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1. Introduction 
 

This plan documents the arrangements required to respond to a fire at St. Joseph’s RC High 
School. 
 
The fire strategy is to safely evacuate all staff, pupils and visitors in the event of fire. The Business 
Manager/Site Manager and Senior Leadership Team will monitor in the event person(s) are 
trapped and report to the Fire Brigade. 
 
The Fire Plan will be reviewed on an on-going basis by the school, and will be updated to reflect 
changes to the school’s operation, occupied areas and construction changes as required. Any 
necessary changes to fire assembly, evacuation routes or similar will be undertaken by the school 
as required. 
 
This Fire Plan will be regularly reviewed in conjunction with the independently appointed contractor 
appointed by Newport City Council to undertake an annual fire inspection. Relevant 
recommendations will be inserted and actioned upon by the school. 

 
2. Responsibilities 
 

 Fire Team 
 

Fire Team Leaders: Head Teacher, Deputy Headteacher Assistant Headteachers.      
 
Fire Leads : Immediate Alarm Response and Investigation : Site Manager, Caretaker, School 
Support Officer (Receptionist).  
 
Fire Co-ordinators / Liaison with Fire Brigade : Business Manager,  Site Manager. 
 
Teachers – follow directional arrow in each classroom to nearest fire exit on the sound of the fire 
alarm and lead class to one of two fire assembly points at the front of the building (bus shelters) or 
rear yard. Class to stay with teacher. Teacher to confirm all pupils are present at assembly point 
and confirm this with Fire Team Leaders (Senior staff). Teachers to identify any pupils not 
accounted for.  
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Fire Wardens – see list below  
 

GROUNDFLOOR   
RECEPTIONIST TO FIRE PANEL REPORT TO DR/SF RADIO 
GERAINT 
O’DRISCOLL OR 
SOPHIE BIGNELL CHECK SPORTS HALL & TOILETS  REPORT TO DR/SF RADIO 

LESLEY HOLDER 
MAIN PHONES IN RECEPTION/RESERVE 
SWEEPER REPORT TO DR/SF RADIO 

PAULA RYAN 
RESERVE SWEEPER COVER OFFICE 
ABSENCE REPORT TO DR/SF  

JENNY HARRIS 
CHECK 
REPROGRAPHICS/CONFERENCE ROOM REPORT TO DR/SF  

JENNY HARRIS TOILETS RE AREA /INTERVIEW ROOM REPORT TO DR/SF  
KELLY MULCAHY OFFICE/FIRST AID ROOM/MAIN FOYER REPORT TO DR/SF RADIO 

JESS BISHOP 
SWEEPS DRAMA/MAIN HALL/CANTEEN 
TOILETS REPORT TO DR/SF  

EMMA REYNOLDS SWEEPS RE /MUSIC REPORT TO DR/SF  

MARY DAVIS/ HOD 
SWEEPS G14 TO G10/GYM & 
TOILETS/FEMALE S3 REPORT TO DR/SF  

ANGELA 
WHITE/HOD  

SWEEPS G6 TO G9/GYM & 
TOILETS/MALE S3 REPORT TO DR/SF  

JUDITH 
THOMAS(HOD ON 
FRIDAY) SWEEPS TECHNOLOGY AREA S4 REPORT TO DR/SF  

KERRY McAULLEY  
SWEEPS 
KITCHEN/CANTEEN/SERVERYAREAS REPORT TO DR/SF RADIO 

    
FIRST FLOOR    
GINA EVANS STAFFROOM/OFFICES/STAFF TOILETS REPORT TO DR/SF RADIO 

JOE WARD 
SWEEPS HISTORY/GEOG INC BS 
ACCESS    

 PE OFFICE/MULTIGYM/F31 REPORT TO DR/SF  
 SWEEPS ENGLISH/MATHS S3 REPORT TO DR/SF  
SARA MORRIS  SWEEPS ART & 6TH FORM S4 REPORT TO DR/SF  
    
SECOND FLOOR   
MAJID 
ELHARRIF 

SWEEPS 2ND FLOOR TOP OF S2 & DOWN 
S1 REPORT TO DR  

    
DEPUTY HEAD 
AND ASSISTANT 
HEADS X3 ROLL CALL BACK YARD AREA  RADIO 
 ROLL CALL BACK YARD AREA  RADIO 
    
2 ASSISTANT 
HEADTEACHER
S ROLL CALL FRONT BUS STOP AREA  RADIO 
 ROLL CALL FRONT BUS STOP AREA  RADIO 
 
 
 
HEADTEACHER 

 
 
 
RECEPTION WITH SITE /BUSINESS   
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MANAGER 
SITE MANAGER COORDINATES WITH CARETAKERS  RADIO 

