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Introduction  
 
Aldwickbury’s priority is to minimise the risk to life and to reduce injury by maintaining the 
physical fire safety integrity of the School by a) ensuring that staff, pupils and visitors do not 
add to the fire risk and b) through safe evacuation of the buildings if a fire breaks out. 
 
The fire safety policy, procedures and risk assessments at Aldwickbury are designed to help 
the community to respond calmly and effectively in the event that fire breaks out in one of 
the buildings.  
 

Role of the School Fire Safety Officer 
 
The DFO is the designated School Fire Safety Officer, who is responsible for ensuring that: 
 

• The fire safety policy is kept under regular review by Governors, the Deputy 
Headmaster and the SMT. 

• The fire safety policy is made available to the entire school community. 

• Everyone in the school (including visitors and contractors) are given clear written 
instructions on where they should go in the event of fire. 

• Records are kept of the fire induction training given to new staff and pupils. 

• Procedures for emergency evacuation are regularly tested by the Deputy Headmaster 
(whole school) and the Headmaster (Boarding). 

• A brief written report is generated and lessons absorbed. 

• Fire risk assessments are regularly reviewed and updated. 

• Fire prevention measures are meticulously followed. 

• Fire procedures and risk assessments are reviewed on each occasion that a building is 
altered, extended or rebuilt, or when new buildings are acquired. 

 

Emergency Evacuation 
 
All contractors and visitors to site are to be made aware of the evacuation arrangements 
and their presence should be checked at the relevant assembly point (Senior Football Pitch 
by the Pre-Prep building for Pre-Prep, Astroturf for Main School). 
 

Day-time Sessions 
 
General Notice 
 

• All staff must know the nearest call-points to any room in which they work and know 
how to operate them if a fire is discovered. 

• The alarms are routinely tested once a week in term time, at a time which is 
published beforehand. 

• Evacuation induction sessions for all pupils are to be undertaken at the beginning of 
each year and fire drills are to be practised at least once every term and documented 
accordingly. 
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• Evacuation arrangements for the swimming pool are documented in the dedicated 
Swimming Pool - Emergency Action Plan 

 
 
Specific responsibilities for academic and admin staff in the event of the fire alarm 
sounding during a School session are posted as follows: 
 
Headmaster/Front Office Staff: 
 

• Check site of fire and contact Fire Brigade. 

• Take Years 3-8 registers, staff list and all signing in/out information to the main 
assembly point (Matron after 5.00pm).  

• Ensure that the alarm has been raised throughout the premises. 

• If it turns out to be a false alarm, ensure that the school resumes normal working. 
 
Deputy Headmaster (or, in his absence, Director of Studies): 
 

• Take overall responsibility for pupils in Years 3-8. 

• Deploy main-school teaching staff effectively (see below). 

• Ensure that all main-school academic staff and gappers are accounted for. 
 
Head of Pre-Prep (or in her absence, Deputy Head of Pre-Prep): 
 

• Take overall responsibility for pupils in Years R-2. 

• Deploy Pre-Prep teaching staff effectively. 

• Ensure that all Pre-Prep staff are accounted for. 
 
Teaching staff: 
 

• Assume responsibility for the pupils under their control at the time the alarm is 
sounded. Supervise orderly evacuation. 

• Report to the Deputy Headmaster/Head of Pre-Prep if not teaching at the time the 
alarm is sounded and assist in maintaining good order at the assembly point. 

• Form Teachers check their forms against the register once evacuation is complete. 
 
Ops Coordinator (or, in his absence, Deputy Headmaster assisted by Front Office Staff and 
Head of Domestic Services): 
 

• Ensure that all Staff and Visitors, including peripatetic music and drama teachers, are 
accounted for.  

• Ensure that the Head of Domestic Services confirms that all catering and cleaning 
staff are accounted for. 
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Bursary Staff: 
 

• Before leaving the building check that there are no pupils in the Hoo.  
 
 

Emergency Evacuation Notice: Years R-2 
 
Please ensure that pupils understand that when the alarm rings, they make their way 
CALMLY AND SILENTLY, as a group under the control of the teacher in charge of the class to 
the correct assembly point. 
 

• Senior football pitch assembly point when pupils are in the Pre-Prep building. 

• Alternative assembly point (on grass by Swimming pool) - when pupils are in the 
dining room or in transit around the school. 

 
Do not wait to collect belongings, tidy furniture or close windows. 
Do not open fire doors in main corridor which will close automatically in the event of a fire. 
Head of Pre-Prep is responsible for calling the Fire Brigade. 
Head of Pre-Prep, or designated staff member, will take registers to the assembly point. 
 
