
TORFIELD SCHOOL 

Fire Safety Training Record for staff 

The information below will also form part of the staff handbook available in the staff 

room and online. 

Training Area Information Delivered by: 

   

Fire strategy for the 
premises 

When the alarm sounds all staff and pupils are 
required to leave the building and assemble at 
the designated point. 
For staff and pupils in the swimming pool when 
an alarm sounds, you will evacuate the children 
from the pool but remain in the swimming pool 
building. A fire marshal will check the pool area 
as first priority and confirm with staff if the fire is 
a high risk to the pool and if not, will ask you to 
remain in the changing area until notified 
otherwise. The pupils can be getting changed 
whilst this takes place and to be ready for 
evacuation from the building as and when 
required. A staff member will respond to the 
radio call from the muster point to confirm who is 
present and accounted for.  
In order for the radio to work in the pool area the 
staff member will need to be either by the exit 
door in a changing room or to step outside of the 
door. 
 
The designated points at Croft Road are: 
The upper playground in the area furthest from 
the school building 
The MUGA 
The 2 designated points at the EYC are: 
The area of grass outside of the main 
playground and adjacent to The Baird academy 
car park fence.  
The path leading from the 'Beach' play area to 
the Baird, outside and adjacent to the Baird 
carpark.  
Photographs of all muster points are located on 
the fire safety notices in each classroom. 
 
Do not attempt to tackle the fire unless it is very 
obviously safe to do so– evacuation of the 
building and the safety of the staff and pupils is 
the priority.  
Firefighting equipment is provided for use only in 
absolute emergencies i.e. when your only 
evacuation route is blocked, and instructions 
can be followed on each item of equipment 
Class staff must ensure they are aware of any 
PEEPS (Personal Emergency Evacuation Plans) 
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for any person who has a physical difficulty that 
may require a different evacuation and safety 
process to be followed.  
 If non- ambulant leave the building by the 
nearest exit and wait at the bottom of any 
external steps or other impassable feature for 
assistance in getting the pupil to the assembly 
point. Ensure you make others aware of your 
position. 
The Fire brigade will access the premises via 
the front gates and car park. 
At the EYC the fire brigade will access via 
Parker Road entrance and driveway. 

Fire evacuation plan Follow instructions on the posters displayed in 
each room. 
Ensure you escort all pupils currently in your 
lesson with you and that your room is empty. 
Close doors behind the last person exiting. 
Familiarise yourself with your nearest exit and all 
exits from the building, particularly if you are 
occupying rooms which are new to you to ensue 
you are aware of the nearest exit route. 
 
All staff and pupils are required to assemble in 
the designated spot as detailed on the fire safety 
notice in your room. Any excess noise: 
 a) reduces everyone’s ability to be able to 
hear any other vital instructions given during 
the evacuation process;  
b) can drown out genuine calls for 
assistance by individuals. 
The office staff (or the Fire Marshall at the EYC) 
will bring the attendance registers and staff and 
visitor signing in sheets. 
For classes mustering on the MUGA at Croft 
Road, a member of the office staff or SLT will 
use the radio to ask a set of specific questions 
about which staff, pupils and visitors are on the 
MUGA and in the swimming pool. This is to 
ensure that we are able to account for all pupils 
and staff even if they are in an unexpected 
location and reduces the risk of making incorrect 
assumptions about missing people. 
Any visitors with you must accompany you from 
the building to the assembly point. 
Contractors will also be advised to leave the 
building if the alarm sounds. They will muster in 
the nearest available muster point ie middle 
playground or MUGA but away from the staff 
and pupils. 
When pupils do need to be evacuated from the 
swimming pool, please use the thermal blankets 
provided to ensure the children’s safety in a 
quick evacuation situation.  
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EYC only – all entry and exit doors have either a 
sill or a step so wheelchair access is limited. If 
wheelchair users are able to enter the building, 
they will need to exit in the same way e.g.. By 
leaving the wheelchair and entering on foot. The 
responsible person receiving that visitor must 
ensure that safe exit is manageable in the event 
of a fire before allowing entry by wheelchair. 

Fire evacuation plan 
during or close to 
pupil leaving times 

At Croft Road if a fire alarm activation takes 
place between 3pm and 3.15pm when taxi 
transport is on site but pupils not yet on board, 
the fire brigade will require access into the car 
park so pupil transport vehicles will be asked by 
a fire marshal to leave the site via the exit gates. 
They will leave Croft Road going left down the 
hill and round, then waiting in the Bembrook 
Road until notified via their office to return to 
collect pupils. 
The pedestrian gates will not be opened for 
parental collection until 3.10pm and should an 
activation place prior to the pupils leaving time 
all parents will be asked to exit the site via the 
pedestrian gate and wait outside the school site. 
If an activation is in progress at 3pm pm pupil 
transport and parents will not be allowed onsite 
until the fire brigade or senior leader gives 
permission to do so. Pupil transport will be 
advised to follow the same procedure as if they 
were on site to ensure Croft Road is accessible 
to the fire brigade. 
If an activation happens whilst pupils are 
boarding vehicles, all vehicles will still be 
required to leave with any pupils already on 
board and a member of the SLT or designated 
person will collect the pupil on board record at 
the exit gate, completed for pupils already on 
board to ensure all pupils either in vehicles or at 
the muster points can be accounted for. 

