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Purpose and Aims 

This document sets out the fire and emergency procedures for all teaching premises and 
boarding houses of The Worthgate School. All staff must familiarise themselves with these 
procedures and comply with the requirements. 

The aim of The Worthgate School is to minimise risks to staff, pupils, and visitors from fire or 
other emergencies. This will be achieved by implementing preventative measures to reduce 
the likelihood of fire and by ensuring clear procedures for evacuation and containment are in 
place. 

Responsibilities 

General Guidance 
All staff must act in accordance with their responsibilities during a fire or emergency. If a 
designated member of staff is absent, their backup must take over. If the backup is 
unavailable, any trained Fire Marshal may assume responsibility. 

Boarding Houses 
House parents act as the Lead Fire Marshal for their respective boarding houses. 

Recording Evacuations 

The SLT member, named person, or Fire Marshal must record all evacuations, including date, 
time, duration, reason, and actions taken. Names and building details must be clearly noted. 
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Reports must be forwarded to the Business Manager, who will store the records in central 
ANMI and copy them to healthandsafety@catsglobalschools.com. 

Business Manager Responsibilities 

The Business Manager must: 

• Ensure compliance with statutory requirements and building regulations. 
• Monitor Fire Marshal staffing, recruitment, and training. 
• Keep all emergency exits clear at all times. 
• Maintain and test all fire equipment and alarms, with records. 
• Conduct at least one evacuation drill per academic term, including a scenario with a 

blocked escape route annually. 
• Notify insurers and the Fire Brigade of any major fire system failure. 
• Ensure safe means of escape are available at all times. 
• Provide and maintain up-to-date floor plans showing escape routes, fire call points, 

and extinguisher locations. 
• Ensure fire extinguishers, signage, emergency break-glass points, and emergency 

lighting are tested and unobstructed. 
• Maintain fire risk assessments and records. 
• Communicate policy and procedures to all staff and ensure awareness of assembly 

points. 

Chief Fire Marshal Responsibilities 

The Chief Fire Marshal, the most senior Maintenance team member on site, or any trained 
Fire Marshal in their absence must: 

• Liaise with emergency services during an incident. 
• Advise on evacuating persons requiring assistance. 
• Ensure all marshals report “all clear” and relay updates from emergency services. 
• Provide post-incident reports to the Principal. 
• Call additional emergency services if required. 
• Coordinate return to buildings once the all-clear is given. 
• Reset the fire alarm panel. 

 

Boarding Fire Marshal 

The house parent is responsible for the safe evacuation of all staff, students, and visitors 
within the boarding house and becomes the Chief Fire Marshal. 
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Senior Leadership Team (SLT) 

The SLT must compile checklists of all class forms, staff, and visitors. The Principal or Vice 
Principal will inform emergency services of any unaccounted persons and will not allow re-
entry until the building is declared safe. 

 

Personal Emergency Evacuation Plans (PEEPs) 

• The Wellness Centre must produce PEEPs for pupils with disabilities or injuries 

affecting evacuation. 

• Heads of Departments must create PEEPs for staff who may need assistance. 

 

Reception Staff 

Reception staff at 68 New Dover Road must: 

• Brief visitors on evacuation procedures and assembly points. 

• Print the visitor fire list and take it to the assembly point. 

• Report unaccounted visitors to the Chief Fire Marshal. 

Fire Marshals 

Fire Marshals must: 

• Be trained via IHASCO or the National College. 
• Assist with evacuation and assigned roles. 
• Take control if SLT or maintenance are unavailable. 
• Advise the Chief Fire Marshal of any new staff, visitors, or guests requiring assistance. 

Fire Awareness Training 

All staff receive fire awareness training at induction. Staff wishing to become Fire Marshals 
must email the Business Manager. 

 

 

 

 

 

Area Identification Specific responsibility 
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68 New Dover road  Any member of SLT (main) 
Robin Cousins (backup) 
Rebecca Champion (Side 
gate ) 
Any Fire Warden(Back up) 
 

Fire Drill Procedure & Staff Responsibilities 

Preparation and Immediate Actions 

• Designated person to take the 
grab bag to the front of the 
building in the car park. 