In case of fire when pupils or staff are in Pre-Prep building; 

• 6 classrooms in main building - exit via rear fire doors and proceed to the right along 
the pathway to Senior football pitch assembly point. 

• 2 front facing Year 2 classrooms – exit via classroom doors onto Yr 1 & 2 playground 
then proceed Senior football pitch assembly point. 

• Rear Year 2 classroom – exit via Year 2 corridor and onto Yr 1 & 2 playground then 
proceed Senior football pitch assembly point.   

• Office/staff room/First Aid Room - exit via rear doors of Reception Year classrooms 
and proceed right along the pathway to assemble on the School Senior football pitch 
assembly point. 

• Hall - exit rear fire doors of Year 1 classrooms and proceed to the right along the 
pathway to assemble on Senior football pitch assembly point. 

• In Main play ground - exit via main exit of playground and walk round Pre-Prep to 
assemble in Senior football pitch assembly point (unless exit is blocked by evidence 
of fire). 

• In Reception Playground - exit via gate and walk round Pre-Prep to assemble in 
Senior football pitch assembly point. 

 
In case of fire when pupils and staff are walking in transit around the school; 

• Make way to alternative assembly point on grass near swimming pool by 
quickest and safest route. 

 
In case of fire when pupils or staff are in Dining Room 

•  Year 1 should exit the dining room via the small fire door to the right of the 
serving hatch and make their way round the dining room to the alternative 
assembly point on grass near the swimming pool. 
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• Year 2 should exit the main dining room door and make their way round the 
dining room to the alternative assembly point on the grass near the swimming 
pool. 

• Reception should exit the small dining room through the first door and then turn 
left through the glass doors along the passage to the conservatory and out 
through the fire exit. They should then walk to the alternative assembly point on 
the grass near the swimming pool. 

 
 

Emergency Evacuation Notice for Staff: Years 3-8 
 
Form Teachers must regularly remind pupils that, in the event of the Alarm sounding, they 
make their way CALMLY and SILENTLY, as a group under the control of the teacher in 
charge of the class, to the Astroturf Area: 
 
 1. Miss Mobbs    3M 
 2. Mrs du Plessis   3P 
 3. Mr Ardrey    4A 
 4. Mrs Ibbs     4I  

5. Mr Walker     4W 
6. Mr French                                       5F 

 7. Dr Sialvi    5S 
             8. Mr Booth    5B 
 9. Mr Holbrook    6H 
           10. Mr Patrick      6P 
           11. Miss Toplis    6T 
           12. Mr Gibbins    6G 
           13. Mr Du Plessis    7D 
           14. Mrs Brandt   7B     
           15. Mr Mannall                                    7M        
           16. Mr Brandt    8B   
           17. Mr Eketone    8E 
           18. Mr Marshall   8M     
 
Do not wait to collect belongings, or to tidy furniture or close windows, but doors should be 
closed and lights left on.  
 
Junior block proceed by the usual route to the Astroturf Area BEHIND the main building 
(path between the terrace and the fields): the route from the Science block is BEHIND the 
swimming pool;  
   
C1, C2 & C3, Chidell Hall out through the classroom entrance and cross the road at the 
crossing and follow the usual route. 
 
C4, C5 & C6 out through the classroom entrance down the stairs and around the end of the 
building to the crossing, cross the road at the crossing and follow the usual route. 



Fire Safety Policy 

 
 
 

6 

C7 & C8 Walk towards the main classroom block, cross the road at the crossing and follow 
the usual route. 
 
C9, C10, C11, Sports Hall, Art and DT rooms walk directly across to the Changing Rooms, 
then by the side of the changing rooms and then the side of the swimming pool to the 
assembly point. 
 
Science labs walk by the side of the changing rooms and then the side of the swimming pool 
to the assembly point. 
 
STEM Hub out through the main door, unless fire is evident and then use the fire doors in 
the Lab and walk to the assembly point. 
 
Form Teachers assume control of their own groups for registration. Registration is carried 
out as follows: 
 

• Laminated copies of the form lists are held in the Pre-Prep Office (R-2) and the 
Main Office (Years 3-8).  

• These are stored in a clearly marked folder which can be quickly taken to the 
muster points in the event of an evacuation. 

• Once all registers have been completed in the morning, and unexplained 
absences investigated, a copy of the absences is printed out and placed in the 
fire registers folder. 

• Absences at the assembly points in the event of an evacuation are then checked 
against the absence list from the registers. 

 
 

Evacuation Notice for Pupils: Years 3-8 
 
On hearing the alarm: 
 

• Leave the room calmly and silently under the direction of the teacher. Do not stop to 
collect belongings or to close windows. 

• Unless told otherwise, leave buildings by the normal route. 