 

Location of the seat 
of the fire 

If the fire alarm is activated due to an incident in 
your room/location evacuate the room with all 
pupils as above. DO NOT attempt to tackle the 
fire, unless it is very obviously within your power 
to do so, following instructions on the fire safety 
equipment item, but do alert the nearest fire 
marshal or member of the SLT as soon as 
possible. 
Remember, evacuation is your first priority. 

Annual staff 
training 

Importance of 
reporting to the 
assembly point. 

Attendance registers will be taken to the 
assembly point to ensure that all pupils, staff 
and visitors can be accounted for as quickly as 
possible. 
Delay in assembling increases the risk of failing 
to identify any people still in the building. 

Annual staff 
training. 



When the fire services arrive any person not 
accounted for will be presumed missing and a 
search instigated, possibly delaying fighting the 
fire and involving additional fire crews.  

Operation of Fire 
alarm system 

The fire alarm can be operated manually by 
breaking the glass at any fire access point. To 
avoid unintentional activation all fire points are 
protected by a panel which must be flipped up to 
break the glass. 
The fire alarm is an uninterrupted ring, which will 
only cease when manually switched off by the 
fire marshals or fire brigade. 
Instructions for operation of the fire panel and 
processes to check and deactivate, in the event 
of an unscheduled fire drill, will be kept in the 
school office, for use in an emergency by staff 
not usually required to undertake such duties 
but need to do so in the absence of others. This 
includes a list of locations of fire call points 
should you need to trace an activation point. 
At the EYC copies of this will be kept in the staff 
office and the SLT office. 

Annual staff 
training. 

Specific staff 
responsibilities 

Class room staff are responsible for ensuring the 
prompt evacuation of their class room and the 
pupils currently with them. 
Once assembled in the designated area class 
teachers or teaching assistants are responsible 
for taking the register and ensuring that any 
visitors with them are accounted for. The most 
senior ranking teacher or support staff in the 
designated area is to take responsibility for 
relaying this information effectively to the 
designated person, or their deputies if they are 
absent. Contact will be made by radio between 
the upper playground and the MUGA. 
Staff not with their class group for any reason 
including cleaning external gym or activity 
equipment, swimming pool etc under Covid 
practice, should not attempt to re-enter the 
building but should go immediately to the muster 
point where they will meet their class group. 
 
 
Designated people are Kayleigh Dicker at Croft 
Road and Judith Taylor at the EYC. 
At the Croft Road site, staff evacuating from the 
hall to the MUGA need to collect the radio 
adjacent to the fire evacuation door, and the 
senior teacher present is to use this to inform 
Kayleigh Dicker of the status of that evacuation 
area. 
It is crucial that you access/exit the building 
using your card on your arrival and 
departure to the site. This includes moving 
between sites. Between printing staff lists, 
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you will also need to manually sign out and 
back in so that it is clear that you are not on 
the site when an activation takes place. Off-
site visits mean that you are not in the building 
so you must ensure you exit and return using 
the signing in and out procedure in place for 
school visits. 
Where classes are going off site for a visit an 
Offsite visit record sheet, accurately completed 
with all staff and pupils leaving, MUST be 
completed and handed to the office prior to your 
departure. This enables the office staff to be 
able to identify differences between the AM/PM 
registers to pupils/staff off site due to a visit as 
opposed to missing. 
The office staff, or fire marshals at the EYC, will 
bring all registers and visitors books to the 
assembly point. Where both designated muster 
points have been used a senior member of staff 
is responsible for ensuring the accurate 
accounting for all occupants at both points.  
2 Fire marshals will check the building and close 
doors where necessary. 
Fire marshals are: 
Main Site: 
Antonio Fenu 
David Bryant 
Alan Baldwin 
Joe Leigh 
Jayne West 
Alison Love 
Kayleigh Dicker 
Marion Booth 
Kayla Quinnell 
Aga Slusarczyk 
Neely Henshaw 
 
As a number of the fire marshals work across 
schools, a record is maintained daily in the office 
as to who the responsible fire marshals are at 
any given time. If you are a designated fire 
marshal you must familiarise yourself with the 
record daily. If you are designated at any time 
but need to leave the premises to go elsewhere 
you MUST designate another marshal and make 
them aware that they are now a marshal until 
informed otherwise or on checking the following 
day. 
EYC fire marshals: 
Judith Taylor 
Celia Smith 
Sarah Hogan 
Alison Love 
Jayne West 
Alan Baldwin 



David Bryant 
Antonio Fenu 
Joe Leigh 
 
Fire marshals will cease the alarm bells when it 
is safe to re-enter the building or when the fire 
brigade advise to do so if caused by an actual 
fire activation, and indicate to senior leaders at 
the muster point that it is safe to re-enter the 
building. 
 
