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Fire Safety Policy
2010-2011
This Fire  Safety Policy  is to be read in conjunction with the
Safety Statement for Loreto Community School  Milford
Table  of Contents
	Table  of  Contents                                                                            
	Page - 2

	1 –Fire management policy statement                            
	Page - 3

	2 – Fire safety management policy                                  
	Page - 4

	3 – Organisation & responsibilities
	Page - 5

	4- Hazard  identification                                                   
	Page – 12

	5 – Safety equipment                                                          
	Page -  13

	6 – Responsible persons 
	Page – 15

	7 – Fire safety management programme
	Page – 16

	8 – Fire & emergency evacuation Proceedures
	Page - 21

	9 -  Fire assembly points
	Page - 29


1.1 Fire Safety Policy Statement

It is the objective of the Loreto Community School - Milford to provide a safe place of work for its employees, students, contractors and visitors and for all of those affected by its activities.

The Loreto Community School  has established a fire safety policy .
Implementation of the policy and programme is the responsibility of all staff of the school under the overall direction of the principal assisted by the health and safety officer.
Safe working is a condition of employment. Every employee will assume responsibility for working safely. The success of the programme depends upon the co-operation of staff.  All staff should be aware of their responsibilities under the Safety Health and Welfare at Work Act 1989.

The code of behaviour  contained in the Students diary sets out the conduct and behaviour expected of students on the school premises.

A copy of the  Safety Statement and appropriate Ancillary Safety Statements will be available to each School/Department  and in the school office.

It is important that employees carefully read the documents and their revisions and sign in the appropriate registers to the effect that they have read and understood the statement.

____________

principal
Fire Safety Management Policy 
2.1
Introduction
The school has an active policy in regards of fire safety. Ii aims to:-
a) identify and eliminate or control hazards to the greatest extent feasible

b) identify training needs and provide training where necessary and appropriate

c) ensure employee consultation and distribution of necessary information to students on fire safety matters

d) promote adequate employee co-operation to achieve the success of the policy
e) ensure regular revision of the policy as necessary

f) Develop safe evacuation practice .
2.2
Responsible Persons

Under the overall direction of the principal, and within the formal reporting structure, the various year heads , class officers and responsible persons within the school will be charged with the responsibility for implementing the  fire evacuation and recording of the fire log. These people will be known as responsible persons.  These include the principal, deputy principal, the year heads, class officers, Secretary, caretakers , and canteen supervisor, responsible person for visiting groups and contractors. 
2.3
Safety Monitoring Committee

A Safety Monitoring Committee  will monitor the fire safety procedures. They  will make recommendations on its operation from time to time. The composition  of this committee shall be the principal, safety officer, staff safety rep, and caretakers and will be free to seek advice from the local assistant chief fire officer ,and other experts  as and when necessary.
3.
Organisation and Responsibilities
3.1
Responsibility

The number of employees of the school present during a normal day is approximately  49 teachers , 3 caretakers ,2 administration staff, 4 cleaning and 5 canteen staff.

          After 4.30pm time this significantly  reduces to 6 persons who include cleaning staff and a combination of the above.
          After  7.30pm the cliental of the building is generally from the community , the building is used for sports night classes and occasional school functions . A key holding caretaker is always on the premises. An  accurate roll is kept on a nightly basis and a separate evacuation plan and fire log is prepared for these events. It is policy to inform the public of the location of fire exits and assembly points at these events.
3.2    The Safety Monitoring Committee 

The functions of the Fire Safety Monitoring Committee (SMC) for the school as a whole are to:

(a) promote safety awareness within the school
(b) carry out a planned tour of the 11 zones on the premises and grounds to inspect fire doors, fire equipment, fire signage ,laboratories ,etc.

(c) make representations to the Safety Officer and to the principal on matters of fire safety including  the improvement or, if necessary, the halting of work practices where there is a risk to safety

(d) modify the fire Safety Statement in the light of experience

(e) Develop safety procedures and policies for approval by the B.O.M .


The membership of the Committee will be
a) 
Principal
b) 
Safety Officer

c) 
Staff safety Rep
d)        
Caretakers
e)            Assistant chief fire officer assigned to the area ,if required to 
                 attend .

.

         The principal will attend meetings on an ‘as needs’ basis. 

The committee will meet as it considers appropriate but at least once in every school term.
3.3       The Principal 
           The principal has the responsibility of being the senior chief fire marshal .
            The B.O.M. has appointed an appropriate person as Safety Officer , to be  

            an aide to the principal, fire safety is part of this post. 

