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1.0  Policy introduction  

  

The following statement is issued in pursuance of the Health and Safety at Work Act 1974 

and associated legislation.  

I. The policy is the direct concern of all employees, students and other persons using 

or visiting Vision Studio School 

II. The policy is to regard the health, safety and welfare of all employees, students and 

other persons using the premises as of paramount importance.  

  

2.  Responsibility and implementation  

a) The Trust Directors and the Principal are responsible for the implementation and 

monitoring of the policies.  

 b) Employees, students and other persons visiting or using Vision Studio School premises 

have a duty under the Act to take reasonable care for the health and safety of themselves 

and of other persons who may be affected by their acts or omissions at work;  

 Each such person is required:  

I. to comply with instructions and guidelines issued for their safety and to adhere to 

correct procedures;  

II. to co-operate with the school in carrying out their own duties and responsibilities 

under the Act or relevant statutory provisions;  

III. to work safely and efficiently;  

IV. not to misuse any machine or substance;  

V. to use the approved protective clothing and equipment;  

VI. to report any defect in any machine, accessory, or electric cabling;  

VII. to report any hazard or near miss promptly;  

VIII. to report all accidents promptly.  

Students 

Students, through a high quality learning experience, will gain an understanding of the 

importance of health and safety; understand the process of hazard identification, 

assessment of risk and the principles of control; and develop safe behaviour, so that they 

play an active part in the learning process and acquire practical, transferable skills.  
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3.  Policy details  

The Trust has responsibilities under the Act so far as is reasonably practicable to:  

 

I. Promote standards of occupational health, safety and welfare which comply with the 

Health and Safety at Work etc. Act 1974 and all other relevant statutory provisions; 

European Union Directives and Approved Codes of Practice;  

II. provide and maintain a working environment which is safe and without risks to health, 

including safe means of access and egress;  

III. ensure that premises, plant, equipment and systems of work are safe and without 

risks to health;  

IV. formulate effective procedures for use in case of fire and emergencies and comply 

with the relevant fire evacuation arrangements,  

V. develop safety and welfare awareness amongst employees, students and other 

persons using or visiting the premises as relevant and individual safety responsibility 

at all levels, through information, instruction, training and supervision, to ensure their 

health and safety at work;  

VI. ensure that there are suitable arrangements for the safe handling, storage, transport 

and disposal of articles and substances;  

VII. encourage full and effective joint consultation on occupational health, safety and 

welfare matters;  

VIII. work closely with Safety Representatives, appointed by the Trade Unions, to promote 

and achieve a workplace that is safe and without health risks.  
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Fire Safety 

1. Introduction  

Vision Studio School and West Nottinghamshire Educational Trust are committed to 

protecting the health, safety & welfare of its employees, students and visitors while on its 

premises against the risk of fire.  

  

2. Responsibility and implementation  

This policy will apply to all staff, students, visitors and others who are contracted to carry out 

work on its behalf.  

All employees are responsible for the implementation and ownership of this policy and 

related procedures.  

 3. Policy details  

The school will comply with the Regulatory Reform (Fire Safety) Order 2005 and all related 

legislation.  

The Order applies to virtually all non –domestic premises in England & Wales and covers 

nearly every type of building, structure and open space.  

It recognises that fire is possibly the biggest threat to the future of business operations and 

the safety of persons associated with the business.  

It replaces most fire safety legislation with one simple order. It means that any person who 

has some level of control in premises (Responsible Person) must take reasonable steps to 

reduce the risk from fire and ensure all can safely escape if there is a fire.  

 

Assessments are carried out in accordance with the Order on the Studio School’s 

behalf by a responsible and suitably qualified person/s 

• Vision Studio School is responsible for organising relevant and appropriate Fire Risk 

Assessments and currently contracts out this work to a competent company. Actions 

required to be carried out from the assessment are undertaken promptly.  

• The maintenance and testing of relevant fire detection/alarm systems are managed by the 

Vision West Notts College Premises Team. 

• The Studio School is also requested to actively participate in ensuring its areas are 

managed appropriately and act on, or report, any concerns relating to fire safety.  

• Fire Evacuations procedures are in place and regular fire drills are carried out and 

reported.  

• Fire Wardens are appointed and trained appropriately to assist in evacuations and advised 

on fire fighting.  
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• Fire safety training is delivered to all staff during induction and firefighting 

training is delivered to appropriate staff.  

• All staff and students have an induction on fire safety at the commencement of their 

employment /studies.  

• Personal Emergency Evacuation Plans are produced and specific procedures agreed for 

persons with permanent / temporary mobility disabilities.  

• Contractors are given appropriate guidance, if required, before work commences by 

premises/Health and Safety.  

