
 

 
Page 1 of 8 

 
Abberley Hall School, Worcester, WR6 6DD 

Preparatory School T: 01299 896275 | Pre-Prep & Early Years T: 01299 896101 
abberleyhall.co.uk 

 
 
12b Fire Procedures 
Health & Safety        

 
Reviewed by SB in Jan 2021 | Next Review: Jan 2022 
 
This is a whole School Policy including Prep, Pre-Prep, EYFS, After School Care and Holiday Club 
 
Introduction 
 

• It is the responsibility of the Headmaster and Governing Body of the School to ensure that fire 
evacuation drills are carried out.  

 

• The School does not have a fully integrated fire detection system. All of the school buildings 
are covered by fire detection systems but they operate as a series of unique zones. 
Procedures are in place to action a ‘cascading’ contact system between buildings. 

 

• All pupils and staff should be aware of the evacuation procedures and should participate in fire 
drills as much as possible 

 

• Boarders know emergency evacuation procedures from sleeping and living areas in each 
boarding house. 

 

• Fire evacuation drills should be held at least once per term, preferably at the commencement 
of each term. 

 

• Emergency lighting, fire alarms and fire-fighting equipment are regularly tested, and this is 
detailed in the appropriate records. 

 

• Instruction should be given to staff upon initial employment, based on written instructions and 
thereafter at least once a year.  

 
Zones 
 
For fire detection purposes the school is split into the following 5 independent zones: 
 
Main Zone 

1) Main School, Yates House, Pre-prep, Chapel Corridor, Girls Dormitories 
 
Sub Zone 

2) Marsden-Smedley Block, Haggard Building, Swire ‘Palace’, Marshall Block 
3) Swimming Pool 
4) Boys Changing Rooms 
5) Sports Hall 

 
Staff Action 

Staff action in the event of a fire occurring should be as follows:-  

• Establish whereabouts in the building the fire is located and what exactly is involved.  
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• Evacuate those pupils who are at immediate risk from the fire to a place of relative safety.  
 

• The person in charge must indicate the exit route to be used and everyone must be directed to 
the predetermined Assembly Point.  

 

• When discovering an outbreak of fire must, without hesitation, sound the alarm by operating 
the nearest fire alarm call point (this will only activate in the local zone).  

 

• Depending on the severity of the incident it may be prudent only to evacuate a specific zone. If 
you think that a full evacuation is required, then activate a fire alarm call point in the main 
school. 

 

• Do not attempt to enter a room where you suspect there is a fire, even though you know there 
to be a person in that room. The mere fact of opening the door into the room could cause the 
fire to intensify with explosive force, causing further damage and injury.  

 

• Do not attempt to fight the fire unless you are 100% sure that you can do so without risk to 
yourself or others. Only attempt to fight fire once you are sure that the Fire Brigade is on its 
way and that pupils are being moved to a place of relative safety.  

 

• It is very important that doors to any part of the building involved in fire are kept shut as much 
as possible. Those doors will only hold back fire and smoke if they are closed.  

 
The Fire Officer will make sure that appropriate action is taken in order to ensure that all relevant 
fire alarm zones have been activated. 
 
Staff – if a fire alarm is triggered on any of the independent sub zones then break one of the 
activation points in the main zone in order to set off main zone alarm and the external siren. 
 
The Purpose of the Fire Drill 

Fire drills are intended to ensure, by means of training and rehearsal that in the event of fire: 

• The people who may be in danger act in a calm and orderly manner.  
 
• Those people who may have designated responsibilities carry out their tasks to ensure the 

safety of all concerned.  
 
• The escape routes are used in accordance with a pre-determined and practised plan.  
 
• Evacuation of the building is achieved in a speedy and orderly manner.  
 
• To promote an attitude of mind where-by persons will react rationally when confronted with a 

fire or other emergency at school or elsewhere.  

Assembly Points 

• An area outside the school premises must be designated as an assembly point.  
 
• The assembly points are clearly marked and easily identified by any person expected to be in 

the school premises.  
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• The assembly points are far enough away from the school premises to afford protection from 
the heat and smoke in a fire situation. 

 
 

• The assembly points are in positions that do not put pupils and staff at risk by emergency 
vehicles responding to the incident.  

 
Staff at School 
 

• Non-Teaching Staff 
Administration, Domestic, Kitchen and Maintenance Staff have designated defined hours of 
work and records of attendance (signing in/out) are maintained. These will be used to verify 
that everyone is out of the building. If you leave the site for whatever reason outside of your 
normal working hours please ensure that you have recorded this with your line manager. 

 

• Teaching Staff/Gap students 
It is assumed that you will be in School during your designated working hours, this includes 
activities and duties. If you leave the ‘school site’ in non-contact time then you must inform at 
least 2 other members of staff that you are ‘off site’. In the event of a fire drill we need to verify 
that all teaching staff are accounted for and that everyone is out of the building. 