The principal ,has overall responsibility for ensuring that the school is provided with the means to meet its statutory obligations for the fire Safety.

a) To direct and monitor the implementation of the safety, health and welfare policy.

b) To ensure that adequate resources are provided so that sufficient provision is  made for fire safety.
c) To ensure that those responsible for fire safety discharge their duties.
d) To promote in association with the Health and Safety Office a fire safety culture. 
e) To ensure that each School//Department complete a fire safety audit, ensuring that hazards in their areas are identified, the risks are assessed and the remedial/recommended action is taken when necessary

f) To periodically instruct a fire drill be carried out , with an aim of once a term.

g) To periodically review and amend as necessary the fire safety policy
h) To ensure that the various components of the  fire policy  are communicated to all staff, students, visitors and contractors.

i) To ensure existing health and safety management arrangements, Codes of Practice etc. are implemented , and critically assess their effectiveness.

j) To ensure that a fire safety audit of all School/Department and fire equipment is carried out on an annual basis or more often if necessary 

3.4    Safety Officer

Under the direction and supervision of the B.O.M by whom the post-holder was appointed and of the principal, the Safety Officer will take general responsibility for monitoring the way in which the school meets its fire safety obligations and for bringing any shortcomings to the attention of senior management. The safety officer will update the fire policy in consultation with the principal ,fire safety committee and members of staff etc. The safety officer has the responsibility of being a senior chief fire officer, in the event of a fire drill or actual evacuation.

 In particular the safety officer will 
1.) update the fire register each term. 
2.) The fire officer will educate the staff on evacuation procedures and safe routes from the 11 fire zones in the building.
3.) Have responsibility to meet the fire services, architects, and or other outside experts ,to decide fire assembly points.

4.) Have responsibility to obtain :-

a ) fire assembly plans for 11 fire zones, 
b ) 64 fire evacuation plans for each room in the building, 
c ) 64 fire notices for each room detailing what to do on hearing  

     fire alarm bell.
d ) 91 General fire signs for corridors, lifts, stairs,  fire  

     equipment and fire doors. These are in addition to the automatic  

     emergency lighting system in each zone, which indicate the 

     Closet exit.      

e) 87 general safety signs for classrooms. 

5.) The fire officer should keep a copy of all fire registers and bring 

      them to the fire assembly points in the event of a fire drill of actual   

      evacuation, in case a member of the administration staff is not  

      present in the building, or incapacitated.
3.7    Year heads
The five year Heads will provide assistance to the principal and safety officer in the event of a fire or fire drill. The year head has the responsibility of being a senior fire marshal. 

When the fire alarm is sounded the year head will proceed to the fire assembly point, for their particular year.
The administration staff will bring the fire register to the assembly point.

There is a fire register clipboard for each class grouping. The year head will distribute these to their class officers.
They will be free to obtain the names of students missing in their year. 
This information is to be given to the administration staff, principal, safety officer and fire officer in charge. This will allow a cross check against the recorded  E-Portal roll each morning , the class officer roll, and the class teacher roll.
3.8
Role of class officer

Each morning the class officer meets their class group and takes a roll.      

   The class officer automatically knows which students are missing each  

   day. If a class officer is absent then a substitute teacher assumes these 
   duties .The class officer  will be responsible to :-

a).Restore a calm situation to the class group and assemble the group in  

     alphabetical order .

b) Record the class roll on the class evacuation sheet, and cross check  

     information from the morning registration.
c)  Report the missing students name to year head 

On hearing the  fire alarm the class officer evacuates his/her class and proceeds to the fire assembly point. They receive a fire register clipboard from the year head. This is a simple tick the box process in the interest of speed.
3.9     General Teaching Staff
         Specific responsibilities have already been assigned in this section to the class officers and year heads .  Other employees, who in the course of their duties engage in activities which involve students, other staff or members of the public must ensure that they carry out their duties with due regard for fire Safety, .This includes the identification of hazards and the need for Safe Work 
          Some may be required to perform specific functions in relation to fire and evacuation procedure. Teaching staff are required to ensure good house keeping standards , and in the event of a fire use the power isolation switch to prevent the further spread of fire .

         In general they will be called upon to evacuate their class and make their way to the fire assembly point. Whilst in the process of evacuation, they are requested to use their experience and duty of care to bring calm and organisation to the situation.
 3.10   Students

Students must not endanger themselves or others by their actions or   

            omissions. Thus they must:

a) Take reasonable care of their own safety and the safety of others.

b) Co-operate fully with all fire safety rules and regulations issued by Loreto community school.
c) Co-operate with those with responsibility for safety.

d) Not interfere or misuse any specified items of safety equipment or any safety device.

e) Ensure that equipment is operated in a safe manner and good housekeeping standards are maintained..

f) Use equipment only if authorised and properly trained.

g) Report any incident, dangerous occurrence, defective equipment or potential safety hazard to the teaching staff or principal.

h) No access or use of laboratory / workshop facilities and equipment is permitted without the permission of their teacher.
3.11      Caretaking staff

               The caretaking staff are an invaluable aid to the principal and safety  

               officer. They have an extensive knowledge of the building, the general 

               grounds, the location of services and fire hydrants. The  caretaking staff  

               as key holders and general alarm operators , are always on the premises  

              during the school day, and at events at night. The caretaking staff often  

              accompany a visiting service contractors, around the building and  

              grounds, this gives them additional useful information. The caretakers are    

              to be appointed by the principal to the  safety monitoring committee. In the event of a fire drill of actual evacuation the caretaking staff should  evacuate the building and assemble at the fire assembly point.  
3.12     Administration staff 
The administration staff are essential to the smooth operation of a fire drill or actual evacuation.