• Proceed in silence to the Astroturf Area. Line up BY FORM for registration. 
 
 
Boarding sessions 
 
In the event of a fire during “boarding time” then the following procedures should be 
followed: 
 
Headmaster  Check the site of the fire 
   Contact the fire brigade 
   Contact all resident staff and the DFO 
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Senior Matron  Evacuation of the pupils 
   Roll call 
   Informing the Headmaster of any pupils unaccounted for 
 
Resident Member  Clear dormitories 
of Staff in the   Ensure a safe evacuation 
building & Gap  Assist with the supervision of the pupils 
Students   Help the Headmaster/Senior Matron in any way asked 
(main building)   
       
Resident Staff   When contacted help to supervise the pupils as requested 
(in grounds)   
 
 
NB If staff usually residing in the main building know that they will not be in residence 

during term time the Headmaster must be informed. The Gap Students are required 
to be in residence unless special permission has been sought and granted. 

 
 

Emergency Evacuation Notice: Staff & Boarders 
 
On hearing the alarm 
 

• Strip back all beds even for pupils not in residence (pull duvet back). 

• Put on slippers and dressing gowns (or something similar). 

• Leave via the nearest fire escape. 

• WALK in SILENCE to the assembly area, in the Car Park behind the junior block. 

• Assemble in dormitory groups ready for a roll call IN SILENCE. 
 
Once all the pupils are accounted for, they will be taken to the Pre Prep (or another building 
to ensure their safety) and looked after until further notice. 
 
 

Fire Safety Procedures 
 
Induction of New Staff and Pupils  
 
All new staff (teaching and non-teaching alike) and all new pupils are given a briefing on the 
school’s emergency evacuation procedures on their first day at Aldwickbury. They are shown 
where the emergency exits and escape routes are located and shown where the routes are 
to the assembly point.  
 
The safe evacuation of everyone - staff and pupils alike, is the priority.  Protecting property 
comes second. No one should attempt to fight a fire at the expense of their own, or anyone 
else’s safety.   
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Summoning the Fire Brigade 
 
The Main School Office is manned between 7.30am and 5.00pm during weekdays in term-
time and there are staff on site during most half term and holiday breaks, apart from the 
Christmas and Easter closedowns between 8.00am to 4.30pm.  The master panel showing the 
location of all the alarm call points on the networked alarm system in the school buildings is 
located in the Front Hall of the Main Building.  The School Office is always given advance 
warning of fire practices.  If the alarm goes off for any other reason, the staff have standing 
instructions to contact the Headmaster immediately and in his absence summon the Fire and 
Emergency Service at once.   
 
The Headmaster or Estates Manager is on duty or on call 24 hours a day and 365 days a year, 
including public holidays.  They have standing instructions to summon the Fire and Emergency 
Services if the alarms go off outside the hours that the School Office is staffed, unless warned 
of a planned fire practice for boarders. 
 
Visitors and Contractors 
 
All visitors and contractors are required to sign in at Reception, or in the case of a major 
project their own site facilities, where they are issued with a visitor’s badge, which should be 
worn at all times that they are on school property.  They are made aware of the emergency 
evacuation procedures and are informed of the way to the main assembly point or to an 
agreed alternative location for this purpose. 
 
When large numbers of visitors are at the school for open days, plays, concerts, exhibitions 
etc a brief announcement is made advising them of the location of the emergency exits that 
they should use in the event of the alarms sounding. 
 
 
Disabled staff, pupils and visitors 
 
A special one-to-one induction on fire safety will be arranged for disabled pupils and their 
carers and for disabled members of staff as required.  
 
It is the responsibility of the Headmaster or Deputy Headmaster to ensure that any 
information relating to disabled staff, pupils or visitors is passed as soon as possible to the 
Fire and Emergency Service. 
 
 
Responsibilities of Teaching Staff 
 
Teaching staff are responsible for escorting their pupils safely out of the building in silence 
and in an orderly fashion.  They are responsible for conducting a head count on arrival at the 
assembly point, and for ensuring that the name of anyone who cannot be accounted for (and, 
if possible, their likely location) is passed immediately to the Headmaster or Deputy 
Headmaster.  It is the responsibility of the Headmaster to ensure that this information is 
passed to the Fire and Emergency service as soon as they arrive. 
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On no account should anyone return to a burning building. 

 
Fire Practices 
 
At least one whole school fire practice is undertaken every term at Aldwickbury.  A night-time 
evacuation of the Main Building is also practiced regularly for the boarders.  This combined 
with a programme of inducting new staff and pupils about emergency escape procedures will 
ensure that the school can be safely evacuated in the event of a fire. 
 
