
Fire Procedure and Fire Risk Prevention Policy – Early Years Site   

Fire Procedure 

If you find a fire (or smell burning) 

Shout Fire to warn those nearby. 

Operate the nearest break glass call point. (Press your finger on the black spot until the alarm goes off) 

If you have been trained in the use of fire extinguishers, do not have children in your care and it is safe to do so then the 

appropriate fire extinguisher can be used to fight the fire. 

DO NOT USE THE WATER/FOAM EXTINGUISHER ON ANYTHING THAT MAY BE ELECTRICALLY LIVE. 

If the fire is above knee height, or is spreading quicker than you can put it out leave the building at the nearest exit. 

Go to the assembly point which is the front gate. 

Tell senior person (Miss Edwards) in charge of the assembly point what has happened.  

 

If you hear the fire alarm: 

The fire alarm is tested for a short duration every Monday morning.  

The sound of the fire alarm is a continuous siren. 

If the fire alarm sounds at any other time or for a long time you are to: 

Leave the building at the nearest exit, escorting any visitors in your area. One member of staff should take the school telephone 

as they pass it on their way out of the building. 

Proceed to the designated assembly point which is the front gate. 

Each teacher is responsible for ensuring their floor area is cleared (and to quickly check any toilet areas in their area are empty) 

and that all doors are shut behind them.  (So long as this does not put them at risk). 

 

The teacher responsible should confirm that their areas are clear.  (Or why they are unable to confirm this) to the senior person 

in charge of the assembly point.  

 

The adult in charge of any visitor should take the visitor or guests to the assembly point and give information to the senior 

person who is in charge of the assembly point. 

who will be: Miss Edwards 

or in their absence: Miss Latorre 

      Mrs Williamson 

                                      Mrs Goodsman             

                                                                          

The senior person will delegate someone to dial 999 (or 112 on a mobile phone) to report to the fire service that that fire alarm is 

sounding at: 

Early Years Site 

26 Oxford Road North  

Chiswick 

W4 2DH 

 

Explaining the building has been evacuated, giving any further information available at this time.  

The senior person will liaise with and meet the fire service on arrival and give the officer in charge whatever information is 

available, in particular if everyone is out of the building, the location of any fire and what is in that area, and generally assist them 

as required.   

No one will return to the building until the senior person has received the permission of the fire officer in charge. 

In the event of a serious fire, staff and children should be sent to the main site or local green to avoid obstructing the pavement 

and fire service access.   It would be advisable for the senior person to keep at least one person available to convey messages to 

the other staff or generally assist. 

 

Outside Normal School Hours and at Weekends 

All persons running afterschool clubs must bring their registers with them. The procedure above should then be followed. 

Outside of normal work hours and at the weekend if no person in charge is available then the discoverer of the fire should inform 

the fire services by dialling 999 (112 if by mobile phone) that there is a fire at 26 Oxford Road North, Chiswick, London, W4 2DH, 

and meet the fire service on arrival, and inform them of the location of the fire. 

 

Fire Risk Prevention 



The following staff are the trained Fire Wardens for Heathfield House School – Mrs Williamson, Mrs Goodsman, 

Mrs Sowerby, Miss Edwards, Mrs Bizarro, Miss Latorre, Miss Marshall and Miss Amos. 

In order to ensure the safety of all pupils at Heathfield House School, it is important that all staff are aware of the school’s policy 

and procedures relating to fire. This policy applies to all children within the school including those in the Early Years Foundation 

Stage. 

 

In the event of discovering a fire, please follow the fire procedure. 

 

In the event of a fire do not attempt to put it out yourself.  Ensure the safety of the children in your care and yourself by collecting 

the children together and leaving by the nearest exit. 

 

It is each member of staff’s responsibility to be aware of their role in the event of a fire.  For visitors to the school they will be 

made familiar with fire exits on entering the building. Visitors are never left by themselves in the building and as such they would 

follow the instructions of the teacher/ teaching assistant.  

 

The alarms, detectors and fire extinguishers are all serviced by appropriately qualified individuals.  

 

Fire extinguishers are checked annually by Chubb. 

 

A fire risk assessment was carried out on Monday 20th December 2021 by an external agency.  

 

Emergency lighting, fire alarms and smoke detectors are tested bi-annually by a contractor. 

 

There is a practice fire drill once a term. This is logged and evaluated (i.e. were all classes present). All adults present at the fire 

drill sign the fire record to confirm that they were there. 

 

In the event of a fire, the alarm system can be activated by pushing a sensor at one of the exit routes. 

 

In the event of a fire practice, the alarm system can be activated by using a key in the sensors. The alarms are checked each 

Monday morning.  If they ring for longer than 15 seconds then evacuate the building. 

 

At the start of every academic year all staff are reminded of the school fire procedures and made aware of the possible fire exit 

routes. If a member of staff has been trained in the use of fire extinguishers and it is safe to do so then the appropriate fire 

extinguisher can be used to fight the fire if they do not have children in their care and it is safe to do so. All other people who are 

legally in the school premises will either be with a member of staff or informed of the school fire procedure. 

 

There are staff within the organisation that have attended appropriate training to ensure all preventive and protective measures 

are taken. Staff should check the fire routes on a daily basis to ensure they are clear. Fire routes are clearly signed and glow in the 

dark so that these routes can be clearly seen. 

 

Fire Practice Procedure: 

1. There is a fire practice every term.  These are held at different times of the day and the time it takes to evacuate the building 

and other relevant information is recorded in a log book which is kept on the shelf under the medical cabinet. 

2. Each room has its own fire drill notice that is on display in the room. 

3. During a fire practice all staff and children must leave the building following the fire drill that is in each room.  Staff and 

children should meet at the assembly point (by the front gate) and line up so as not to obstruct the front gate which the fire-

fighters would use to get in. Miss Edwards or Miss Latorre to sweep the medical cupboard for medication.  

4. Management must follow the fire drill also. Management records details about this fire practice. 

5.  All staff and pupil contact information is on Integris. 

 

In the event of a fire: 

1. In the event of a fire the staff should evacuate the building as practiced. Mrs Edwards or Miss Latorre to sweep the medical 

cupboard for medication. 

 

2. Once all members of staff and children have congregated at the front gate they will lead out of the gate onto Oxford Road North 

and then proceed to the main school site on Heathfield Gardens where parents will be able to collect children. 
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