• The emergency lighting systems (kept on file with Operations Manager) 

• Firefighting equipment  

• Staff training records (kept on file with Operations Manager) 
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Fire Risk Assessment 

The School has carried out a comprehensive fire risk assessment for each building.  These 
assessments are kept in the Operations Department. 

The fire risk assessment identifies who will be at risk if there is a fire, where people may be 
working, where students and staff may be sleeping and who else is at risk, either in the 
premises or nearby, such as members of the public, visiting contractors etc, and where 
these people may be located. 

The fire risk assessment will be reviewed and amended annually if it is either no longer valid 
or if any changes are planned. 

Fire Safety Training 

All staff received basic fire awareness training as part of their induction and attend annual 
refreshers. 

Key staff throughout the School will receive additional Fire Warden training in the form of a 
one-day face to face practical training session. 

Students are given instruction during the first week or the Autumn term on fire prevention 
and on their actions to be taken in the event of a fire. 

Fire drills are planned each term to evaluate the effectiveness of the School’s evacuation 
procedures.  The findings of the drills are reported during staff meetings and conclusions are 
remedial actions are recorded and implemented. 

 

Fire Evacuation Procedures 

In the case of fire, or a fire drill it is necessary to be able to account for all students, staff and 
visitors on site.  

All staff are to sign in at reception or to use the Sign In app every time they arrive and leave 
the campus.  A register downloaded from this software will be used during a fire evacuation 
so persistent failure to comply with this request will be a disciplinary matter. 

To achieve this, a Total Simultaneous Evacuation (TSE) will be undertaken irrespective of 
where the fire has broken out. In other words, even if only Marcus Lower building is 
affected by fire, the whole school will be evacuated. For an evacuation to be deemed 
successful all persons will need to evacuate in 2½ minutes.  

In the event of an incident, or fire drill, during the working day the Operations Manager or 
delegated officer will be the Fire Co-ordinator, they will be directing and co-ordinating the 
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emergency procedures.  If the Operations Manager is unavailable, they must delegate this 
responsibility to another member of staff. 

Out of hours, at the weekend and out of term time, the Fire Co-ordinator will be the Head of 
Boarding or a delegated officer. Following the evacuation all Fire Marshals must report to 
the Fire Coordinator/delegated officer to inform them the building is clear, and all staff and 
students are accounted for.  If the Head of Boarding is unavailable, they must delegate this 
responsibility to another member of staff, usually the Deputy Head of Boarding 

If the Fire and Rescue Service is required, the call will normally be made by reception staff; 
the reception must always be staffed, by EF or security staff.  Any staff member may make a 
call to the emergency services themselves, if they believe there is a compelling reason for 
doing so. 

The Operations Manager will take a register for staff using the Sign In app, to use during the 
evacuation.  Between the hours of 5pm – 8am and at weekends and out of term time the 
register will be taken by the security staff on duty. 
   
During the fire drill, it is recognised as good practice to block off one of the escape routes 
to simulate a fire situation more closely, and this may take place.  

The time taken to evacuate the School must be recorded each time there is a fire drill. If it 
takes longer than the recognised time, the causes will be investigated, and the Operations 
Manager will consider carrying out the drill again if deemed necessary.   

 Any problems or difficulties with procedures after a fire drill MUST be reported 
immediately afterwards. A fire evacuation report will be completed by the Operations 
Manager following a fire drill. 

Overnight Visitors on Site 

As part of Fire Safety arrangements our Licence to Occupy contracts specify that we cannot 
have people to stay in our accommodation, unless permission has been granted in advance.  
All staff living on site are required to complete the Overnight Visitor Request Form (see 
Appendix 1). 

 For overnight visitors during term time, this form must be completed at least 24 hours in 
advance; and send to the Head of Boarding for approval. 

For overnight visitors outside of term time, this form must be completed at least 24 hours in 
advance; and sent to the Operations Manager for approval. 

For visitors 16 yrs.+ staying more than 24 hours, an enhanced DBS is required. Please 
contact the Operations Manager. 



