
 

 

Fire Safety Management Policy, Emergency Crisis & 

Staff Handbook 

Covid-19 Step 1 Return - Addendum 

 
Whilst control measures to protect against Covid 19 are crucial, fire safety should also remain a 

priority 
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Fire risk assessment 

A fire risk assessment will completed for each gradual step taken towards full opening of the school. 
These risk assessments should take into account changes made to control the spread of Covid 19, 
and help manage and mitigate the risk of fire as much as possible. Significant changes will be 
identified and recorded as well as consideration of the following points: 

• Risk Reduction: In areas of the school that are closed, have reasonable measures to reduce 
the risk of fire, e.g. isolating all non-essential equipment and machinery, been implemented 

• Fire alarm systems: Despite the closure, has it been tested regularly. 
• Interim measures: Have interim measures been communicated to all your staff effectively 
• New or emerging risk: Has risk changed? Have things been put in place as a response to the 

situation that have, on reflection, increased fire risk? (e.g. The purchase and storage of large 
quantities of flammable sanitiser) 

• Vulnerable people: Do changes to the use of the school building affect evacuation routes 
and, thus, how vulnerable people are supported? 

• Evacuation routes: Do changes to the planned use of the building affect evacuation routes 
and assembly points? 



 

Building use change: 
Step 1: This involves supervision of key worker and vulnerable students and academic tutoring 

of a small number of Year 10 and 12 students. Staff attend school on a three rota. At any one 

time, there will be appropriately a third of the staff present, (30 people) and a maximum of 30 

students. 

The areas of the school used by students and staff will be restricted to reduce risk. Areas of 

school that will be open and used include: 

• Visitor’s reception 

• Visitor’s toilets 

• School Dining Room 

• Corridor outside Dining room and down to the exit just beyond the staff room 

• Year 7 toilets 

• Year 11 toilets 

• C5 

• C6 

• The library 

• The sports hall 

• The science labs and prep rooms. 

• The Art rooms 

Building and refurbishment work will be happening in: 

• The Arnold Centre - external contractors 

• W31, W32 and C – Creative Arts Faculty and Premises teams 

No part of other parts of Western Block, Northern Block or the Maths Corridor will be used 

Fire Alarm Actuation and Emergency Procedures 
• If the fire alarm activates, commence your normal emergency procedures.  

• Staff, students and visitors should not stop to use sanitisers or wash hands, but should 

evacuate the area as quickly and quietly as possible. Hand 

sanitisers will be provided at an appropriate time at the 

Assembly point. 

• Please make sure you familiarise yourself with the evacuation 
route from whichever room you are in. Evacuation routes should 
ignore the one-way route. 

• All staff, students and visitors must be familiar with the 
evacuation plan.  

• Exits from the building for each of the open rooms in use are as 
normal and will be described on the Fire Notice displayed in each 
room. 

• Fire Wardens will sweep the building to ensure complete 
evacuation. 

• Minimum staffing levels will always be maintained via the staff 
rota to ensure adequate supervision of the evacuation plan. 



 

• The evacuation arrangements will be discussed with staff via the staff briefing and via online 
communications. 

• Where appropriate, Evacuation practices will continue to be conducted and reviewed.  

• Students and staff will be encouraged to maintain social distancing during an evacuation and 
at the assembly points but the priority is the safe evacuation of the students and staff. 
 

Assembly Point: 
• All students and staff should gather on the Sports Pitch and line up in their allocated place, 

in year group order: 

 

• There should be no talking by anyone, including staff, until permission is given by the senior 
member of staff on duty. Staff allocated a group of students to supervise should reinforce 
this expectation. 

• Students and staff should not re-enter the buildings until they have permission from the 
senior member of staff on duty. 

Fire registers 
• Students must register at Visitor’s reception when they enter or leave the site. 



 

• Reception staff should bring the register to the Sports Pitch to enable Senior Staff to check 
the presence of students. 

Premises closed 
As the school buildings have remained open during the period of the pandemic, it is not necessary to 

add details about the management of a closed premises other than already exists for closure during 

school holidays. 

Fire Doors 

The buildings are fitted with tumescent fire doors in the corridors and fire-resistant doors to 
classrooms to prevent smoke and fire from spreading from one compartment to another and to 
protect escape routes. 