• Put on high-visibility vests to 
identify themselves clearly. And 
become the Chief Fire Marshal 

• Ensure the fire drill is timed from 
the moment the alarm sounds. 

• Use radio channel three. 

• Designated person to be at side 
gate stopping anyone entering 
during fire alarm  

Staff Communication & Area Checks 

Each member of staff must notify the designated 
person (SLT, Fire Marshal) that their classroom 
or office is clear. 

1. All staff trained as Fire Wardens must: 
2. Sweep their allocated areas, ensuring no 

one is left behind. 
3. Close all doors, if it is safe to do so, to 

contain potential fire and smoke. 

3. Fire Marshal Duties 

• All fire marshals must wear high-visibility 
vests. 

• On each floor, Fire Marshals are 
responsible for: 

o Coordinating sweep and 
evacuation in their designated 
area. 

o Reporting cleared zones and any 
issues to the designated chief Fire 
Marshal  
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4. Post-Drill Actions 

• Once the Senior Leadership Team (SLT) 
or Maintenance Team confirms the alarm 
was a drill or false alarm: 

o Relay the “all clear” to staff, 
students, and visitors. 

o Allow re-entry into the building. 
• The Chief Fire Marshal must: 

o Compile the Fire Drill Report. 
o Send the report to the Business 

Manager. 

Duty of Care & Risk Assessment Guidance 

All staff have a duty of care to ensure that their 
allocated area is clear of individuals, including 
those not in lessons (e.g., in toilets, corridors, or 
unoccupied spaces). All teachers must report to 
the designated person or Chief Fire Marshal that 
their students they are teaching are all 
accounted for, or not.  

 

Key Guidelines: 

• Fire Wardens must conduct sweeps 
within reasonable expectations and must 
not put themselves at unjust risk. 

• If staff members are not on their 
designated floor at the time of the alarm: 

• They should not go beyond 2 floors 
maximum to reach their allocated area. 

• This is considered reasonably practicable, 
but must be assessed on a case-by-case 
basis. 

Decision-Making: 

• Staff must use their Fire Warden training 
to determine: 

o Whether it is safe to sweep the 
area. 
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o The best outcome for the safety 
of all stakeholders. 

o Whether to report a potentially 
unchecked area to a more 
appropriate responder (e.g., SLT, 
Fire Marshal, or emergency 
services). 

 

Area Identification Specific responsibility 

St Lawrence  
 

 
Any Fire Warden (main) 
Any member of staff(Back 
up) 
 
 
 
 
 
 
 
 
 

Fire Drill Procedure & Staff Responsibilities 

Preparation and Immediate Actions 

• Designated person to take the 
grab bag to the front of the 
building in the car park. 

• Put on high-visibility vests to 
identify them selves clearly. And 
become the Chief Fire Marshal 

• Ensure the fire drill is timed from 
the moment the alarm sounds. 

• Use radio channel three. 

 

Staff Communication & Area Checks 

Each member of staff must notify the designated 
person (SLT, Fire Marshal )that their classroom 
or office is clear. 

4. All staff trained as fire wardens must: 
5. Sweep their allocated areas, ensuring no 

one is left behind. 
6. Close all doors, if it is safe to do so, to 

contain potential fire and smoke. 

3. Fire Marshal Duties 

• All Fire Marshals must wear high-visibility 
vests. 

• On each floor, Fire Marshals are 
responsible for: 
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o Coordinating sweep and 
evacuation in their designated 
area. 

o Reporting cleared zones and any 
issues to the designated chief Fire 
marshal  

4. Post-Drill Actions 

• Once the Senior Leadership Team (SLT) 
or Maintenance Team confirms the alarm 
was a drill or false alarm: 

o Relay the “all clear” to staff, 
students, and visitors. 

o Allow re-entry into the building. 
• The Chief Fire marshal  must: 

o Compile the Fire Drill Report. 
o Send the report to the Business 

Manager. 