 

6 
 

  

Please remember: your guest is your responsibility for the duration of their stay on campus, 
and you will be responsible for their safety, you may be deemed responsible if their actions 
put others in danger, too.  

 

Personal Emergency Evacuation Plan (PEEP)  
  
A Personal Emergency Evacuation Plan (PEEP) will need to be completed for any student or 
member of staff who is vulnerable, or needs additional support to evacuate. PEEPs are also 
to be undertaken for all contractors and visitors on site. PEEP templates need to be 
completed and returned to the Operations Manager. 
  
Fire Evacuation Bag 

The fire evacuation bag is situated outside the Pastoral Hub, the key is kept in the Hub, 

another with the Head of Boarding. The Boarding team are responsible for making sure the 

bag has an up-to-date record of all students currently resident on site, including their phone 

numbers and medication information. The students are to be split into residencies to make 

the roll call easier. The Operations Manager will complete an evacuation bag check, termly. 

  
 

Emergency Evacuation Procedures - Cotuit 

When discovering a Fire raise the alarm immediately  
 
In the event of the fire alarm being sounded all persons present on campus have a 

responsibility to immediately evacuate the building in an orderly manner. 

Overnight visitor 
request form is  

submitted at least 
24hrs before your 

visitor is due to arrive

In term time the 
form is submitted to 

the Head of 
Boarding.  Outside of 

term time it is 
submitted to the 

Opertions Manager

The visitor must sign 
in on arrival and sign 
out whenever they 
leave the campus, 

using the Sign In App

You are responsible 
for your visitor, 

ensure they know 
what to do incase of 

a fire
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A Total Simultaneous Evacuation will be undertaken irrespective of where the fire has 
broken out.  

As soon as the Fire Alarm is sounded, the SPOC will trigger the evacuation procedure on 
the Orah App.  This will send a message to all students: 

“Immediate ACTION required: the fire alarm has been activated on the Cotuit Hall 
campus.” 
 
On evacuating the buildings, the Cotuit Hall fire panel must be checked by whoever is on 
reception to establish where the fire is, the location needs to be shared with the Fire 
Wardens (Yellow vests) and the Fire Co-ordinator (Orange vest).  Notification of the fire’s 
location will be shared via walkie talkie.  The walkie talkies are for fire notification purposes 
primarily and must be kept on, charged and on channel 10. 
 
The Fire Wardens who have been issued with handsets are: 
 

• Claudia Cedraro (Reception) 

• Nelli Williams (Operations Department’s office) 

• Freya Waites (Ground Floor Brewer South) 

• David Smith (workshop) 

• Mark Fletcher- Single (Head of school’s office) 

• Chloe Lammas (Top floor Cotuit Hall) 

• Amy Lammas (Top Floor Marcus Lower North) 

• Jane Gaudi (Top floor Brewer North) 

• Sacha Davis-Richardson (Ground floor Marcus Lower North) 

• Michel Rivero (Ground floor Brewer North) 

• Donna Jones (Cherwell Building) 

• Kevin Cousineau (Cherwell Building) 

• Tina Desmond & Darren McDonald (Ground floor Marcus Lower South) from October  
 
The Fire Co-ordinator will be responsible for liaising with the Fire and Rescue Service when 
in attendance.  The Fire Co-ordinator will hand over the documentations to the Senior 
Incident Commander. 
 
Fire Wardens are to ensure all doors and windows are closed in their designated area.  They 

are to sweep the communal space in their area to ensure no one is left in the building. 

Fire Wardens should tackle a fire in their zone if: 

• They have already sounded the fire alarm and started the evacuation process. 

• The fire is containable. 

• It is possible to do so safety without putting yourself or others in danger. 
 
