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1. RELATED POLICIES AND DOCUMENTS  
 
Fire Evacuation Procedures 
OICB Health and Safety Policy 
 

2. STATEMENT OF INTENT 
 
Oxford International College (OIC) Brighton is committed to ensuring, so far as is reasonably 
practicable, the health, safety and welfare of employees, guests and any other persons who may work, 
visit or be present at the College, as well as those who may be affected by the company’s activities or 
services.   

The College’s fire safety policy and procedures take account of special fire hazards in specific areas of 
the College with, if possible, the cooperation and advice from the local fire service.  

OIC Brighton takes its fire safety duties seriously. For that reason, this Fire Safety Policy has been 
formulated to help the company comply with its legal obligations under the Regulatory Reform (Fire 
Safety) Order 2005 (The Order).   
  
Oxford International College will assess the risks associated with fire; and where possible remove fire 
hazards or reduce the risks associated with fire by: 
 

• Providing suitable fire protection measures; including: 
o sufficient means of escape;  
o measures to limit fire spread and development;  
o adequate emergency escape lighting;  
o where necessary fire safety signs and information notices;  
o sufficient means of giving warning in case of fire;  
o adequate firefighting equipment.  

 

• Adequately managing fire safety, by: 
o provision and communication of adequate procedures and arrangements; 
o provision of training and drills; 
o ensuring suitable maintenance of the facilities, equipment and devices provided in the 

interests of fire safety; is carried out; 
o keeping sufficient fire safety records.  
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3. FIRE SAFETY MANAGEMENT HIERARCHY 
 

 

4. RESPONSIBILITIES 

The Board of Governors  

The board of governors has overall responsibility for fire safety and ensuring that the fire safety policy is 
adequate and sufficient. A Health and Safety Governor is appointed on the board.  

The board of governors is responsible for ensuring that:  

• the fire risk assessment is carried out and reviewed on a yearly basis, or sooner if changes occur 
in legislation, personnel, premises or other circumstance affecting fire safety; 

• action plans are prepared in light of the findings from the fire risk assessment and control 
measures implemented;  

• fire emergency plans are appropriate and clearly communicated;   
• appropriate fire safety equipment and facilities are provided, maintained and serviced in 

accordance with the relevant British standard code of practice;  
• the appropriate fire safety management and specialist support is available; 
• fire safety arrangements are monitored, reviewed and necessary changes implemented.  

The Principal  

The Principal is responsible for: 
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• the delegation of roles and arrangement of adequate training to ensure total compliance with the 
fire risk assessment and fire safety polices; 

• ensuring that adequate fire safety training is provided to all employees; 
• ensuring that the Board of Governors is kept informed and up to date regarding practice, concerns 

and changes; 
• ensuring that regular (at least termly) fire drills are undertaken both during the College day and 

during boarding hours. These are recorded on Sphera 

The Fire Officer  

The Fire Safety Officer has the overall responsibility for the College’s fire safety and emergency policy 
and training. All line managers are responsible for implementing the policy and all staff and students are 
responsible for carrying out the instructions of the policy.   

As instructed by the Principal, the Fire Officer is responsible for:  

• actioning and recording any report of potential or actual fire hazardous situations or near misses; 
• the implementation of fire safety protocols including the writing of standard evacuation plans 

and individual “personal emergency evacuation plans” (PEEPS) for disabled persons and those 
requiring assistance;  

• ensuring that records are kept up to date on the testing and maintenance of relevant fire safety 
systems, equipment and fire safety training.  