The fire brigade will automatically attend on an 
activation 

Operation of door 
fastenings 

All keypad coded and access card controlled 
doors will release on activation and all internal 
fire doors will close. 
Fire doors from rooms can be opened by push 
bar or handle. 
If at any time throughout the working day you 
notice that a fire door is not working as it should 
you must report this to the site team or the 
office. 

Annual staff 
training. 

Feedback from fire 
drills 

Feedback will be given from each fire drill, 
reporting back to staff on any issues 
encountered, evacuation times and any changes 
to future procedures. Feedback will be by E-mail 
to all staff and at the next available weekly 
briefing. 
Fire drill feedback is a standing item on the H 
and S management group meeting agenda’s at 
the bi-termly meetings (3 times per year). 

Feedback from 
Fire drills 

Fire RA or inspection 
findings 

Any findings or changes initiated following a Fire 
safety inspection will be reported back to staff 
via the annual staff meeting, updated room 
instructions, feedback from fire drills or as an 
urgent item by e-mail or Heads briefing item. 
Class staff need to ensure that they are aware of 
the latest Risk assessments concerning 
Electricity and Light in Science. These are 
updated annually or following any incidents and 
can be found on the ‘Read Only’ drive. 
Regular reminders about the importance of 
signing in and out will be given, particularly if it is 
identified that we have any issues. 

Annual staff 
training. 
Handbook 
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Importance of 
keeping fire doors 
closed. 

Fire resisting doors stop the spread of smoke, 
heat and fire and protect escape routes. They 
also restrict the spread of fire when the building 
is unoccupied. Keeping and leaving these doors 
closed when moving around the building is 
therefore crucial to safety in the event of a fire. 
Fire doors must not be locked. 

Feedback from 
fire drills. 

Use of firefighting 
equipment 

You are not expected to use the firefighting 
equipment – it is there for absolute emergency 
only. 

Fire safety 
notices. 
 



The rule is: GET OUT and STAY OUT until the 
all-clear is given to re-enter the building. 

Annual staff 
training. 

Reason for not using 
lifts 

The power to lifts can fail due to fire, trapping 
people inside, or the doors can open 
unexpectedly on the floor where the fire is. 
There are no lifts at either site but this 
information is important as a reminder when off 
site on educational visits. 

Annual staff 
training. 
Fire safety 
Notices. 

Electrical safety PAT testing of all portable electrical equipment 
is carried out annually and all equipment must 
be made available for this.  
Some electrical equipment left on overnight can 
overheat and cause a fire so ensure that 
equipment is switched off at the end of each 
day. 
Care should be taken when using portable 
electrical equipment not to introduce additional 
risks into an area i.e. kettles into unsafe areas, 
overloading power sockets etc. 
Staff are not permitted to bring electrical items in 
from home. This includes mobile phone 
chargers or similar. If in exceptional and prior 
agreed circumstances an external electrical 
appliance is required in school it must be PAT 
tested prior to use. This can be arranged by 
contacting the site manager with due notice that 
this will be required. 
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Requirement for 
good housekeeping 

Keep escape routes unobstructed and free from 
combustible material. 
Arson involving waste bins is very common so 
ensure external waste bins are secure and away 
from buildings. 
The area underneath or immediately next to 
electrical control boxes (located in some storage 
cupboards) MUST be kept clear and free of 
combustible materials. 

Annual staff 
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Arrangements for 
use of premises 
outside normal 
hours 

When premises are to be used outside of normal 
hours make sure fire exits are left clear and 
available for use. 
Ensure visitors are aware of how to raise the fire 
alarm, escape routes and fire exits and any 
other relevant information. 

Annual staff 
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Any other site 
specific training and 
information. 

EYC 
The muster point for the EYC may involve pupils 
exiting the building at the grassy knoll end and 
crossing through the Baird Academy 
playgrounds to muster in the far corner nearest 
the Parker Road gates. 
Any issues encountered whilst undertaking this 
must be reported to Jayne West, John 
Anderson, Antonio Fenu or Marion Booth to 
ensure that this continues to be a safe and 
manageable exit route. 
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