CARETAKERS 
CONFIRM POSITION/CONFIRM IT IS A 
FIRE 

TO DR/SF 
RECEPTION  RADIO 

    
 RECEPTIONISTS DUTIES WHEN ALARM SOUNDS  
ALARM SOUNDS    
TURN RADIO TO CHANNEL 3 (only Business Manager, Site 
Manager and Caretakers to speak – Senior staff to respond only 
to Business Manager / Site Manager)     
GET FIRE PANEL KEY   
Receptionist to GO TO PANEL WITH RADIO/KEY OPEN DOOR INSERT KEY TURN 90 
DEGREES Clockwise  
WAIT FOR CARETAKERS RESPONSE   
ALARM CENTRE WILL RING TO FIND OUT THE SITUATION   
IF FALSE ALARM RECEPTIONIST TO TELL THEM NO 
SERVICES REQUIRED.    
IF FIRE CONFIRMED – RECEPTIONIST CALLS FIRE BRIGADE    
    
A FULL EVACUATION WILL ALWAYS TAKE PLACE AS SOON AS THE ALARM IS 
SOUNDED  

 
Receptionist to provide visitors list to SITE MANAGER to check / account for all visitors who have 
assembled at the front of school.  

 
3. Training 
 

All new staff have induction training which includes Health and Safety and Fire Evacuation. On-
going training is arranged which includes training on the use of fire extinguishers, training for Fire 
Wardens, communication at weekly briefings for all staff etc.  

 
4. Monitoring of fire safety 

 
Regular checks of the building will be undertaken during the day by the Site Manager and 
Caretaker on duty to ensure that fire safety is being maintained during building works. Extra time 
will be spent checking the premises at the end of the day during closedown and at the beginning of 
the week to ensure fire safety is being maintained to a good standard. 

 
5. Fire Detection and Protection Systems 

 
The premises are protected with a smoke detection system as part of the premises design strategy 
to provide suitable smoke detection in accordance with building regulations and fire guidance. 
There are no automatic sprinklers fitted within the school. The fire alarm system is programmed 
with a 2 minute delay to minimise the occurrence of false alarms and to allow for a manual 
inspection of the activated area by the fire warden who will cancel the alarm if nothing is found. 

 
If two or more smoke detectors activate in one fire zone, or if an alarm is activated manually: 

 
• The fire alarm system will sound automatically with no 2 minute delay, and the building will 

be evacuated. In the event of only one smoke detector being activated: 
•  Fire panel alerts Admin staff who will contact the Fire Team via phone to investigate fire alert 

signal. 
•  Site Manager or caretaker will check fire panel to direct investigation 
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•  If, upon investigation, an actual fire is identified, the Site Manager/Caretaker or Fire Team 
will escalate the fire alert signal to a full fire alarm and the school will be evacuated. The 
school will not evacuate any stay put procedure – if the fire alarm sounds, the school will 
always fully evacuate the building (Ground, First and Second floor – main building and O1,  
O2 and O4, O5 (the outside classrooms) and O3 (office). 

 
 If a power failure/technical problem were to affect the operation of the fire detection system, 

there is a 12-hour manual battery back-up that would support its operation. The system also 
allows for the isolation of faulty individual sensors or sensors that may have to be temporarily 
isolated e.g. a smoke machine during a show. In these instances, a manual system would be 
put in place by the Headteacher, Business Manager, Site Manager. This would involve staff 
or 6th form pupils being issued with radios and patrolling the area and alerting the nominated 
fire lead immediately by radio (usually the Site Manager or Caretaker on duty) of any smoke, 
fire, concerns to raise the alarm and evacuate the building.   

 
All Fire Doors throughout the building will automatically close when the alarm sounds to prevent 
the spread of fire. The building is 16 years old.      

 
6. Lighting of escape routes 
 

All escape routes will be provided with adequate artificial lighting, and lighting on escape stairs will 
be on a separate circuit from that supplying any other part of the escape route. 
 
Emergency escape lighting is not required for schools operating during normal school hours. 
However, to address the use of the buildings outside these hours an emergency escape lighting 
system in accordance with BS 5266: Part 111.12 will be provided throughout all escape routes and 
the occupied areas of the building, as recommended. On power failure the emergency escape 
lighting will be capable of operating for 3 hours. 

 
7. Exit Signs 
 

Every escape route (other than those in ordinary use) will be marked by emergency exit signs 
complying with BS 5499: Part 111.14 and be located in accordance with the recommendations of 
BS 5499: Part 411.15. 

 
8. Fire Fighting Equipment 
 

To comply with the Fire Safety Order, suitable portable fire extinguishers will need to be provided 
throughout the buildings in accordance with the recommendations of BS 5306: Part 811.30. The 
following staff have been trained to use fire extinguishers:- Stewart Foster, Paula Ryan, Gina 
Evans, Majid Elharrif, Judith Thomas, Donna Rogers, Kerry McAuley, Mary Davis. These will be 
used only in appropriate circumstances in accordance with training i.e. to contain a small fire.   

 
9. Arrangements for Evacuation of Vulnerable People 
 

Personal emergency evacuation plans exist for pupils and staff who require assistance during an 
emergency. These are held by the SENCO and Site Manager. Evacuation Slings are situated on 
each floor to assist pupils / staff if required.  
 