Boarding Staff  

Residential staff (Head of Boarding, Deput Head of Boarding, house parents and boarding assistants) are 
responsible for:  

• overseeing the safety of boarders in case of fire to include 
o conducting and reporting on regular fire drills, including during sleeping hours  
o following fire evacuation procedures  
o ensuring that training and induction is up to date for all boarding staff members and 

boarding students  
o maintaining live and accurate records of all students in boarding houses at any point in 

time  
o keeping emergency services and SLT informed during a live fire situation  
o being vigilant in checks of boarding areas for fire safety including alarms, evacuation 

routes, doors and signage, and reporting any concerns promptly  

All Staff 

All staff are responsible for: 

• taking reasonable steps to ensure that they do not place themselves or others at risk of harm. In 
the normal course of their work all staff are required to ensure that exits and escape routes are 
kept clear, that fire doors are not propped open, fire extinguishers have not been removed from 
their stowage point and fire signs and notices are not removed, defaced or covered over;  
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• complying with any procedures that are introduced as measures to protect the safety and well-
being of all staff, customers and visitors;   

• assisting with the Fire and Emergency Evacuation procedures as instructed by the Fire Officer; 
• knowing what action to take in the event of a fire - both upon discovery of a fire and upon 

activation of the fire warning system; 
• knowing the location of fire safety equipment; 
• not misusing any fire safety equipment (i.e. not propping open doors with fire extinguishers, not 

wedging / propping open fire doors, not setting off fire extinguishers in error); 
• reporting any fire hazards or defective or missing fire safety equipment.   

5. GENERAL FIRE SAFETY AND EMERGENCY POLICY 

All personnel associated with the College must familiarise themselves with this general fire safety and 
emergency policy and follow the procedures below. 

If there is any doubt that a fire cannot be extinguished immediately without risk or injury to individual 
persons, all employees and students must immediately report any fire to the local fire service (dial 999) 
and operate the nearest fire alarm call point. 

Employees and students must conduct their operations in such a way as to minimise the risk of fire and 
combustible materials must be separated from ignition sources.  In particular, no one is allowed to smoke 
on the College premises or near combustible materials in the vicinity of the College.   Smoking and vaping 
are prohibited inside the College campus at all times. 

 

6. FIRE SAFETY REGULATIONS  

Fire Risk Assessments 

Fire risk assessments will be undertaken as required under the Regulatory Reform (Fire Safety) Order 
2005. Also, employees must bring to the attention of the HSO or the Fire Safety Officer any potential fire 
risks that they may become aware of.  

A fire risk assessment is undertaken annually by the Fire Safety Officer and the local fire service and 
external auditors are contacted as required.  Any recommendations and significant findings are reported 
and followed up.  

The fire risk assessment will consider the:  

• Premises  
• Persons at risk and any especially at-risk persons  

• Fire hazards and their elimination or control 
• Suitability of fire protection measures 
• Means of escape 
• Measures to limit fire spread and development 
• Emergency escape lighting 
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• Fire safety signs 
• Means of giving warning in case of fire 
• Firefighting equipment 
• Training and drills 
• Testing and maintenance 

• Record keeping.  

The fire risk assessment will detail the significant findings and any required control measures to reduce 
any risk posed by fire.  

The fire risk assessment is reviewed, and revised, if necessary, as defined in the risk assessment or if 
there is reason to suspect it is no longer valid, for example: 

• following an incident 

• if the campus undergoes significant changes i.e. changes in layout, construction works, 
alterations etc. (either temporarily or permanently) 

• if new technology or processes are introduced (either temporarily or permanently) 

• if new hazards are identified or existing hazards change.  

Reducing Fire Risk  

Prevention is better than cure when it comes to fire safety and one of the most important areas of fire 
prevention is to minimise and/or isolate combustible materials as follows:  

• Highly inflammable liquids such as oils, fuels and paints or other inflammable material, must be 
removed from the College premises when not in use or securely stored in appropriate closed 
metal containers within a properly designed storage facility well away from sources of ignition.  
Use must be kept to a minimum. 

• Gas leaks are a potential source of fire or explosion, and the detection of a gas leak must be 
reported immediately to the HSO or the Fire Safety Officer. All equipment with gas taps including 
gas bottles not in use should be constantly checked to ascertain that the gas taps are turned off 
and not leaking.  