• Visitors are provided with information with reference to fire safety 
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Fire and Emergency Evacuation 

FIRE 

All staff and students should familiarise themselves with the locations of the fire alarms, fire 

exits, fire assembly areas 

ON DISCOVERING A FIRE 

 Operate the nearest alarm. 

 Evacuate the building as described below. 

 Report the nature and location of the fire to the Principal or other senior leader. 
 

ON HEARING THE ALARM 

 Quickly and calmly evacuate the building following the evacuation routes on the fire plan 
to the assembly area at the front of the building.  Stop machines and isolate power 
supplies wherever possible.  Close doors after the class has passed through. 

 Where there is anyone with mobility impairments, escort them to a “temporary refuge 
point” i.e. stairwell or corridors protected by 30 minute fire doors and remain with them if 
appropriate.  You should ensure that a responsible person is detailed to inform the 
Principal or other senior leader of the location of the person in temporary refuge. 

 Members of staff: If you have responsibility to “sweep” an area (see appendix 1), you 
must check the designated areas and rooms as you exit and close all doors.  Note the 
location of any one with mobility impairment who has been escorted to a “temporary 
refuge point 

 Once  you have left the building, you must report  to the Principal or other senior 
leader without delay (at the main assembly point located at the front of the building), 
informing them of the location of any one with mobility impairments waiting in a “safe 
area” and confirm that the area has been evacuated 

 DO NOT attempt to fight a fire unless you have been trained to and is safe to do so.   

 DO NOT leave the site unless instructed to do so. 
 

ON HEARING THE ALARM  
The Principal or other senior leader will be stationed at the front of the assembly point, 
receiving information from each assembly area, directing the Fire Brigade to the fire and 
reporting any personnel with mobility impairments who are waiting in a “safe area” and any 
missing personnel and their last known location. 
 
CONTACTING EMERGENCY SERVICES – DIALLING 999 
On hearing the alarm the Premises Team will interrogate the fire alarm panel to determine 
the “triggered” area.  The premises team will then investigate the area and determine 
whether or not it is necessary to contact the Fire Brigade or other Emergency Services.  The 
outcome of this decision should then be communicated to the Principal or the appointed 
deputy.  If it is deemed unnecessary to contact the Emergency Services the Principal or the 
appointed deputy will make the decision to allow access back into the building.  
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RE-ENTRY TO THE COLLEGE BUILDINGS 
No person must enter any building until given permission by a responsible person i.e. a 
member of premises staff or the Emergency Services. The all clear will be given by the 
Principal or other senior leader to staff, who will in turn inform the students and visitors when 
it is safe to re-enter the building. The alarm stopping is not a sign to re-enter as the alarms 
may have been damaged by the fire / incident.  The Principal or other senior leader will 
ensure any staff and students in a refuge point are informed when it is safe to re-enter the 
building. 
 

TRAINING 

All new members of staff receive specific fire safety and awareness training upon induction 

via the school’s sponsor; Vision West Nottinghamshire College.   This training is monitored 

and facilitated by the People Development Team as a bough in service. 

All staff receive local, site specific training upon induction to familiarise themselves with local 

evacuation and fire safety procedures.  Staff and students practise fire evacuation 

procedures at least once per term.  A log of this is maintained by the Centre Co-ordinator. 

Fire Warden Evacuation areas 

The named members of staff are responsible for checking that their designated areas are 

fully evacuated and for reporting the status of the evacuated areas to the Principal and/or 

deputy.   
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Staff Member Evacuation Area/s 

Dave Ward / Sarah Beresford Room 1+2, Project Room, Subject area 
leader office, Personal Coaches office, First 

aid room, Small classroom 

Rebecca Grainger  Main Office, Main Reception, Fire Assembly 
Point 

Sally Jones Assembly Point 

Rebecca Martel / Kelly Hopley Sweep upstairs 

Holly Moore Main Office, Main reception,(Final sweep) 
reception toilet 

Darren Wilford / Rob Redmond Room 3+4, CAD/CAM room, ICT room and 
store room, Boardroom and courtyard 

Kitchen Staff Kitchen office, Kitchen, serving area 

Jamie Wragg / Tom Carter Canteen, Upper gallery, Male staff and 
student toilet, disabled toilet 

Sarah Lee / Beth Collick Female staff and student toilet,  

Claire Lowe / Katie Baker Science Lab/Preproom, Main Hall, Stairs 

Emmet Bunting / Laura Dewsnap Upstairs teaching rooms and staff room then 
cover rear exits/entrance 

 

In the event of a staff/”Fire Warden” absence 

The Principal or a designated deputy will appoint an appropriate member of staff (e.g. cover 

teacher) to cover the designated area.  In circumstances where this is not possible, staff may 

be appointed to cover additional evacuation areas.  All reasonable measures should be 

taken to ensure these areas are in close proximity to the original area and that staff are 

making as prompt an exit from the building/s as practically possible. 

 