 
Instruction, Training and Recording 
 
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 staff shall receive instruction and training appropriate to their responsibilities in the 
event of any emergency. 
 
Instruction should be given to staff upon initial employment, based on written instructions and 
thereafter at least once a year.  
 
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 may simulate that one escape route is not available. Each fire drill 
should be started by a pre-determined signal and the whole premises checked as if any evacuation 
was in progress. 
 
Dangerous Substances 
 
Areas identified where the possible risks exist are the DT work shop, Science Laboratories, 
Storage cupboards for cleaning chemicals, School medical center. Risk assessments and 
guidelines on the elimination, reduction, storage and handling of these substances are contained 
with the respective department policies. 

The Fire Drill Routine  
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A fire routine is based on a critical sequence of events, these being: 

1. Alarm Operation 

• Anyone discovering an outbreak of fire must, without hesitation, sound the alarm by 
operating the nearest fire alarm call point.  

2. Calling the Fire Brigade  

• All outbreaks of fire or any suspected fire, however small, should be reported immediately 
to the Fire Brigade by the quickest means available.   

3. Evacuation  

• On hearing the fire alarm, close all doors and windows if it safe to do so. If in a teaching 
environment, the teacher should instruct the pupils to be silent. Silence should be maintained. 

 
• The pupils must be instructed to leave the building in single file and in a calm, orderly manner. 

The teacher in charge should leave the room last and close the door.  
 
• The person in charge of each class must indicate the exit route to be used and everyone must 

be directed to the predetermined Assembly Point.  
 
• Specific arrangements must be made for pupils with disabilities to ensure that they are assisted 

during evacuation.  
 
• No running is to be permitted to avoid panic.  
 
• On staircases everyone must descend in single file. Overtaking of classes or individuals must 

not be permitted.  
 
• Anyone who is not in class when the fire alarm sounds must go immediately to the assembly 

point.  
 

• On reaching the assembly point all pupils are to line up in form order. All children must KEEP 
SILENT. 

 
• 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 school fire officer. The lead fire officer in 
the pre-prep and the designated person for admin and domestic staff must not dismiss those 
assembled in their areas until they have permission from the fire officer.  

4. Assembly & Roll Call 

Weekday 08:00 – 18:00 (Including Saturday up to 16:00) 

Assembly Area 
 

Pupils, Staff, Gap students – The lawn adjacent to the Swimming Pool Car Park 
Pre-prep staff & pupils, office staff – the Lower Flag Pole lawn 
Maintenance staff, kitchen staff and all other persons – The Flag Pole on the Front 
Lawn 

Roll Call 
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• The Fire Officer (AB) or his designated deputies (JB, SB, TJD) has overall 
responsibility to ensure that a roll call is conducted in the event of evacuation of the 
premises and will be based at the main school assembly point. If the fire officer is 
leaving the site then he must inform either the headmaster or other designated person 
to temporarily undertake his role during his absence.  
 

• Immediately that the classes/staff have assembled at the assembly point, a roll or 
count must be made to ascertain that no one remains in the premises.  
 

• The fire officer must communicate with the coordinators of sub assembly points (pre-
prep & admin) to ensure that their designated persons are accounted for. 

 
• Any visitors or contractors in the premises at that time must be included.  

 
• Gap students & matrons are to report to the main school assembly point. 

 
• Pupils that are in the medical centre should be escorted by the nurse matrons to the 

admin assembly point 
 

• 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 are taken to the assembly points when the 

alarm sounds.  
 

• ALL maintenance staff should report directly to the fire officer and will be directed, 
when appropriate, to re-enter the building to investigate disable /  reset the alarm 
control panel.  

 
• The following are responsible for confirming the counts to the fire officer. 
 

Pupils – Housemaster/Headmaster 
Maintenance Staff – Fire Officer 
Music Staff – Director/Assistant Director 
Teaching Staff – Deputy Head/Head of Academic Admin/ Head of T & L 
Pre-prep – PP Headteacher or designated Pre-prep Fire Officer 
Kitchen, Domestic, Administration, Grounds Staff & Visitors – Andrew 
Bretherton/Kitchen Co-ordinator 

Weekday 18:00 - 19:45 

Assembly Area 
Pupils, Staff, Gap students – The lawn adjacent to the Swimming Pool Car Park 
All other persons – The Flag Pole on the Front Lawn 

Roll Call 

• The fire officer has overall responsibility to ensure that a roll call is conducted in the 
event of evacuation of the premises.  

 
• The fire officer must communicate with the coordinators of sub assembly points (pre-

prep & admin) to ensure that their designated persons are accounted for. 
 