 

Fire Prevention Measures  
 
The following fire prevention measures are in place: 
 
Escape Routes and Emergency Exits 
 

• Fire notices and evacuation signs are displayed in every room, corridor and stairwell. 

• Fire extinguishers of the appropriate type are located in every building in accordance 
with the recommendations of our professional advisors.  Smoke/heat detectors are 
located in most buildings in accordance with the advice of our professional advisors.  
Alarm systems can be manually activated by breaking a glass panel, and are 
automatically activated when smoke/heat builds up.  

• All stairs, passages and emergency exits are illuminated by emergency lighting.  

• Automatic door closures that are activated by the fire alarms are fitted on some doors 
in or leading onto escape routes. 

• Master panels for the alarm system are located in the Front Hall of the Main Building 
and the entrance to the Maintenance Office, which show the location of a fire in any 
of the linked alarm systems.  The systems in the Junior Block, Science Block, STEM 
Hub, Pre-Prep Building, Coach House and Senior Classroom Block are all radio-linked 
to the master panels.  In all cases, control panels for each system are located in the 
main corridor areas. 

• In the event of the activation of any part of the linked systems, all alarms will sound 
and whole school evacuation can take place. 

• Keeping fire routes and exits clear at all times. The cleaners are responsible for 
unlocking the buildings in the morning, after which users of the buildings check that 
escape routes are not obstructed, that lighting is working and defects are reported. 

• The Estates Manager is responsible for testing all fire alarms weekly and reporting all 
tests and defects to the Fire Safety Officer. 

• The Estates Manager arranges for an ISO9001 certified/BAFE approved contractor to 
carry out an annual service of alarms, smoke detectors, emergency lights, smoke 
control systems and fire extinguishers. 

• Records of all tests are kept in the Maintenance office. 
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Electrical Safety 
 

• The School undertakes a programme of regular fixed wire testing for all its buildings. 
It uses NICEIC qualified Electrical Engineers to inspect and maintain its electrical 
installations and undertakes remedial work as necessary to address any areas that are 
non-compliant.   

• Annual portable appliance testing is undertaken by an external contractor. 

• Records of all periodic tests and portable appliance tests are kept in the Maintenance 
Office. 

• The Heads of Science and Design Technology check that all Scientific and DT 
equipment is switched off at the end of the school day.  
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Lightning Protection 
 

• All lightning protection and earthing conforms to BS 6651-1999.  It is tested annually 
by a specialist contractor. Records of all tests are kept in the DFOy. 

 
Gas Safety 

 

• All gas appliances (boilers, kitchen equipment etc) are regularly maintained and 
serviced by Gas Safe Registered Engineers.  Records of all tests are kept in the 
Maintenance Department, except for kitchen equipment, which are kept by the 
Domestic Services DFO. 

• Landlord’s gas safety certificates are held for all school domestic accommodation. 

• All kitchen equipment is switched off at the end of service. 

• The Head of Science checks daily that the central gas supply in the laboratory is turned 
off. 

 
Safe Storage 
 

• Flammable materials used in teaching or maintenance are locked in purpose-made, 
flame-proof containers at the end of every day.  

 

Rubbish and Combustible Materials 

• Flammable rubbish is collected on a daily basis from rubbish collection points and bins 
around the site and is stored away from buildings in the rubbish compound. 

• Combustible materials used in teaching, catering, maintenance, grounds and 
caretaking are stored in flame proof cupboards. 

 
 

Fire Risk Assessment  
 

The School’s Fire Risk Assessment meets the requirements of the Regulatory Reform (Fire 
Safety) Order 2005 (the FSO). Specifically it identifies:  
 

• The Hazard 

• The people at risk 

• The measures to evaluate, remove, reduce and protect from the risk 

• The measures needed to record, plan, inform, instruct and train people in risk 
reduction or removal 

• The arrangements for reviewing the assessment 
 
A fire risk assessment is undertaken by a specialist contractor every 3 years, or more 
frequently if significant changes are made to the interior of buildings, or new buildings are 
bought or added.  An internal review of the risk assessment is completed at least once every 
year. 
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A copy of the fire risk assessment and subsequent reviews are published on the School 
network, together with this document.  All Heads of Department should ensure that they and 
their Department read the sections that are relevant to them. 

 

This policy should be read in conjunction with the Duties of Fire Marshals policy. 
 
 
Reviewed : Deputy Head September 2017, 2018, 2019, 2020, 2022, April 2023, March 
2025, August 2026 
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Aldwickbury School 
Wheathampstead Road 
Harpenden 
Hertfordshire 
AL5 1AD 

T: 01582 713022 
E: office@aldwickbury.org.uk 
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