• Any waste such as paper waste and other waste such as oily rags must not be allowed to 
accumulate and must be disposed of in appropriate containers.    

• Smoking and vaping are not allowed on the College campus at any time. 
• Faulty electrical equipment is a common source of a fire and should be switched off when not in 

use.  Any observable defect should be reported immediately to the  Estates Manager or the Fire 
Safety Officer.  

 

7. EMERGENCY EVACUATION PROCEDURE FOR DISABLED EMPLOYEES, STUDENTS AND 
VISITORS 

In compliance with the Equalities Act 2010, the College has a specific evacuation procedure for disabled 
employees, students, and visitors.  Where a risk assessment identifies the requirement, a Personal 
Emergency Evacuation Plan (PEEP) will be undertaken by the Fire Safety Officer. 
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• Where possible disabled employees, students and visitors shall be accommodated on the ground 
floor 

• On arriving at the building, they will be advised of the appropriate disabled route to safely exit the 
building 

• They will be advised not to use a lift in the event of an emergency 
• If appropriate the receptionist will advise two able bodied persons to assist in their safe 

evacuation  
• The Fire Safety Officer will be advised of a disabled employee, student or visitor to ensure that a 

specific check can be undertaken to ensure that the disabled person will be able to evacuate the 
building in the event of an emergency 

• If a Personal Evacuation Plan is required, this should be discussed with the Estates Manager 

8. FIRE SAFETY EQUIPMENT  

Smoke detector alarms and general fire alarms are located at points throughout the workplace. 
Employees must familiarise themselves with the location of such detectors and alarms.  Upon the 
discovery of a fire or if a smoke detector alarm sounds, employees must operate the nearest fire alarm 
call point and evacuate the building immediately. 

General Fire Alarm  

OIC Brighton will ensure that there is adequate provision of fire warning and detection. An alarm test will 
sound weekly and be recorded to ensure its proper function.  

The sounding of the general fire alarm is the signal that the building must be evacuated. The alarm may 
be raised for a fire or any other dangerous situation such as an unsafe structure, a gas leak, a bomb scare, 
and no employee must assume that a situation is not serious because there are no visible signs of an 
emergency in their immediate locality. When the general alarm sounds all employees and students must 
leave the building by the nearest available exit and assemble at the designated assembly point. 
Employees must also order visitors to the College, including contractors from other firms and temporary 
workers, as well as any members of the public to leave the building by the exit routes. Where possible, 
employees should close windows to their offices and doors as they leave.     

Other Emergency Procedures in the Absence of an Alarm Sounding 

In the absence of the alarm sounding, line managers will warn employees, students or members of the 
public in the case of a fire or other dangerous situation being detected by word of mouth, to evacuate the 
premises. They may order evacuation in the case of a fire or any other dangerous situation such as an 
unsafe structure, a gas leak, a bomb scare, and no employee/student must assume that a situation is not 
serious because there are no visible signs of an emergency in their immediate locality. Immediately 
supervisors give instructions all employees/students must leave the building by the nearest available exit 
and assemble at the designated assembly point. Employees must also order visitors to the College, 
including contractors from other firms and temporary workers, as well as any members of the public to 
leave the building by the exit routes.  

N.B. Employees must be aware that old people, disabled people or children may need assistance to leave 
the premises and that people using toilets or other ancillary rooms may not be aware of the emergency.  
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Fire Fighting Equipment  

Fire extinguishers are located throughout the workplace. Staff should tackle a fire themselves in the first 
instance provided their personal safety and the safety of others is not at risk, and they have received 
appropriate training. If it is not possible to tackle the fire in the first instance the general fire alarm must 
then be activated.  Staff should make themselves familiar with the fire-fighting equipment and alarm call 
points in the vicinity of their work area. Firefighting is secondary to life safety and raising the alarm for 
evacuation.  

Fire Doors  

Fire doors must never be blocked, jammed, or left open.  