On hearing the fire alarm the member of the administration staff in charge of the switch board ,is charged with the responsibility to place a phone call to the emergency services. This number should be displayed in a prominent location , in the event of a non administration staff member placing the call. 
             A phone call should be placed to 999, or 112 . help should be sought if  

             required from 

             a) The fire services

             b) ambulance / paramedic services

             c ) An Garda siochana

             d ) local G.P. services

             The  fire logs and registers for each year group are to be housed in the main 

             administration office. In the event of a fire drill or Actual evacuation, the  

            administration staff brings these with them to the fire assemblies points, as  

            they evacuate the building . They are to distribute these to each year head.
3.13    Contractors


The following responsibilities are allocated to contractors:

a) All contractors will be expected to comply with the schools  Policy for fire safety and must ensure that their own health and safety statement is made available whilst work is being carried out.

b) All contractors must take part in all fire drills and evacuation procedures whilst on the premises. 
c) All work must be carried out in accordance with relevant statutory provisions and taking into account the safety of others on the site. The contractor must have adequate insurance cover.

d) Contractors must not commence with any work on the premises or project site until the relevant fire safety procedures are in place.

e) Contractors will take reasonable care of themselves and others who may be affected by their acts or omissions and will co-operate as appropriate with Loreto community school employees.

f) All plant and equipment brought onto the site by contractors must be safe and in good working order.
g) All transformers, generators, extension leads, plugs and sockets must be suitable for industrial use and in good condition. No power tools or electrical equipment of greater than 110 volts should be used outdoors. If it is necessary to use equipment operating from a 220-volt supply, a residual current device with a rated tripping current of 30mA and operation of 30m sec must be used.

h) Any injury sustained by a contractor’s employee must be reported immediately to the  Safety Officer.
i) Contractors must comply with any safety instructions given by Loreto community school.

j) Loreto community school may carry out safety inspections. Contractors informed of any hazards or defects identified during these inspections will be expected to take immediate action. 

k) The principal and or safety officer must be notified of any material or substance brought onto the site which has, fire or explosive risks. Such materials must be stored and used in accordance with current recommendations.

l) Contractors are not allowed to use equipment owned by the school  unless written permission is received from the principal.

4.
Hazard Identification
4.1
Nature of Hazard


A fire hazard is any object, condition or practice which can cause an injury or a burn . There is general recognition of many common hazards, e.g. cooking, soldering , welding , chemical burns, etc.  There is a need to recognise that unsafe working is equally hazardous and can cause serious injury .
Common causes of accidents are categorised as Physical, Chemical, and Human Factors.

Physical
These are burns of a first to third degree nature. The main risk is in a kitchen canteen or laboratory, where someone manhandles or comes in contact with a substance through trips or slips. The teacher in charge has a duty of care to ensure good housekeeping practice prevails ,in the event of a physical burn first aid should be applied at  the scene 
          Chemical

           Chemical substances of some sort are used in different areas of the school.  They range from common everyday products like glues and correction fluids , cleaning agents to acids etc.  In most cases the hazards are well documented and information is available on safety precautions to be taken.  Regulations require chemicals to be labelled according to their hazards.  Manufacturers and suppliers are legally required to provide information on the safety and health risks of any chemical substances, usually supplied in the form of Material Data Sheets.  The data supplied includes information on immediate problems, e.g. flammability, likelihood of explosion, long-term effects of exposure, likelihood of skin problems, and likelihood of chest problems.

          Human Factors


Certain accidents and setting off of the fire alarm are attributed to human factors. All false alarms are to be taken seriously, evacuate first investigate once it is clear to all management and fire services that a hoax has taken place. 
5.
Safety Equipment

5.1   Loreto  community school has a range of alarms, c.c.t.v, and safety and hazard- detection systems. 
These include electricity cut-off (panic button) in workshops ,laboratories,  I.T.  rooms and a series of general classrooms. An Emergency  lighting system, a fire-alarm system with heat and smoke detention sensors, gas cut-offs in laboratories and workshops , emergency showers and eye-wash stations, hand-wash facilities, spill kits, non-slip flooring, fume cupboards, automatic fire suppression systems  in the File server room and a  chemical store. 
The fire alarm has a distinct sound compared to normal school  bell.