Duty of Care & Risk Assessment Guidance 

All staff have a duty of care to ensure that their 
allocated area is clear of individuals, including 
those not in lessons (e.g., in toilets, corridors, or 
unoccupied spaces). All teachers must report to 
the designated person or Chief Fire Marshal that 
their students they are teaching are all 
accounted for, or not.  

 

Key Guidelines: 

• Fire Wardens must conduct sweeps 
within reasonable expectations and must 
not put themselves at unjust risk. 

• If staff members are not on their 
designated floor at the time of the alarm: 

• They should not go beyond 2 floors 
maximum to reach their allocated area. 

• This is considered reasonably practicable, 
but must be assessed on a case-by-case 
basis. 
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Decision-Making: 

• Staff must use their Fire Warden training 
to determine: 

o Whether it is safe to sweep the 
area. 

o The best outcome for the safety 
of all stakeholders. 

o Whether to report a potentially 
unchecked area to a more 
appropriate responder (e.g., SLT, 
Fire Marshal, or emergency 
services). 

 

Area Identification Specific responsibility 

The Kitchen and dining 
area  

Sam Stroud (Main)  
2nd chef in charge (back up) 
 
 

The catering team Fire Wardens will be responsible 
for checking the entire kitchen, and dining hall 
Ensuring all catering staff are accounted for, passing 
names of any missing to the lead Fire Marshal  

 

 

 

 

 

 

Area Identification Specific responsibility 

Wellness centre  Any staff member based in 
the building at the time of 
the alarm 

All staff have a duty of care to ensure their allocated 
area is free from individuals who may be within the 
building but not in lessons. The duty of care extends to 
ensure within reasonable expectation to search and 
evac the allocated rooms but must not put the 
individual at unjust risk.  
 
 
 
 

  

  

Area Identification Specific responsibility 

Harvey  Any Fire warden based in 
the building at the time of 
the alarm 

Fire Drill Procedure & Staff Responsibilities 

Preparation and Immediate Actions 
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• Designated person to take the grab 
bag to the front of the building in 
the car park. 

• Put on high-visibility vests to 
identify them selves clearly. And 
become the Chief Fire Marshal 

• Ensure the fire drill is timed from 
the moment the alarm sounds. 

• Use radio channel three. 

Staff Communication & Area Checks 

Each member of staff must notify the designated 
person (SLT, Fire Marshal )that their classroom or 
office is clear. 

7. All staff trained as Fire Wardens must: 
8. Sweep their allocated areas, ensuring no 

one is left behind. 
9. Close all doors, if it is safe to do so, to 

contain potential fire and smoke. 

3. Fire Marshal Duties 

• All Fire Marshals must wear high-visibility 
vests. 

• On each floor, Fire Marshals are 
responsible for: 

o Coordinating sweep and 
evacuation in their designated 
area. 

o Reporting cleared zones and any 
issues to the designated chief Fire 
Marshal  

4. Post-Drill Actions 

• Once the Senior Leadership Team (SLT) or 
Maintenance Team confirms the alarm 
was a drill or false alarm: 

o Relay the “all clear” to staff, 
students, and visitors. 

o Allow re-entry into the building. 
• The Chief Fire Marshal  must: 

o Compile the Fire Drill Report. 
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o Send the report to the Business 
Manager. 

Duty of Care & Risk Assessment Guidance 

All staff have a duty of care to ensure that their 
allocated area is clear of individuals, including 
those not in lessons (e.g., in toilets, corridors, or 
unoccupied spaces). All teachers must report to 
the designated person or chief Fire Marshal that 
their students they are teaching are all accounted 
for, or not.  

Key Guidelines: 

• Fire wardens must conduct sweeps within 
reasonable expectations and must not put 
themselves at unjust risk. 

• If staff members are not on their 
designated floor at the time of the alarm: 

• They should not go beyond 2 floors 
maximum to reach their allocated area. 

• This is considered reasonably practicable, 
but must be assessed on a case-by-case 
basis. 

Decision-Making: 

• Staff must use their Fire Warden training 
to determine: 

o Whether it is safe to sweep the 
area. 

o The best outcome for the safety of 
all stakeholders. 

o Whether to report a potentially 
unchecked area to a more 
appropriate responder (e.g., SLT, 
Fire Marshal, or emergency 
services). 