Emergency Escape Lighting  

OIC Brighton will ensure that there is a sufficient overall level of light to allow persons to evacuate quickly 
and safely in an emergency, by the provision of sufficient emergency lighting.  

Emergency lighting surveys will be undertaken periodically and audited annually as part of the Health and 
Safety audit.  

Fire Safety Signs and Notices  

OIC Brighton will ensure that sufficient fire safety signs and notices are displayed: 

• Identifying the escape routes 
• Identifying fire safety equipment 
• Providing information on actions to take in the event of an emergency 
• Providing information on how to use fire safety equipment 
• Providing mandatory and maintenance instruction 
• Providing warnings of specific hazards 
• Enforcing risk control measures (i.e. prohibit specific behaviours).  

Manual Fire Extinguishing Appliances  

OIC Brighton will ensure that sufficient means for firefighting are provided; with the firefighting equipment 
being suitable for the particular fire hazards, located such that it can be easily seen and accessible for 
immediate use.  

Fire extinguishers shall only be used if the fire is small, it can be tackled safely, and the operator is trained 
in the use of the firefighting equipment. Note: Firefighting is secondary to life safety and raising the alarm 
for evacuation.  

All fire marshals and residential staff will undertake annual training in the use of fire extinguishers.  
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9. FIRE ESCAPE ROUTES  

All specified means of escape, for the site premises, must be properly maintained and it is essential that 
they are always kept free of obstruction.  Failure to comply with this could result in disciplinary action 
being taken. 

It is essential that all personnel are familiar with the means of escape and the route to be followed in case 
of fire. Under no circumstances should fire exit only doors be used for general access and fire doors 
should be kept shut at all times. The lift should not be used during an emergency or fire drill. 

Fire exit doors and corridors must never be locked or blocked or used for general access.   

10. FIRE AND EVACUATION EMERGENCY PROCEDURES 

It is the duty of ALL personnel to familiarise themselves with the general fire and emergency procedures 
above. If working outside of normal College hours (evening and weekends), the additional fire and 
emergency procedures should also be followed.  When working on off site, staff should request the 
information they require from the client’s Health and Safety Officer.  

It is the responsibility of the Fire Safety Officer to ensure:  

• The College is clear of people in the event of an evacuation for a fire or other emergency alert, 
and to be in full knowledge of the types, positions and use of the first aid and fire appliances in 
their respective areas.  

• Designated fire marshals within their control, are aware of the fire drill in their areas and the 
location of the first aid and fire appliances.  

• Designated fire marshals conduct a fire safety tour within their respective areas of responsibility 
from time to time.  

• Fire safety and emergency practice drills are conducted from time to time. 

11. DISCOVERY OF EXPLOSIVES, BOMBS, SUSPICIOUS PACKETS 

• DO NOT touch anything suspicious.  
• Warn the HSO or the Fire Safety Officer if appropriate.  
• Before leaving, take all necessary measures so that nobody, even mistakenly, comes into contact 

with dangerous object before the arrival of the police.  

12. TESTING, MAINTENANCE AND RECORD KEEPING  

The BS 5839-1 advises that service visits should not exceed 6 months, as detailed below: 
  
Clause 45.3 | The period between successive inspection and service visits should not exceed six months. 
If this recommendation is not implemented, it should be considered that the system is no longer 
compliant.  
 
OICB Therefore service the fire alarm, AOV and Refuge Alarm Systems quarterly to ensure we never 
exceed the six-month minimum recommendation.  Servicing is carried out by Chalbrook Fire and 
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Maintenance Ltd and recorded both electronically in in the respective fire alarm logbooks located 
adjacent to each panel.  

 

13. ROLES DURING EVACUATION 

Fire Officer 

• Upon the activation of the fire alarm, the Fire Officer goes to the Evacuation Assembly Point to ensure 
that evacuated persons are away from the building and assembling in a quiet orderly fashion. (In the 
absence of the Fire Officer, this will be the Deputy Head of Boarding.)  