This alarm is connected to the local fire station.

           A key holder to operate this system is on the premises at all times

5.2    Fire Zones
   a )    The school is divided up into eleven fire zones , these zones have
          automatic magnetic doors creating a sealed compartment. These doors 

           self close when the fire alarm activates. These doors have a 60 minute 

           fire resistance.

           The maximum distance of travel for an individual ,from classroom door   

           to a exit is 18 metres. Each room in the building is provided with a 

           second alternative fire exit route. The maximum distance of travel for 

          an individual using the alternative route ,from classroom door   

           to a exit is 30 metres.

           Each room in the school is provided with a fire evacuation plan, and a 

           fire notice detailing what to do in the event of  hearing the fire alarm

    b )    Each corridor has a distinct yellow fire notice detailing the rooms  

           included in each  zone, also there is a yellow fire evacuation plan 
           detailing 2 exit routes from each zone. There is also a fire notice  

           detailing what in the event  of hearing the fire alarm.
      c )   Each zone has two fire extinguishers and fire blankets in specific 

           locations , in all there are 67 units These units are provided with everlux  

           description signs .Each zone is provided with emergency lighting and  

         directional signage to each fire exit. 
      d )  Each zone on the ground floor has an exit to the outside. Each zone on      

           the upper floor has a separate stairway to provide immediate 
           evacuation,  these also have automatically opening fresh air ventilation 
           windows. These stairways are sealed compartments and are provided 

           with everlux signage.
     e )  Loreto Community School retain  ABC fire services from Newton   

           Cunningham to inspect and service all fire safety equipment in the   

           building.  
       f )  During the academic year of 2007- 2008 the school has been inspected 
          and viewed by Assistant chief fire officer from Letterkenny , and the 
          retained station fire officer, and the retained fire-fighters in Milford. They 
          are familiar  with entrances and the location of fire hydrants.        

5.3    Contact Numbers
	Organisation


	Contact Name
	Contact number

	Milford fire service
	Eugene McCafferty
	07491

	Letterkenny Fire Service
	Michael Molloy
	0749121676

	Assistant Chief Fire Officer
	Michael Scott
	O749121676

	ABC fire services
	Eddie Boyle
	0749156300

	Milford Garda station 
	
	0749153114

	Health Centre Milford
	Dr Tom Nunan
	0749153500

	Now Doc
	
	1850 400 911

	Letterkenny general hospital
	
	0747125888

	Emergency services
	
	999 or 112

	Closet defib
	
	


6.    Responsible Persons
	Senior Chief Fire Marshall 
	Andrew Kelly

	Safety Officer (Senior Chief Fire Marshall)
	Noel Scott

	Ancillary staff
	Maureen McConigley

	Senior Chief Fire Marshall First Year
	Brid Barr

	N.Rachel
	Michael McGroarty

	N.Rionach
	Anita Sweeney

	N.Roisin
	Emma Black

	N.Ronan
	Oliver Walsh

	N.Ruairi
N Ryan
	Sarah Burke
John Lynch

	Senior Chief Fire Marshall Second Year 
	Roisin Bn Ui Rian

	N.Caoimhe
	Grainne McCafferty

	N.Cillian
	Keith Harmon

	N.Claire
	Lisa Fitzsimons

	N.Cliona
	Deirdre walker

	N.Colm
N Connor                                                                      
	Brenda Crawford
Margaret Corless

	Senior Chief Fire Marshall Third Year 
	Gabriel McCole

	N.Adhamnain
	Karen McGettigan

	N.Aidan 
	Elizabeth McGrory

	N.Aine
	Kieran McTaggart

	N.Angela
N Antaine

N Aoife
	Nicola McDermott
Liz Salter

Mairead McDaid

	Senior Chief Fire Marshall Fourth Year 
	Eileen Doherty

	4.1
	Mairead McNulty

	4.2
	Sean MacEoin

	4.3
4.4

4.5
	Anne Marie Finn

Amanda Morrow

Margaret Bonner 

	Senior Chief Fire Marshall 4th year programmes
	Margaret O`Connor

	L.C.A.1
	Margaret O`Connor

	N.Oisin
	Adrian Doherty

	N.Orla
	Kathleen mcClafferty

	Senior Chief Fire Marshall Fifth year
	Deirdre Crossan

	5.1
	Maureen Curran

	5.2
	Josephine Cotter

	5.3
	Alison Stoddart

	5.4
	Jacinta Edwards

	Canteen Staff
	Carmel Doherty

	  
	

	
	

	
	

	
	

	
	

	
	


7  Fire Safety Management Programme
The Loreto Community School fire management programme is needed for:

(a) Fire prevention

(b) Instruction and training of staff

(c) Maintenance of escape routes

(d) Fire protection systems and equipment

(e) Fire and evacuation drills

(f) Emergency lighting system

(g) Maintenance of a Fire Safety Register 

(h) Informing building users of the procedures to be used in the event of a fire or other emergency

(i) Assistance to the Fire Brigade

7.2.
Fire prevention
The following are the major elements of the action which will be taken to minimise the risk of the outbreak of fire, these should be under taken by the fire safety committee on their regular inspection of the building:

(a) Not allowing rubbish and waste materials to accumulate.  Waste and rubbish will be placed in waste bins and larger items of refuse, e.g. packaging, will be clearly designated as refuse so that it may be removed daily by cleaning and maintenance staff. 