 

All boarding houses  House parent (main) 
Any member of staff on 
duty (backup) 
 

To take the grab bag to the front of the building and 
ensure each member of staff on duty notifies them 
that their boarding house is clear. 
Ensure a register is completed  
Ensure the drill is timed  
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Compile the fire drill report and send to the Business 
manager. 
Each member of staff (that has completed Fire Warden 
training) on each floor to sweep their area closing all 
doors (if safe to do so)  
 
All staff have a duty of care to ensure their allocated 
area is free from individuals who may be within the 
building. The duty of care extends to ensure within 
reasonable expectation to search and evac the 
allocated rooms but must not put the individual at 
unjust risk. For example, if the staff based in the top 
floor are all on the Ground Floor during a fire drill the 
members of staff should not go beyond 2 floors 
maximum to search their allocated areas. This risk has 
been deemed reasonably practicable however must be 
assessed on an incident-by-incident basis whereby the 
individual must use their training to decide on best 
outcome for all stakeholders 

 

Upon completion of fire drill all Fire Wardens will co-ordinating the return to the building once the all-

clear is given. 

Staff shall classify all other persons based at The Worthgate School included those mentioned 

specifically. All staff should also understand the scenarios for evacuations During Timetabled 

lessons and Outside of Timetabled Lessons. All properties should conduct a drill whereby an 

exit is blocked ensuring student& staff know other exit routes, conduct a fire drill with 

whereby a person is not accounted for. This is to test different scenarios. They should be 

alert reporting any fire hazards, ensuring good fire practices including but not limited to;  

- Ensuring electrical items are switched off at night or, when not in use, within their 

working area. 

- Ensuring combustible material, such as paper, is not stored near ignition sources and 

that large amounts of discarded paper are reported to the Operations Team for 

removal. 

- Ensuring that fire doors are kept closed at all times unless a specific notice on the 

door states otherwise, or if Magnetic door and doorguard holders are used. 

- Ensuring all emergency exits remain clear at all times to allow for adequate means of 

escape. 

- Taking part in fire evacuation practices as required. 

- Ensuring students leave the building in an orderly manner and making their way to 

the fire assembly point safely. 

- Ensuring visitors go to the assembly point and stay with host or report to the Vice 

principal  

- Not delaying the process in order to collect personal belongings. 
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How the Fire System Works 

The Fire Alarm System works on a single stage evacuation. 

Should the Break Glass or a Smoke detector be activated the alarm will sound by way of a 

siren. 

 

Alarm Panel 

The Fire Alarm Panel is located by the entrance of the buildings and are clearly marked. The 

grab bag contains fire alarm codes to enable the maintenance team or house parent to safely 

reset the fire panel, if the panel cannot be reset and maintenance not on site please call the 

maintenance out of hours on 07740042175 for assistance. (Maintenance can give training to 

any member of staff who wishes to learn how to manage the fire panel in the event of a drill) 

Assembly Point 

The Assembly Point is as the front of all buildings with the exception of ST Lawrence and  

Marlowe which are in front of the café in the square  

Proceed to your designated area upon hearing the fire alarm. Make your way to your 

numbered room and line up in a quiet orderly fashion. In the event of a real fire you will be 

moved to another property within The Worthgate school, in the event of a full site 