• The Fire Officer should wear a hi-vis tabard, so s/he is visible to persons evacuating the building. 
• The Fire Officer watches for the Fire Marshals exiting the building and indicating that their proscribed 

area is empty of all persons (this will be indicated by the Fire Marshal raising their right arm). 
• Once all clear has been given, the Fire Officer is responsible for determining whether it is safe to re-

enter the building (by investigation, the Fire Detection Equipment and gathering information from the 
Fire Marshals). 

• Once satisfied that the building is safe to re-enter, The Fire Officer will give this clear instruction to 
the assembled users of the building. 

Administration Team 

During the College day, between 8and and 4.30pm, the receptionist should complete the following duties: 

1) By looking at the Fire Alarm Panel and the Site Fire Zone Chart, identify the location of the trigger 
of the alarm and pass this information to the Fire Officer (if safe to do so) 

2) Print off live fire register from attendance log and make available to Strategy Tutors to cross 
check with assembly point register.  

3) Exit the building and assemble at the Fire Assembly Point. 

Strategy Tutors 

1. Strategy Tutors should calmly and silently walk their students to the assembly point without 
stopping for personal belongings via the closest fire exit. 

2. Strategy Tutors line up in year group and alphabetical order.  
3. Your strategy tutor group should line up in single file in front of you in alphabetical order 

(surnames) 
4. The Administration Team will hand out your strategy tutor register for you to walk down the line 

to confirm your tutees are all present 
5. The Deputy Principal Pastoral and Wellbeing will walk along the line of Strategy Tutors to confirm 

all students are present and will report this information to The Fire Officer who in turn will pass 
it to the fire brigade if in attendance. 

Fire Marshals 

Fire Marshals are responsible for:  
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• Ensuring that all rooms (including toilets) on their allocated area are checked and 
• Evacuating any persons not complying with the evacuation.  
• Ensuring that all doors are closed in their allocated area.  

The Fire Marshal should exit via their allocated Fire Escape Route and attend the Assembly Point. They 
should indicate that their area is clear by raising their right arm in view of the Fire Officer. 

The Fire Marshal should wear a hi-vis tabard, so s/he is visible to persons evacuating the building. 

FIRE TESTING AND DRILLS 

Fire alarms systems and equipment are tested regularly (1pm every Thursday) by the Fire Safety Officer 
and appropriately trained staff.  The testing and any significant findings are recorded in a logbook 
maintained by the Fire Safety Officer. The fire alarm system, emergency lighting, smoke detectors and 
fire equipment are checked regularly by an independent engineer appropriately qualified for the purpose.  
Any recommendations are reported and followed up.   

Any damaged fire equipment should be reported immediately to the Fire Safety Officer.  Call points should 
only be sounded in an emergency and if set off maliciously this will be treated as a disciplinary matter. 

Fire drills are undertaken at least termly and are conducted by the Fire Safety Officer. The drills and any 
recommendations are recorded and followed up as required.  Staff, students and visitors are required to 
participate as if it is a real fire and should abide by the fire evacuation procedures.  No one should return 
to the building until debriefed and when given permission to do so. 

14. LIFTS  

Lifts must not be used in the case of a fire or other emergency evacuation.  

If anyone is unable to exit the building by means of the stairs due to either a temporary or permanent 
disability or medical condition, he/she should make this known to the Fire Safety Officer.  If necessary, a 
risk assessment may be undertaken, and a PEEP drawn up as a result. 

15. NO SMOKING POLICY    

It is illegal to smoke on the premises and smoking is therefore prohibited in all areas of the College. This 
includes the use of e-cigarettes or ‘vapes’ and associated tobacco products. It is also prohibited 
immediately outside College the College by those working for or associated with the College. If smoking 
outside and away from the premises, cigarette ends should not be left on the pavement.  

Smoking is prohibited on the premises and will be treated as a disciplinary matter. 

 