There has been some advice that encourages doors to be wedged open as a Covid 19 control 
measure (intended to reduce the need to touch locks and door handles etc.). Whilst this is 
understandable in the context of the coronavirus outbreak, it is essential that this hazard is balanced 
against the risk of uncontrolled spread of fire and smoke when a fire occurs. As many fire services, 
such as the Lancashire Fire and Rescue Service, strongly advises against the practice of wedging fire 
doors and asks responsible persons to consider other control measures, the vast majority of Fire 
Doors will remain closed as normal. A few will be held open in areas where a number of people will 
walk through to minimise the risk of Covid-19 spreading during Step 1. The named responsible 
person will ensure these doors are closed immediately the Fire Alarm rings. 

These small number of open doors ensures that, within a small bubble, for example the corridor 
outside C5 & 6, staff and students can move in a small space touching as few surfaces as possible, 
but Fire Doors are kept closed at the ends of the bubble to prevent the spread of fire. 

Door held open Person responsible for closing 

Visitor reception to Dining Hall Reception staff 

Visitor reception towards Visitor’s toilet Reception staff 

Visitor’s toilet Reception staff 

Dining Hall to Corridor Staff on duty in the Dining Hall 

External doors opposite Dining Hall  Staff on duty in the Dining Hall 

C5 classroom door Staff completing academic tutoring 

C6 classroom door Paul Steward 

Year 7 toilet Paul Steward 

Year 11 toilet door Paul Steward 

Library Door Staff on duty in the library 

No other doors are allowed to be propped/held open. 

All other doors handle and finger plates will be cleaned hourly and all staff, students and visitors 
will be expected to wash/sanitise hands regularly to minimise the risk of the infection spreading. A 
one-way route around the school should also minimise the number of surfaces touched. 

Emergency Crisis procedure.  



 

This is for a crisis other than a Fire Evacuation where all staff, visitors and students are required to 
evacuate the premises. The changes to the original plan are in light of smaller part of the school 
being used and a smaller population. As with a fire evacuation, students, visitors and staff will be 
encouraged to maintain social distancing during an evacuation and at the assembly points but the 
priority is the safe evacuation of the students, visitors and staff. The key steps are: 

Step 1 

• Tannoy announcement made stating – ‘All staff, please note we have an EC situation’ 

• `All Staff’ email sent by SLT 
 
Step 2 

• SLT to immediately go to and unlock the following: 
o Red Doors by Student Reception -  AAS/MAL 
o Visitor’s Reception LTH/PST 
o Both External Gates from the school car park – DMA/RCO 

• Deputy Headteacher (LTH) or Assistant Headteacher (MDU) to go directly to Agnes Reilly 
Gardens 

• Fire Marshalls to attend to all the external doors ensuring that student groups are directed 
to the appropriate exit and evacuate the buildings safely 

• Premises staff to do a sweep of the building ensuring complete evacuation including ALL 
toilets 

 
Step 3 
Staff to lead students to the following exits: 

• Visitor Reception: 
o All the admin staff in the top floor corridor and HR Manager, Front Office staff, 

Reprographics then OUT THROUGH FRONT GATE 
o Students from Library 

• Kitchen Door – Catering Staff then OUT THROUGH FRONT GATE 

• Red Doors (by Student Reception): 
o C5, C6, Staffroom, Medical room then OUT THROUGH FRONT GATE 
o Students in the Sports Hall then OUT THROUGH FRONT GATE 

Step 4 

• Once onto the public highway and off the school site, all students will be escorted to Agnes 
Riley Gardens, (→ on attached map) where they will be directed to assemble and a register 
will be taken. 

• Students should not use their phones 

• There should be no talking by anyone, including staff, until permission is given by the senior 
member of staff on duty. Staff allocated a group of students to supervise should reinforce 
this expectation. 

• Support staff should register with either Anne Clarke, Anne Love or Valerie Avenel and then 
join their student group year group. 

• Assemble arrangements should replicate those during the Fire Evacuation onto the Sports 
Pitch 

Step 5 

An assessment with be made by the SLT present and if it appears that we will need to remain off-site 
for a considerable time and/or the weather is inclement, students will be moved to St Stephens 

Church  , Weir Road, London SW12, (020) 8675 5086. Contact is Rev Martin Gordon 
 



 

Sixth form students will be sent home 

 
NOTES: 

• Hard copies of Attendance registers need to be taken off site (Reception Staff) 

• First Aid Kit (Receptionist – Visitor’s Reception) 

• Up-to-date student contacts list (Visitors Reception staff) 

• SLT (Mobile phones with Emergency Contact details e.g. Local Police, Lambeth Council etc.) 

 

Agnes Riley Gardens 
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