Safe Zones – safe zones are areas such as stairwells, which are protected from fire for a minimum 
of 30 minutes. On reaching such a location, a person is safe from the danger of fire for sufficient 
time for them to be evacuated from a building (if required). The problems encountered by disabled 
people evacuating a building in the event of a fire will vary, but the personal evacuation plan will 
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identify the level of support required, who will assist and make clear the area they should wait at for 
assistance if required and they are unable to leave the building without assistance. This plan is 
agreed by the pupil’s parent/carer and the school. The member of staff nominated in the personal 
evacuation plan, should make any pupil who may be required to use a “safe area” aware of the 
nominated safe zone. In the case of St. Joseph’s RC High School all 5 stairwells serve as points 
for disabled/vulnerable people to be taken to during an emergency evacuation to wait for 
assistance from those staff detailed in their personal emergency evacuation plan. 
 
Any person with impaired vision or hearing should familiarise themselves with escape routes via 
regular fire drills, so as to be familiar with hazards. It is essential that anyone who may have 
difficulty hearing a fire alarm, makes fellow students or staff aware, so as alert them when alarms 
sound. The caretaker on duty should be aware of groups or individuals working alone / with 
impairments so as to assist after school where applicable.   
 

10. Services – Gas/Electric 
 

 Gas services cut off when fire alarm sounds.  
 
11. Who Meets Fire Service and Communicates Information (if required) 
 

The Site Manager/Business Manager or Headteacher will meet the Fire Brigade on arrival and 
communicate the details of any fire to the Lead Fire Officer. This will include showing them to the 
fire panel.      

 
12. Summary of Staff / Pupil Ratios 
 

Current pupil numbers 1463, current staff numbers (teachers, support staff and cleaners) 133. 
 

13. Evacuation Offsite (if required) 
 

If a major emergency and pupils and staff need to be evacuated offsite, the Headteacher and Fire 
Leaders will make a decision and pupils will be leave school along Pencarn way (with staff at the 
front, middle and rear) and walk to The John Frost High School. The Business and Site Manager 
will liaise with the Headteacher at the school, transport operators and parents to confirm relevant 
arrangements.     

  
14. In the event of a full fire alarm Fire Team Leader and Deputies will take charge of the 

emergency and ensure the following are carried out: 
 

 •  The fire brigade has been called. 
 •  Communications between the school and staff are maintained. 
 •  The police are informed that the school is evacuating. 
 •  The evacuation plan is activated. 
 •  All users have been informed across the site. 
 •  The location of the fire is known by other site users and fire teams. 
 •  The fire brigade are briefed when they arrive. 
 •  A roll call is made at the assembly point together with information on evacuation of able 

bodied and disabled users (pupils, staff and visitors). 
 •  Reports received from the team on the location, extent and nature of the fire if possible. 

•  A decision is made on whether a site evacuation is required, on advice from the Senior Fire 
Officer in attendance (and/or the police) 
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Only the Fire Team Leader (or acting) can give permission for reoccupation of the premises when 
safe to do so. 
 

15. Teaching Staff will: 
 
•  Evacuate all students and staff/visitors to the assembly point quickly and calmly 
•  Line up their classes in year groups in the designated areas and ensure a check of all pupils 

in the lesson is complete  
•  Notify the Head of Year / Fire Team Leader of any missing students 
•  Wait until the all clear is given or follow further instructions issued by the Headteacher in 

consultation with the Senior Fire Officer. 
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16. Fire Wardens will: 
 

•  Check all areas evacuated, each fire warden responsible for areas/floors of each building. 
Fire Wardens will report areas all clear or any issues to the relevant officer detailed in the 
Fore Evacuation Plan (as per training).  

•  Assist and direct staff, pupils and visitors to assembly points.  
 
17. Receptionist will: 

 
•  Notify Fire Team of fire alarm. 
•  Close down the reception area. 
•  Check the visitor’s book that and liaise with the Site Manager to ensure all visitors have 

evacuated and provide list to Site Manager - Liaise with ADT/Fire Brigade. 
 •  Evacuate to the assembly point. 

  
18. The Site Manager/Caretaker will: 

 
•  Check fire panel and undertake investigation – replace broken glass at appropriate point 

where applicable 
•  In the event of an actual fire the Fire Team to escalate to full fire alarm and school    

evacuation. 
•  Evacuate to assembly point and keep in communication with Fire Team Leaders by radio.  

 
19. Disabled Persons 

 
•  Any disabled persons visiting the school will be accompanied at all times by a member of 

staff 
•  Should the school receive disabled pupil(s)/staff, an operational strategy will be in place to 

ensure the safety and evacuation of these pupil(s)/staff. 
 
20. After School Clubs will use the evacuation routes and assembly area as set out in this Strategy. 

The caretaker on duty will advise group leaders of the appropriate evacuation procedure.   
 
21. School Evacuation 
 

•  The population of the school will evacuate to one of two Assembly Points as set out in the 
fire evacuation plan. 

•  Pupils will assemble in the classes they are in within their year group(s). 
•  The Site Manager/ Business Manager will advise the Fire Leads at the front and rear of the 

building that the evacuation is complete. 
•  The Site Manager/ Business Manager will liaise with the Senior Fire Officer. 

 


