1 Fulham Park Road, London SW6 4LJ
PARSONS GREEN PREP T: 020 7371 9009

E: office@parsonsgreenprep.co.uk

FIRE RISK (PREVENTION) POLICY
Including Hot Work Policy and Procedure

Whole school and EYFS

The Head undertakes a formal annual review of this policy for the purpose of monitoring and of the
efficiency with which the related duties have been discharged, by no later than one year from the date
shown below, orearlierif significant changes to the systemsand arrangementstake place, or if legislation,
regulatory requirements or best practice guidelines sorequire.

Signed: DrPamela Edmonds (Head)
Date reviewed: July 2026
Date of nextreview: July 2027

AIMS

The aim of this policy is to minimise the riskto lifeand to reduceinjury by maintaining the physical integrity
of the school in ensuring that staff, children and visitors do not add to the fire risk and through the safe
evacuation of ourbuildingif afire breaks out.

The school’s Fire Risk (Prevention) Policy and the Fire Evacuation Procedures are designed to help staff,
childrenand visitors respond calmlyand effectively in the event that a fire breaks out.

The aims of this policy are also to:

e Ensurethat the risk from fire is managedinaccordance with the relevant fire safety legislation.

e Ensure that the management of fire risks is undertaken in such a way as to preventinjury orill
health to children, employees, visitors, contractors and others legally on the premises that may be
affected by the activities of the school.

e Conduct regular fire evacuation drills and testing of emergency equipment and ensure effective
liaison with the emergency services when necessary.

e Undertake suitable and sufficient fire risk assessments (formally recorded and regularly reviewed
so as to keepthemupto date).

e |dentify and implementreasonably practicable measures to control risks from fire and eliminate
or reduce risks from dangerous substances.

RESPONSIBILITIES

HEAD
The Head isresponsible forensuring that:

e The fire risk (prevention) policy, fire procedure and fire risk assessment are up to date and
reviewed on aregular basis.

e Everyoneinthe school,including visitors and contractors are given clearinstruction on where they
shouldgoin the eventof a fire.
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e Fireinductiontrainingisgivento new staff.
e Recordsare kepton all practice drills.

Certificatesforthe installation and maintenance of firefighting systems and equipment are kept.
o Regularsafety checks are carried out of fire safety equipment and emergency routes and exits.
e Ensurethat fire detectingand protection systems are regularly tested and records are kept.

TEACHING STAFF
Teachingstaff are responsible forensuring that:

e Theyescortchildren out of the building tothe fire exitindicated onthe planin each room.
e Keepchildrencalm.

e Allchildren mustbe quietand walk, notrun, during the evacuation.

e Childrenshould notstop to pick up bags or go to the cloakroom.

o Ifpossible, classroom doors and windows should be closed.

e Theschool assemblesonthe Astro pitch.

e Childrenlineupinclasses, from Year 6 to Reception (righttoleft).

‘SWEEPS’

‘Sweeps’ ensure thatthere are no children or adults remainingin theirarea of responsibility and support
any child or adult to leave the building, as required. ‘Sweeps’ inform the Head of an issues relating to
evacuation procedures. The list of ‘sweeps’ is regularly reviewed. The listisincorporated in Appendix 1 of
the Fire and Evacuation Procedures.

FIRE MARSHALS AND FIRE WARDENS

All staff are fire wardens. The fire marshals are responsible for ensuring that:
o Theyhave carried out a sweep of theirallocated areain the school.
e Doors are shut.

FIRE PROCEDURES
For details on our procedure when someonediscoversafire, please see ourseparate Fire and Evacuation
Procedures.

STAFF TRAINING

On their first day at school, all staff receive basic fire training as part of their induction by the Head and
experience a fire drill in the first week of term. Staff are trained as fire wardens by Thameside Fire
Protection and complete the Educare fire prevention and safety modules.

BRIEFING CHILDREN

All children are given a briefing on the school’s evacuation procedureon theirfirst day in September. They
are shownthe fire exitsand the assembly point. A heralded fire drill is scheduled for the first week of the
term.

FIRE PREVENTION MEASURES

The school has the followingfire prevention measuresin place:
e The school commissionsan external Fire Risk Assessment (FRA) on an annual basis and addresses
any action recommendations within the deadlines stipulated.
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e Thereare at leasttwo escape routes from every part of the building except where the regulations
permitthistobe different.

e Fire noticesand evacuationsignsare displayed in rooms, corridors and stairwells.

e Fire extinguishers and smoke/heat detectors are in accordance with the recommendations of our
professionaladvisors.

e Allstairs, corridors and emergency exits are illuminated by emergency lighting.

o The masterpanelforthe alarm systemis located by the Front Office and shows the location of a
fire.

e Alarmssoundin all parts of the building.

e Fireroutesandexitsare clear at all times.

e Firealarmsare tested weeklyby afire marshal (every Monday throughout each term by the Head)
and records are kept.

o Flammable materials usedin teaching ormaintenanceare securely locked away.

e Combustible materials usedinteaching or maintenanceare keptin cupboards.

e The fire risk assessment is updated every 3 years. However, if changes have been made to the
buildingin thistime, anew fire riskassessment will be completed.

e Allelectrical equipmentis PATtested on anannual basisand when new electrical items come into
school.

o Afireriskassessmentwill be carried outinthe event of a majorbuilding alteration.