(b) Limiting flammable liquids and gasses to small quantities, handling them with care and storing them in suitable labelled containers in designated suitable storage areas.

(c) Checking electrical and gas appliances regularly for defects.  Any defects should be brought to the attention of the Safety Officer so that repairs may be arranged and the equipment should not be used until the defect is remedied.

(d) Having propane and other laboratory gas systems pressure-tested and maintained annually by specialist contractors to ensure that systems are safe and meet with the appropriate specifications.  All suspected gas leaks must be brought to the attention of the Estates Manager immediately after they are detected. 

(e) Inspection of upholstery regularly by maintenance staff.  Any item which has its infill material exposed should be repaired or removed immediately.

(f) Regular cleaning and clearance of oil and grease from mechanical extract equipment, machinery and cookers and regular servicing by competent persons.

(g) Careful control of all sources of ignition to minimise fire risk.

(h) Never propping or wedging open fire doors and smoke control doors.  

(i) Teachers or Persons involved in building or maintenance operations involving the use of flame or the use of heat producing equipment as sources of ignition, 

e.g.

· Brazing/soldering/welding equipment

· Blowlamps/oxy-acetylene torches

· liquefied gas appliances

· Bitumen boilers 

· Cutting and burning equipment

Must take all the steps necessary to prevent the occurrence of a fire and that they have available at hand the necessary fire fighting equipment to deal with the outbreak of Not using plant rooms and services ducts for the storage of materials.

(j)  cleaning materials to be locked in secure storage areas.

(k) Inspection by maintenance staff of all vacant areas of the school and removal of any potential fire hazard prior to locking rooms at the end of each day.

7.3.
Instruction and training of staff
All staff to which specific duties have been assigned needs to be given appropriate instruction and training .  All staff has received certified in the use of fire extinguishers from ABC fire prevention services in 2001.

All staff will receive training and /or instruction in relation to:

(a) fire prevention measures set out above

(b) the emergency procedures and fire and evacuation drills devised for the premises

(c) the evacuation of occupants, paying particular attention to the student body , persons with disabilities.
(d) arrangements for ensuring that escape routes and exit doors are unobstructed and available for use

(e) arrangements for the provision of assistance to the fire brigade

(f) fire control techniques including the use of fire extinguishers, and fire blankets; closing doors and windows to inhibit fire spread; shutting off of electricity, fuel supplies and ventilation systems where applicable; the layout of the building including escape routes; the location of fire alarm call points, fire fighting equipment and assembly points.

7.4.
Maintenance of Escape Routes

All emergency escape routes must be kept free from obstruction and all doors on these routes must be kept clear and immediately available for use.  All doors and gates must be easily opened by persons leaving the premises.  Escape routes including escape stairways and any doors on these routes are checked daily by Safety Officer and by caretakers in his absence, all teaching staff on general movement in the building .

Materials and equipment must not be stored under escape staircases.

Doors which are designated “Emergency Exit Only” must only be used as such.  They must not be used as regular entry/exit doors.

Fire resisting doors, smoke stop doors, exit doors, self-closing devices and panic bolts are checked regularly by Maintenance staff and are maintained in a usable and fault free condition.

External areas at or near escape routes as well as internal escape routes must be kept unobstructed and immediately available for use.  Vehicles must not be parked on escape routes.

Ramps have been provided for the safe egress of persons with disabilities from the building.

7.5.
Fire Protection Systems and Equipment
A fire detection and alarm system has been installed in Loreto Community School  .  The elements of the system include:

(a) Smoke Detectors 

(b) Heat detectors

(c) Manual Call Points (to be operated by lift glass by a person discovering a fire)

(d) Alarm  bells

(e) Central Control Unit

(f) Emergency lighting and directional signage in each zone
(g) Automatic Smoke Vents and windows at  central staircase from zone 
(h) C.C.T.V which records to a hard drive system 24 hours a day.

             The Central Control Unit can identify on its display panel the location of  

             any activated sensor number and zone number. Therefore, in the event of 
             the activation of an alarm signal the person monitoring the panel is  

             enabled to pin-point the fire location, this is useful for false alarms also.
7.6        What does the system do when the alarm Activates
(a) A continuous bell signal indicates a fire.  In this case all persons must leave the building and make their way to the appropriate assembly point following the evacuation procedure appropriate to their location.  All persons should reach their Assembly point within 5 minutes of the alarm sounding continuously. 