• Any visitors or contractors in the premises at that time must be included.  
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• Gap students are to report to the main school assembly point. 

 
• Pupils that are in the medical centre should be escorted by the nurse matrons to the 

admin assembly point 
 

• When the alarm sounds the duty staff coordinator is to bring the ‘sign out’ list and the 
‘tea list’ (this is a daily list that registers those students who are partaking in activities) 
to the assembly point. 
 

• Immediately that the pupils have assembled at the assembly points, a roll or count 
must be made to ascertain that no one remains in the premises.  

 
• The count at the assembly points must be checked with the sign out list and the ‘tea 

list’ to verify that everyone is out of the building.  
 

• The following are responsible for confirming the counts to the fire officer. 
 

Pupils – The Duty Housemaster 
Staff - Duty Staff Co-ordinator 

Weekday 19:45 - 20:30 

Assembly Area 
Boarders & on site staff/gap students (Main School) – The Flag Pole on the Front Lawn 
Kitchen & Duty Staff – The Flag Pole on the Front Lawn 

Roll Call 

• The Fire Officer has overall responsibility to ensure that a roll call is conducted in the 
event of evacuation of the premises.  

 
• When the alarm sounds the duty staff co-ordinator is to bring the ‘sign out’ list to the 

assembly point. 
 

• Dormitory registers are taken to the assembly points when the alarm sounds.  
 

• Immediately that the pupils have assembled at the assembly points, a roll or count 
must be made to ascertain that no one remains in the premises.  

 
• The count at the assembly points must be checked with the dormitory list and the ‘sign 

out’ list to verify that everyone is out of the building.  
 

• The following are responsible for confirming the counts to the fire officer. 
 

Main School Boarders – The Duty Housemaster/housemistress 
Staff - Duty Staff Co-ordinator 

Weekday 20:30 - 08:00 

Assembly Area 
 

Boarders & on site staff/gap students (Main School) – The Flag Pole on the Front Lawn 
Duty Staff – The Flag Pole on the Front Lawn  
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Roll Call 

 
• The Fire Officer has overall responsibility to ensure that a roll call is conducted in the 

event of evacuation of the premises.  
 

• Dormitory registers are taken to the assembly points when the alarm sounds.  
 

• Immediately that the pupils have assembled at the assembly points, a roll or count 
must be made to ascertain that no one remains in the premises.  

 
• The count at the assembly points must be checked with the dormitory list 

 
• The full boarding night time procedure is actioned (see separate document)  

 
• The following are responsible for confirming the counts to the fire officer. 

 
Main School Boarders – The duty housemaster & the duty housemistress 

 
Weekends 
 
Prior to the commencement of the weekend the duty team co-ordinator needs to prepare a 
‘weekend list’ detailing all of the pupils and staff that should be present, this can also be used 
as the dining list. 
 
An attendance register using the ‘weekend list’ needs to be undertaken: 

Saturday 18:00  
Sunday 09:00/11:00 & 14:00 
Saturday 13:00-20:30* & Sunday 7:45- 20:30 (* these times may vary at the discretion 
of the housemaster/co-ordinator) 

 
Assembly Area 
 

Boarders & on site staff/gap students (Main School) – The Flag Pole on the Front Lawn 
Kitchen & Duty Staff – The Flag Pole on the Front Lawn 

Roll Call 

• The fire officer has overall responsibility to ensure that a roll call is conducted in the 
event of evacuation of the premises.  

 
• The fire officer must communicate with the coordinators of sub assembly points 

(admin) to ensure that their designated persons are accounted for. 
 
• Any visitors or contractors in the premises at that time must be included.  

 
• Gap students are to report to the main school assembly point. 

 
• Pupils that are in the medical centre should be escorted by the nurse matrons to the 

admin assembly point 
 

• When the alarm sounds the duty staff coordinator is to bring the ‘weekend list’ to the 
assembly point. 
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• Immediately that the pupils have assembled at the assembly points, a roll or count 
must be made to ascertain that no one remains in the premises.  

 
• The count at the assembly points must be checked with the ‘weekend list’ and the 

‘dormitory list’ to verify that everyone is out of the building.  
 

• The following are responsible for confirming the counts to the fire officer. 
 
Main School Boarders – The Duty Housemaster/Housemistress/Co-ordinator 
Staff - Duty Staff Co-ordinator 
Kitchen Staff – Kitchen Duty Co-ordinator 

 
Saturday & Sunday 20:30*-07:45 

 
As per weekday 

5. 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.  

Typical 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, Solvents, Liquified Petroleum Gas or Acetylene Cylinders etc).  
 

 

This is a whole School Policy including Prep, Pre-Prep, EYFS, After School Care and Holiday Club 
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