A Fire Warden will be positioned at each exit to ensure no one: staff, students, visitors or 
contractors re-enters the building to collect personal possessions, and everyone follows the 
correct safe route.  All other members of staff make sure students leave the building via the 
nearest available escape route.  
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Student who are physically on site will be expected to congregate at the assembly points on 
the lawn in front of Cotuit Hall according to residency.  Each student should login with the 
Orah app at the correct assembly point and press YES to the question “are you safe?” For an 
evacuation to be deemed successful, all persons will need to evacuate in 2½ minutes for 
(Marcus Lower residents the evacuation time will be taken by the Fire Warden directing the 
evacuation). 
 
Staff with the Orah app need to tick off students present on the Emergency Roll Call and to 
register students using the hardcopy tick sheets kept in the Pastoral Hub.   
 
All other staff are to establish ALL students have evacuated, notify the Fire Co-ordinator as 

soon as you know that all students are present or if students missing.  

The Operations Manager must account for any visitors or contractors on site. 

Wait for the all-clear which will be given by the Fire Co-ordinator, only then can you return 

to the buildings.  
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Emergency Evacuation Procedures – Cherwell 

When discovering a Fire raise the alarm immediately  
 

On Hearing the fire alarm 

In the event of the fire alarm being sounded all persons present within the Cherwell building 

have a responsibility to immediately evacuate the building in an orderly manner. 

Teaching staff responsibility 

All teachers to evacuate the building, making sure that all students are accounted for, and 

they leave using the designated routes to the nearest emergency exit.   

A Fire Marshal vest will be clearly visible at each exit.  As you evacuate the first Fire Marshal 

to the exit needs to take the vest and ensure no one re-enters the building to collect 

personal possessions, and students leave the campus via the correct route.  All other Fire 

Marshals are to escort their students, and the students of the Fire Marshals watching the 

exits.  For an evacuation to be deemed successful all persons will need to evacuate in 2½ 

minutes. 

Evacuate with the students onto Pullens Lane via the back gate by the cottage.  The first 

member of staff at the gate must open it.  The current access code for the gate is 1347, 

please do not use this for any other purpose.   

Move to the assembly point on Pullens Lane, located on the pathway by The 

Vines.  Students should not use the side gate or go through the reception unless they are 

requested to do so. 

The most senior person present will act as the Fire Co-ordinator, the only the person 

wearing the orange reflective vest, they will co-ordinate with the ILS.  If any students are not 

accounted for inform them immediately. The responsible person will be in this order: 

1. Dona Jones 
2. Kevin Cousineau 
3. Matthew Foster 

 

Please remain with the students until the Fire Co-ordinator has heard from ILS it is safe to 

return to campus. 
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Fire Wardens CHERWELL 

Dona Jones 

Kevin Cousineau 

Matthew Foster 

Jenny Gregory 

Emma Gernez 

Philip Jackson 

Ronan Clarke 

Kay Usher 

 

Fire Wardens COTUIT 

Chloe Lammas 

Jane Gaudi 

Sasha Davis-Richardson 

Nelli Janneler 

Freya Waites  

Dave Smith 

Anna Williams 

Joan Wilisoni  
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Mark Fletcher -Single 

Claudia Cedraro 

Darren McDonalds 
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APPENDIX 1 – OVERNIGHT VISITOR REQUEST FORM  

For overnight visitors during term time, you must complete this form at least 24 hrs in 

advance; and send to the Head of Boarding for approval. 

For overnight visitors outside of term time, you must complete this form at least 24 hrs in 

advance; and send to the Operations Manager for approval. 

For visitors 16 yrs.+ staying more than 24 hrs, an enhanced DBS is required. Please 

contact the Operations Manager. 

Guest Name 

Is the visitor 16 years or older?  

Guest Mobile Phone  

Tick to confirm you will be your 
guest’s emergency contact 

 

Guest Arrival (date + approx. time) Guest Departure (date + approx..time) 

Number of Nights 

Please remember: your guest is your responsibility for the duration of their stay on campus 
and you will be responsible for their safety, you may be deemed responsible if their actions 
put others in danger.  

I acknowledge and agree to the above statement. 

 

Name & Signature of Requester Signature of The Head of Boarding/ 
Operations Manager 

Date  Date 

 

 

 

 