(b) the system is linked to corridor dividing fire doors.  The doors are normally held open (by electromagnets) but in the event of a fire the doors will close automatically thereby preventing the spread of fire to adjoining compartments.

(c) For security reasons as well as energy conservation considerations, many exit doors are   permanently electro-magnetically locked, but are linked to the fire alarm system.  When the alarm is activated the doors will open automatically.  
(d) The system is linked to the phone network and transmits a message seeking help from the fire services, the key holder  can deactivate the alarm when the system is reset  .

7.7.
  Emergency Lighting System
Emergency Lighting Systems operate in the buildings . In each zone is a rectangular shaped light with and escaped route direction, this doubles up as an emergency light when the main power fails. The florescent lighting in each zone has units that light up automatically when the others switch off.
These are identified by a green L.E.D light at one end

7.8
Fire Fighting Equipment and Systems
Fire mains and Hydrants are inspected and maintained in accordance with BS 5306: Part 1: 1976 (1988).  The date of the most recent inspection is noted on each appliance. The assistant fire chief officer for the region and local station officer and fire fighters have inspected Loreto Community School  and familiarised themselves with the layout of the school, paying reference to laboratories ,workshops and the location of entrances and fire hydrants.  
Fire Hydrant locations are noted on the floor plans posted at prominent locations throughout the building.  Fire Hydrant covers are painted yellow and are indicated by posts with a “H” symbol in black on a yellow background.

Portable fire extinguishers complying with I.S. 290: 1986 are inspected and maintained in accordance with I.S. 291:1986.  The date of testing is noted on each extinguisher. This is carried out by ABC fire protection  services in Newtown Cunningham
Fire points holding a range of suitable extinguishers are provided in each of the eleven fire zones such as common areas.  Laboratories, workshops, kitchens.  etc. each have extinguishers particular to the type of operations being carried out in that area.  All extinguishers have instructions on their suitability or otherwise to various types of fires, including the provision of labels affixed to the wall above it.
It is an offence to tamper with fire fighting equipment.  It is the responsibility of maintenance staff and of teaching  staff in control of laboratories to report any discharged damaged or missing extinguishers to the Principal or safety officer immediately after they are discovered.

7.9
Fire Safety Register

A Fire Safety Register is maintained in the school under the supervision of the Safety Officer.  The register records all safety matters.  The register is available at any time for inspection by any authorised officer of the Fire services.  The register contains the following data:

a) The name of the Safety Officer and those nominated to deputise for him/her.

b) The details of specific duties assigned to staff and by whom

c) The date of each fire and evacuation drill, the names of staff taking part, and the type of exercise held.

d) A class list roll to be taken by the class officer and compared to the morning roll.

e) The type, number and location of fire protection equipment on the premises including water supplies and hydrants etc.

f) The date of each inspection and test carried out on fire protection equipment and systems, along with brief comments on the results of the checks and actions taken (and by whom) to remedy defects.

g) The details of all fire incidents and false alarms that occur and the actions taken.

8.1  Fire and Emergency Evacuation Procedures 

1.  These fire and emergency evacuation procedures have been prepared for use in the event of a fire or other emergency in Loreto Community School  Milford.

2.
Regular fire and evacuation drills are planned and organised by the Safety Officer and Principal .  The procedures used during drills will simulate real emergency procedures.  All staff and students must participate in the drills and apply the procedures efficiently and promptly. Each drill will be reviewed immediately after the drill by the Chief Fire Marshal and the Checkers. A report on the drill will be circulated to all staff and the Safety Monitoring Committee agrees modifications arising from the drill where necessary.

3.
Floor Plans are located at prominent locations throughout the school.  The plans indicate 

(a) Emergency escape routes, 

(b) Fire points i.e. fire fighting equipment locations, 

(c) Fire alarm panel location, 

(d) Fire Assembly points, 

(e) Gas and power cut off devices, 

(f) Fuel tanks, boiler houses and all areas of high risk e.g. Kitchens and Chemical Stores

(g) Fire Hydrant locations

Each plan indicates its own location by the words “You are here”. These are individually found in each room near the fire exit route 
Bound sets of these plans are kept at Security and Caretakers Offices for use by the Fire Brigade.

4.
Illuminated emergency exit signs or directional exit signs are positioned in all areas of the school indicating the nearest escape route.  It is important to note the alternative escape routes from various areas.

