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Fire Safety Policy 
This document contains information about fire and emergency procedures. Areas covered within the fire plan are: 
· Fire Marshals 
· Means of raising the alarm 
· Routes of escape 
· Roll call arrangements 
· Firefighting equipment 
· Signage 
· Students and Group Leaders 
· Fire Safety Training Fire Marshalls 
The Course Director will assume the role of Fire Marshall in the Sapphire Education Summer Centres. 
One of the centre’s appointed Fire Marshals will always: 
· Ensure that everyone is accounted for in event of an evacuation 
· Conduct Fire Safety Training with all new staff and students on-site 
One of the Fire Marshalls will always be on-site to take responsibility in case of a fire or emergency. 
All Sapphire Education classrooms and public areas have clear notices describing the correct action to take in the event of a fire. Site plans, floor plans and fire evacuation procedures for each centre are held within the Night Duty Folder. 
The Fire Marshall is responsible for checking that all staff are present and safe. The Fire Marshall is also responsible for noting that all areas of the building are clear following reports by designated members of staff. 
In the event of a fire, the fire alarm must be sounded, and the fire brigade called. The premises must be evacuated as quickly as possible via the pre-planned escape routes. 
Teachers are responsible for their own students and should escort all students as quickly as possible to the designated assembly point. 
Once safely outside, the teacher of each class must check the register to ensure all students have been evacuated. The teachers must report their findings to the Fire Marshall. 
Raising the Alarm 
(This should be discussed with staff/students and leaders at the Welcome talk and to any visitors to site). On discovering a fire – please take the following action 
· Raise the alarm immediately by operating the nearest fire alarm call point and by shouting, ‘FIRE’ 
· Call the Fire Brigade by dialling 999
· Only if it is safe to do so and you are not putting yourself at risk and keeping your exit clear use a fire extinguisher 
Evacuation Procedure 
On hearing the Alarm: 
· Leave the building immediately
· Do not stop to collect personal possessions 
· Walk do not run 
· Exit the building silently 
· If you are the last to leave a room, close all windows and doors behind you 
Teachers in charge of classrooms will ensure: 
· That the students remain in his/her/their presence during the evacuation and assembly 
· That their areas are cleared of staff and students. They will also check the toilet areas on the floor that they are teaching 
· Ensure that they have the class registers 
· All staff will usher students out of the building and assemble at the muster point 
· A roll call will then be taken 
Routes of Escape 
If the fire alarm sounds, all staff, students and visitors should leave the building via the nearest exit. 
Access to escape routes should be always kept clear and unobstructed. 
All staff are responsible for maintaining escape routes and reporting any defects or obstructions to the centre management team.
Roll call arrangements 
At the assembly point, teachers in charge of students will take a roll call of all students as soon as possible. 
Report any absentees to the Fire Marshall who will liaise with the fire service. Any missing people will be identified at this point. 
Fire Fighting Equipment 
Extinguishers are located throughout the buildings where we operate, only use to put out a fire if it is safe to do so and you are not putting yourself at risk. 
Signage 
All staff and students should take time to locate where the fire action notices are in the building and make sure you know what they say. 
Students and Group Leaders 
If a staff member is in the company of students or Group Leaders at the time of the alarm it is the responsibility of that staff member to ensure the safe evacuation of those individuals from the building. 
Fire Safety Training in Residential centres 
All staff, Group Leaders and students will undergo Fire Safety Training within 24 hours of arriving at a residential centre. Part of this training involves evacuation of an accommodation building on hearing a live fire alarm. 
Training is done in collaboration with the centre’s own Fire Marshall and results are recorded in the Fire Safety Training template. 
Fire Drills In the summer centres 
Fire drills are carried out every fortnight. In the Study Centre a fire drill is conducted twice a year. Fire drills must be recorded in a logbook. The situation must be treated as a real fire, and the premises are to be evacuated promptly. The Fire Officer is responsible for ensuring that this is done. 
Visitors 
If a staff member is in the company of a visitor at the time of the alarm, it is the responsibility of that staff member to ensure the safe evacuation of that individual from the building. 
All visitors are required to sign in and out at reception so that the Fire Officer knows who is on site for roll call. 
Students, Contractors and Visitors to the Premises 
The safety of our clients must always be of the highest importance. 
All students should be made aware of the existence of the Safety Policy and the Fire Procedures on arrival. This should be either in written form, in the welcome pack or in verbal form during the welcome speech. 
All visitors and contractors on the premises should be made aware of any hazards at the time they are on the premises and informed of any precautions that they should take. All visitors should also sign in and out at reception. 
Contractors should carry out their work on the premises at agreed times. Dangerous tools, equipment and machinery should not be left unattended.
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