The Health and Safety Officerregularly carries out fire safety checks (appendix 2).

TRAINING
All staff undertake fire prevention training with Thameside Fire Protection.
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APPENDIX 1

FIRE SAFETY TRAINING INDUCTION
Please complete this checklist with a fire marshal:

Please tick to show

Key points to note
yp that you have read

All staff have a legal responsibility to co-operate in afire risk situation.

The fire assembly pointis the Astro pitch.

Please confirm that you know the fire exit routes (primary and secondary)

fromyour areas of work to the assembly point.

Please check that you have identified any peculiardoor fastenings.

Please confirmyou know the location of extinguishers.

In the eventof a fire alarm please do the following:

- do notstop to collect personal belongings

- close doors

- make yourway to the assembly point

Ifthereis afireinyourarea:

1. RAISETHE ALARM

2. Leave the building by the nearest exit, reporting the nature of the
incidentto asenior member of staff on your way to or at the assembly
point.

We do not expect staff to try to fight afire. You shouldraise thealarmfirst.

Please reduce risksinyourarea by:

- removingall doorwedges

- switch off your electrical equipment each day

- unwind electrical cable reels before use

- inspectthe leads of portable electrical equipment before usingit

- do not overload sockets

Please confirm that you have read the Parsons Green Prep Fire Risk

(Prevention) Policy and the Fire and Evacuation Procedures

Employee Name

Sign

Head (Fire Marshal)

Sign

Date
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APPENDIX 2

GENERAL FIRE SAFETY CHECKLIST

Fire safety checklist Y

2

1. Corridors

o Arefire escape roUteS KEPLCIEAI? ..ouuuuii i e e e e e e e e s
¢ Are any combustible items keptorleftinthe corridor, e.g. tables? .........cccoeiiiiiiiiiiiiiiiiiiiiiens
¢ Are any metal cabinetsinthe corridoralwayskeptshut? ..........cccciiiiiiiiiiiccc e,
¢ Areall fire exitdoors keptunlocked so people can evacuate inthe eventof anemergency? ......
o Areallfire exitsclearly marked? ...
e Isallemergency lighting Working? .......cooiiiiiii e
¢ |s the casingon any emergency lighting cleanandin good condition? .............cccoeeeviiininnnnnn,
o Areallfire extinguishersintheircorrect Place? ....ccocoeeveeiiiiiiiie i
¢ Do all fire extinguishers have theiroperatinginstructionsnearby? ..........ccccooiiiiiiiiiiiiiiiiiiiienen,
¢ Have all fire extinguishers beenvisuallyinspected? .........ccoooeiiiiiiiii
¢ Can firefightingequipmentbe easily accessed? .........coovuiiiiiiiiiiiieeicc e
e Canfirealarmsbe heardclearlyinevery corridor? ..o
¢ Do the arrows on fire evacuation signs pointin the correctdirection? ............ccoeiiiiiiiiiiniinn.
¢ Areall signsreplaced followingany building ordecoratingworks? .........cccccoeeiiiii,
¢ |s all fire safety signage in good condition andinthe correct place? .........cccccevvvieeeeeeeieeeiiiinnnnnn.
e Areallfire doorsin good cONditioN? .........ouiiiiiiiii e
® Do allfire doors ClOSE PrOPEIIY? .o e e e e et e e e e e e e e earana s
o Areall fire doorsKePtClOSEA? ....ccoeiiiiiiie e e e e et e e e e e e e eabaa s
¢ Arethe evacuation proceduresdisplayed prominently? ...........ccoooiiiiiiiiiiiiin e
¢ |s all rubbishremovedregularly fromthe corridors? .......uuoeiieiiiiiieiicicee e
o Arethe corridors cleaned reguUIarly? ........coooeiiiiiiiii e

This checklisthas been completed to the best of my knowledge.