5.
Fire Assembly points
Fire Assembly Points are located as follows: 

The fire assembly point is the hard court playing area , this is enclosed and the children will be secure and safe from approaching fire engines and emergency vehicles
The Assembly Points are identified by a green and white everlux sign stating “Fire Assembly Point” 
The five Year heads are the Senior  Fire Marshals, they communicate with the class officers( Fire Marshall) who have direct responsibility for a class group. Each class officer meets their group a minimum of once a day. During this time they compile an accurate register of attendance , and record this on the E-portal System. In the event of an evacuation the class officer is already aware of the absences of their class , this leads to a rapid count of the school population and identities of missing people.

These  Senior Fire Marshals are in charge of the  assembly point for each group, and with the Chief Fire Marshalls ( Principal & Safety Officer )help restore calm to the area . The pupils and staff will refer to the Senior  Fire Marshals as “ Year Heads “ , and the Fire marshals as Class Officer.
8.2     Responsibilities of Employees

   a )   All staff

All staff must familiarise themselves with these fire and emergency evacuation procedures and must be aware of all fire escape routes in the areas where they work. 

b )   Chief Fire Marshal
The Principal is the Chief fire Marshall. The B.O.M has appointed a responsible person to assist the principal with the day to day duties of this area. The Safety Officer will act as Chief Fire Marshal, under the authority of the principal. The Staff safety Representative will deputise for the Safety Officer.  The Chief Fire Marshal will arrange and manage fire drills, liase with the  Fire Marshals and the Fire services  signal the end of the drill and review and report on the drill. In the event of an actual evacuation the evacuation end is sounded by the fire siren.
6.1 Fire Marshals

To assist in a speedy evacuation, Teaching staff will act as Fire Marshals for the class group of which they are in charge. During the school  year they should do a trial evacuation with each class group from each room where they teach.

6.2 Checkers

A team of checkers has volunteered to check all specific nominated areas to ensure evacuation is complete and to report on the evacuation duration for their area and any operational difficulties highlighted by the drill.  They will ensure nobody re-enters the building until it is safe to do so.  The checkers, together with the caretakers and groundsman will ensure nobody leaves the grounds until all persons have been accounted for.  The role of Checker is vital to ensuring the evacuation of School.   
8.3.
Action to be taken by Employees


On hearing the fire alarm sound continuously, Fire Marshals will take the following action:

(a) Evacuate occupants using the nearest available escape route

(b) Make a head count of people as they leave the room

(c) Switch off all electricity via the key operated power isolation switch and any other equipment in the room

(d) Close the room door when empty 

(e) Not allow anybody to re-enter the premises for any reason

(f) Never  use the lift

(g) Assemble at the designated assembly point

(h) Advise the Senior Fire Marshall (Year Head ) of any persons in their charge remaining in the building.

(i) Advise the Senior Fire Marshall of the location of the fire if discovered in their area.

(j) Assist the Fire services on arrival.

8.4
On discovering a fire, all employees should:

(a) Operate the alarm system using the lift  glass in the nearest Fire alarm call point

(b) Alert management and other staff, and students 

(c) If necessary, call the fire services (see ‘Calling the Fire services below)

(d) Inform students and the public and direct them to the nearest escape route

(e) Do not use the lift

(f) Attack the fire using the nearest suitable equipment (only if safe to do so)

(g) Leave whenever danger threatens

(h) Close all doors as areas are vacated, checking nobody is left behind

(i) Assemble at the designated Assembly point.  Do not attempt to leave the grounds or to re-enter the building until it has been clearly signalled that it is safe to do so.

(j) Assist the Fire Brigade on arrival

(k) Assist Fire Marshals/Senior Fire Marshals/Chief Fire Marshal.

8.5       On hearing the Fire Alarm sound continuously, Senior Fire                 

             Marshals (Year Heads)  should, 
(a) Proceed to the designated assembly point.

(b) Organise and retain Fire Marshals(Teachers) and class/staff groups in an orderly fashion at the assembly point.

(c) Seek information from Fire Marshals and advise the Chief Fire Marshal of any missing groups/persons/disabled persons left in the building.

(d) Assist in restoring calm o the situation
(e) Assist with any requests from the Fire services.
8.6
Responsibilities of Students / Members of the Public
It is the responsibility of all students and members of the Public to leave the premises immediately on hearing the fire alarm sound continuously, go to the appropriate Assembly Point, report to their Fire Marshal( class officer), and assemble in groups in alphabetical order. These  groups will be arranged by the appropriate Senior Fire Marshal. They students and members of the public should remain there with their group until hearing the siren denoting the all clear/end of drill. They may then re-enter the building. They must at all times obey the instructions of the Fire Marshal(class officer), Checkers and Senior Fire Marshals(Year Head).

8.7.
Fire Instruction Notices
Fire Instruction Notices will be posted in prominent areas throughout  Loreto Community School  advising all building occupants of the emergency escape procedures. 