evacuation you will be moved to Canterbury cricket club  

Related Policies 

68 NDR Fire Evacuation Procedure.pdf 
Archbishops Fire Evacuation Procedure.pdf 
Chaucer Fire Evacuation Procedure.pdf 

Ersham Fire Evacuation Procedure.pdf 

Franklin Fire Evacuation Procedure.pdf 

Harvey Fire Evacuation Procedure.pdf 

Holmes Fire Evacuation Procedure.pdf 

Knights Fire Evacuation Procedure.pdf 

Marlowe Fire Evacuation Procedure.pdf 

Raemore Fire Evacuation Procedure.pdf 

St Lawrence Fire Evacuation Procedure.pdf 

Wellness Centre Fire Evacuation Procedure.pdf 

https://catscolleges.sharepoint.com/:b:/r/sites/CATSCanterbury/Health%20%20Safety/Fire%20Evacuation%20Procedures/Fire%20Evacuation%20Procedures%20for%20Staff/68%20NDR%20Fire%20Evacuation%20Procedure.pdf?csf=1&web=1&e=TgaUb1
https://catscolleges.sharepoint.com/:b:/r/sites/CATSCanterbury/Health%20%20Safety/Fire%20Evacuation%20Procedures/Fire%20Evacuation%20Procedures%20for%20Staff/Archbishops%20Fire%20Evacuation%20Procedure.pdf?csf=1&web=1&e=eaa68q
https://catscolleges.sharepoint.com/:b:/r/sites/CATSCanterbury/Health%20%20Safety/Fire%20Evacuation%20Procedures/Fire%20Evacuation%20Procedures%20for%20Staff/Chaucer%20Fire%20Evacuation%20Procedure.pdf?csf=1&web=1&e=FSMJ8H
https://catscolleges.sharepoint.com/:b:/r/sites/CATSCanterbury/Health%20%20Safety/Fire%20Evacuation%20Procedures/Fire%20Evacuation%20Procedures%20for%20Staff/Ersham%20Fire%20Evacuation%20Procedure.pdf?csf=1&web=1&e=td1BPu
https://catscolleges.sharepoint.com/:b:/r/sites/CATSCanterbury/Health%20%20Safety/Fire%20Evacuation%20Procedures/Fire%20Evacuation%20Procedures%20for%20Staff/Franklin%20Fire%20Evacuation%20Procedure.pdf?csf=1&web=1&e=mDw8cO
https://catscolleges.sharepoint.com/:b:/r/sites/CATSCanterbury/Health%20%20Safety/Fire%20Evacuation%20Procedures/Fire%20Evacuation%20Procedures%20for%20Staff/Harvey%20Fire%20Evacuation%20Procedure.pdf?csf=1&web=1&e=MCKWG5
https://catscolleges.sharepoint.com/:b:/r/sites/CATSCanterbury/Health%20%20Safety/Fire%20Evacuation%20Procedures/Fire%20Evacuation%20Procedures%20for%20Staff/Holmes%20Fire%20Evacuation%20Procedure.pdf?csf=1&web=1&e=APF8q1
https://catscolleges.sharepoint.com/:b:/r/sites/CATSCanterbury/Health%20%20Safety/Fire%20Evacuation%20Procedures/Fire%20Evacuation%20Procedures%20for%20Staff/Knights%20Fire%20Evacuation%20Procedure.pdf?csf=1&web=1&e=IjbNgb
https://catscolleges.sharepoint.com/:b:/r/sites/CATSCanterbury/Health%20%20Safety/Fire%20Evacuation%20Procedures/Fire%20Evacuation%20Procedures%20for%20Staff/Marlowe%20Fire%20Evacuation%20Procedure.pdf?csf=1&web=1&e=EIEpf5
https://catscolleges.sharepoint.com/:b:/r/sites/CATSCanterbury/Health%20%20Safety/Fire%20Evacuation%20Procedures/Fire%20Evacuation%20Procedures%20for%20Staff/Raemore%20Fire%20Evacuation%20Procedure.pdf?csf=1&web=1&e=PkE1zu
https://catscolleges.sharepoint.com/:b:/r/sites/CATSCanterbury/Health%20%20Safety/Fire%20Evacuation%20Procedures/Fire%20Evacuation%20Procedures%20for%20Staff/St%20Lawrence%20Fire%20Evacuation%20Procedure.pdf?csf=1&web=1&e=dk8hIf
https://catscolleges.sharepoint.com/:b:/r/sites/CATSCanterbury/Health%20%20Safety/Fire%20Evacuation%20Procedures/Fire%20Evacuation%20Procedures%20for%20Staff/Wellness%20Centre%20Fire%20Evacuation%20Procedure.pdf?csf=1&web=1&e=z3hTR4