Signed:...coooii e D 1SRN
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Fire safety checklist Y

2. Offices
e Arerubbishbinsemptied reguIariy? ... i
e Ifthereis paperrecycling, isthe paperremovedregularly? ........cccoooviiiiiiiiiiiiiiieeieeeeeie s
¢ Arethere good levels of housekeepinginthe office? ......coeeiiiiiiiiiiiiii .
¢ Are all walkways kept clearand withouttriphazards? ........cccoeviiiiiiiiiiii i
e Canfirealarmsbeheardin the office? ......ooviiriiiiii i
¢ Areallfire doorsintothe officeingood condition? .........cooovviiiiiiiiii
¢ Do allfire doorsintothe office close Properly? ... iiiiiiii e
o Areall fire doorsKepPtClOSEA? .....uniiiiiiieee e et e e e et e e e et e e e e aaaa e
o Areany of the sockets OVerloaded? .......ccooiiiiiiiiiii e
¢ Do any plugsonany electrical equipmentlookdamaged? ...........oooviiiiiiiiiiiiiiiiie e,
e Doesany wiringorcabling ook UNSafe? .......ccooiiii i
¢ Isanydesklightingonan unevensurface andlikely tobe knockedover? .........ccccoeevviiiiiininnnn.is
¢ Areallitemsof electrical equipmentnotinuse unplugged? .........covvviiiiiiiiiriiiiiii e,
o Iffire sprinklers are present, is there sufficient space between the top shelf

tEMS ANA the CEIIINE? oot e e e et e e e et e e e e et e e e et aees

Any comments/action to be taken:

Repairscompletedby: .....cooeeveveeiieeennnnnnnnn. DAt ittt

Note: this checklistis to be retained on file for at least 3 years.
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APPENDIX 3
Hot Work Policy and Procedure

Definition of Hot Work: Any work that produces open flames, hot slag or sparks. The Fire Code defines Hot
Work as cutting, welding, brazing, soldering, grinding, thermal spraying, thawing pipe, installation of torch
appliedroof systems, orany othersimilarsituation.

Combustible: Amaterial capable of sustainedburningwhenignited and in the presence of air. Flammable:
A liquid havingaflashpointbelow 100 degrees Fahrenheit.

Fire Watch: A trained individual stationedin the Hot Work area (for which there must be arisk assessment
and permitfor Hot Work) who monitors the work area for the beginnings of potential, unwanted fires both
duringand after Hot Work for 60 minutes. Individuals must be trained and familiar with the operation of
portable fire extinguishersand methods to activate building fire alarm systems. Fire Watch can have other
assigned dutiesif thesedo not prevent him/her from being an effective Fire Watch.

HOT WORK PERMIT

This Hot Work Permit must be completed/shown whenever repairs, alterations, extensions or
refurbishments are to be carried out at the premisesinvolvingthe use orgeneration of heat

Serious fires are frequently startedas a result of lack of care and attention before, during and after work
involvingthe use orgeneration of heat.

By undertaking the reasonable checks listed we could avoid the possibility of serious damage to our
premises. Failuretoimplementthese checks may meanthat we are unableto recoverfrom ourInsurers
inthe eventofanyensuingfire damage.

These checks must be completed by the Health and Safety Officer or a nominated person and the
contractor/workman/employee concerned.

GENERAL PRECAUTIONS

Alternative safer methods of work should be explored before adecisionis taken to authorise Hot
Work.

Wherever possible items to be subjected to Hot Work should be removed to a safe area designated for
that purpose
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GENERAL INFORMATION

Tick actions

Ensure that:
completed

In sprinkler protected premises the system should remain fully operational.

Adequate and suitable portable fire extinguishers are available forimmediate use
and all personsinvolvedinthe Hot Work process and undertaking fire watch duties
are trained intheiruse.

An areawithin 10 metres of the Hot Work processis cleared of combustible
materials and flammable liquids.

If combustible materials are within 10 metres and cannot be removed they should
be covered by non-combustible materials.

Any holes, gapsinwalls, floors or ceilings where sparks could pass through are
covered by non-combustible material.

Floors are sweptclean.

Floors of combustible materialinthe designated area are covered with sheets of
protective material orwetted and covered with sand.

Floors below and above, and areas on othersides of walls, screens or partitions are
inspected and cleared of combustible materials which may be in danger of ignition
witherdirectly or by conducted heat.

Enclosed equipmentsuch as tanks, vessels etcare emptied and tested or are known
to be free of flammable or other dangerous materials.

Where workis being carried out on building panels, an assessmentis made on
insulating or other materials behind or forming the core of the panels.

Where an automaticfire detection system has been installed only the zone where
the Hot Work is being carried outisisolated for the period whilst Hot Workisin
progress.

All persons carrying out the Hot Work and those undertaking the fire watch know
how to raise the fire alarm and summon the fire brigade.
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BEFORE HOT WORK COMMENCES

Complete this section with the person(s) carrying out the work.

Contractor's/workman's/employee's name:

Name of Safety Officer ornominated person:

Location of Hot Work:

Date/time of Hot Work:

Date /time of issue of Permit:

This permitexpireson:
Days:

Anticipated duration period of Hot Work: Hours:
Minutes:
Date:

Date/time of expiry of Permit:
Time:

Signatures

Signature:

Health and Safety Officer: Printed:
Date:
Signature:

Contractor/workman/employee: Printed:
Date:

Please ensure that the contractor/workman has adequate PublicLiability Insurance.
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