8.8
Calling the Fire emergency services
During the hours when the switchboard is in operation, currently 9am to 1pm and 2pm to 5pm, the switchboard operator will be responsible for calling the Fire emergency services .  The switchboard operator may be contacted by dialling , the office on the internal extension 11. 

When calling the switchboard operator, please confirm the location of the fire as precisely as possible.  Outside the hours stated or if the switchboard operator does not answer, call the emergency services directly by dialling 9-112, or 9- 999.
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FIRE NOTICE
ON HEARING THE FIRE ALARM

1) The evacuation of the building should commence immediately.

2) Staff should ensure that the power isolation switch is activated to leave all equipment in a safe condition within the time available, prior to evacuation.

3) Leave the building by the nearest safe & direct exit, closing all doors behind you.

4) Do not delay to collect personal belongings or for any other person.

5) Assemble at the prescribed assembly point ( the hard court games area)

6) Do not re-enter the building until the authorities advise it is safe. 
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Fire Instruction Notice

ON DISCOVERING A FIRE
1. Sound the alarm by activating the nearest alarm call point.

2. Inform staff of the location of the fire.

3. Leave the premises immediately using the nearest available exit. Follow the directional Exit Signs.

4. Obey the instructions of staff.

8.9  Checkers
Checker Roles/Responsibilities during an emergency evacuation or drill.

1. On hearing the continuous alarm, prepare for evacuation 
2. On hearing the continuous alarm, start stop clock and proceed to most remote part of the allocated area i.e. the furthest point from an escape door or escape stairs.

3. Check the area for remaining persons and ask them to leave immediately by the nearest available exit route.  All rooms including toilet areas to be checked.   

4. If persons refuse to leave, please note that checkers have full authority to insist on it.  The names of non-co-operative persons are to be reported to the Chief Fire Marshal.

5. If there are disabled persons in wheelchairs in your area, take them to a refuge to await evacuation by the Fire Brigade.  Refuges are located at all first and second floor storey exits, i.e. stairs landings or fire protected lobbies adjacent to escape stairs landings, and also at Ground Floor exits with steps outside where not serviced by external wheelchair ramps.  Checkers should familiarise themselves with the locations of refuges in their area.   They are identified by signs displaying the wheelchair logo with the word ‘refuge’. Take care to locate the wheelchair so that it does not create an obstruction on the escape route.  Ask a couple of class members/friends to wait with the disabled person until help arrives.

6. If there are persons with other disabilities in the area, enlist the assistance of classmates to escort them to the Fire Point.

7. Lifts must not be used in the event of a fire.  Use the lift key issued to checkers to check that there are no people in lifts in your area.

8. When the area has been fully checked, leave the building and remain at your designated exit point to ensure nobody re-enters the building until the drill is complete.  Stop the stop clock and note the evacuation time.

9. If a checkers exit point is at an access point to the car park or road you must prevent persons from leaving the grounds.

10. The Chief Fire Marshal will check with you to ensure your area has been evacuated.  You must inform them of the location of any disabled persons in refuges.  The Chief Fire Marshal will inform the Fire Brigade.

11. Prevent persons leaving grounds until drill is over in conjunction with caretakers and groundsman.

12. On hearing the siren denoting the end of the drill, allow persons to re-enter the building.

13. Attend a short meeting to review performance with the Chief Fire Marshal afterwards.
8.10  Checker Area/Exit point allocation

Each checker has been issued with a drawing and the following table indicating the area for which they are responsible and the Exit point they will guard on completion of the evacuation. The table includes a slot for the insertion of the evacuation time.  The completed table forms part of the fire drill report issued to all staff on completion of the drill. The safety officer shows each checker there particular area on an annual bases.
Please note that where a checker is deputising for another checker, then the Exit point which applies is the point associated with their own area.  After the area has been evacuated by a deputy checker they should command the assistance of a member of the academic staff not at that time in charge of a class or a student if no staff are available to man the exit point to ensure nobody re-enters the building
Table  of school zones
	Checker
	Deputy Checker 
	Zone
	Exit Point
	Evacuation Time  (to be completed after drill)

	
	
	1) Admin office to   

    physics lab
	a
	

	
	
	2) Biology lab 012  to
   Special  needs room 005
	b
	

	
	
	3) Home Ec. 004 to year    

    head office
	c
	

	
	
	4)General purpose  

 Canteen to staffroom Via    

  Stairs
	d
	

	
	
	5)P.E.Hall to Fitness suite
	e
	

	
	
	6)Deputy principal office to engineering room 303
	f
	

	
	
	7)Business 304 to Arch.  

 Tech room 307 including year head offices  
	g
	

	
	
	8) classroom 112 to 118
	h
	

	
	
	9)classroom 105 to 111
	I
	

	
	
	10)classroom 102 to 104
	j
	

	
	
	11) Boiler room
	k
	


9                           Fire Assembly points
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