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Headlands School
Local Procedures on Fire Safety
Identified persons responsibilities 

Fire Marshall / Warden 

(All identified staff via the staff training database)
Tasks
· Daily, weekly, monthly, checks etc. 

· Routine evacuation tests and recordings.

· Responsible person for knowledge of evacuation plan and be the named person for any PEEP within area of responsibility.
· Report any fault, damage or hazard using a works request form. Copy is to be given directly to nominated manager below. 

Risk Assessors
Gelert West




Jamie Hill

Administration 



Viv Davies
Zero waste shop 
                       
Robin Hackett
Music room/recording studio

Robin Hackett

Gym 





James Murphy

Lower School



Claire Houghton

Middle & Upper School 


Mikala Peterson & Joseph Osbaldeston
Ty Arth




Ceri Gulwell
Old KS2 & Drama



Morgan Stephens
Post 16




John d’Claire

Café





Gareth Jones
Uppercliff Dining



Gareth Jones
Bike workshop



Joseph Lucas
Café 100




Robin Hackett
Radio Station



Robin Hackett

Garden maintenance container

John deClaire

Animal housing area


Dave Gillingham
Talgarth




Emma Coombes


Pentir





Gareth Hancock
Ty Canol




Emma Coombes
Shipping Container 



Morgan Stephens
Tasks 

· Regular monitoring of weekly / monthly / 3 monthly checks 

· Forward works requests via e-mail to maintenanceheadlands@actionforchildren.org.uk
           follow up works and escalate if not carried out in appropriate time scales
· Record any significant findings in the Fire Risk Assessment action plan. 

· Responsible for reviewing annual Fire Risk Assessment report and following up actions 
· Ensure any individual PEEP is up to date and shared with all staff. 

· Establish an evacuation plan with specific dates and monitor drills to identify actions to reduce identified risks. 
· Keep accurate floor plans ensuring these are up to date, to include emergency lighting location and location of emergency equipment.  

· Keep up to date training records – All staff to undertake annual Fire Safety Awareness on-line training.  Each building to have at least one nominated Fire Warden who has undertaken on-line training.  
Managers

Matthew Burns – Principal

Joseph Osbaldeston - Vice Principal Education

Maxine Cahill – Vice Principal Care

Claire Kalemi – Facilities 

Tasks 

· Check the evacuation plan is relevant.
· Have any actions regarding fire safety been completed?
· Have the evacuation plans been practiced? 
· Identify training needs according to staff specific roles and responsibilities. 

· Ensure induction process both for staff and young people include comprehensive fire safety awareness according to individual needs. 

Overall monitoring every building’s risk assessment.
Lead Operative
(Morgan Stephens)
Tasks 

Inform PSD of all works requests, co-ordinate response and monitor completion.  Take appropriate action if timescales are not met. 
Responsible Person 
(Principal)
Matthew Burns 

Tasks 

· Ultimate responsibility for fire safety audits at all building sites at Headlands School. 
External Contractor’s responsibilities 

Alarm system testing




6 monthly checks 

Fire fighting equipment i.e. fire blanket, extinguishers
Annual checks 

Emergency lighting testing 



Monthly checks 

Electrical hardwire testing  




5 year check 

Water 







Monthly check 

Gas appliances i.e. boiler  




Annual check

P.A.T testing  





Annual check 

Compliance checks monitored by Morgan Stephens
Headlands Health and Safety Team

Tasks:

· Monitor/evaluate action plans once a term 

· Ask the question “Are there young people/staff who need PEEPs?”

· Once a term review outstanding works

· Support Action Plans

· Review Policy

· Decision making around learning and development

This local policy conforms to the Independent School Standards Wales Regulations 2003:

Section 3(5)

Policy written by: 
Health & Safety Team
Date:


July 2023
Review Date: 
July 2024
