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1. Policy Statement
Nuqtah is committed to safeguarding pupils, staff, visitors, and contractors by preparing for emergencies in line with the Regulatory Reform (Fire Safety) Order 2005, the Independent School Standards, and DfE guidance on emergency planning and lockdown procedures.

We will:
- Take all reasonable steps to prevent fire and security incidents.
- Ensure safe evacuation in the event of fire.
- Ensure safe shelter-in-place (lockdown) in the event of intruder threat, community risk, or environmental hazard.
- Maintain accurate records of drills, checks, and risk assessments.
- Provide training so staff and pupils are confident in both fire safety and lockdown procedures.
2. Aims
- To minimise risk of fire and intruder incidents.
- To ensure effective response to fire (evacuation) and lockdown (stay safe inside).
- To meet statutory fire and safeguarding obligations.
- To maintain staff and pupil confidence in emergency preparedness.
3. Roles and Responsibilities
Governing Body / Proprietor:
- Ensure compliance with fire safety and emergency planning legislation.
- Appoint a Responsible Person (Headteacher).
- Monitor fire safety and lockdown arrangements through reports and audits.

Headteacher (Responsible Person):
- Overall responsibility for fire and lockdown safety.
- Ensure current Fire Risk Assessment and Lockdown Risk Assessment are in place and reviewed annually.
- Oversee implementation of fire safety and lockdown procedures.
- Appoint and support Fire Wardens and Lockdown Coordinators.

Fire Safety Officer / Site Manager:
- Conduct regular checks of alarms, extinguishers, emergency lighting, and exits.
- Maintain fire safety records and assist with lockdown risk controls.

Fire Wardens & Lockdown Coordinators (nominated staff):
- Fire Wardens: Sweep areas during fire evacuations.
- Lockdown Coordinators: Secure doors/windows, ensure pupils remain safely inside rooms, maintain calm.
- Support SEND pupils and those with additional needs (via PEEPs or Lockdown Support Plans).

All Staff:
- Know and follow fire and lockdown procedures.
- Supervise pupils calmly during evacuations or lockdowns.
- Report hazards or concerns immediately.

Pupils:
- Follow staff instructions during drills and real emergencies.
- Move calmly and quickly during evacuation, remain silent and still during lockdown.
4. Fire Safety Procedures
Fire Prevention:
- No smoking/vaping on site.
- Safe storage of flammable materials.
- Regular PAT testing and electrical checks.
- Corridors and fire exits kept clear.

Fire Detection & Equipment:
- Fire alarms tested weekly.
- Emergency lighting tested monthly.
- Fire extinguishers checked monthly and serviced annually.
- Fire doors checked daily.

Evacuation Process:
- On alarm: staff lead pupils via nearest safe exit.
- Fire Wardens sweep allocated areas.
- Office staff take registers and visitor logs.
- Pupils assemble on the playground; registers taken.
- Headteacher liaises with Fire Service.
5. Lockdown Procedures
Triggers for Lockdown:
- Intruder or aggressive individual on site.
- Civil disturbance nearby.
- Dangerous animal on school grounds.
- Environmental hazards (e.g., smoke, gas, chemical spill).

Lockdown Signal:
- A distinct continuous intermittent tone or verbal announcement: 'LOCKDOWN – LOCKDOWN – LOCKDOWN'.
- Different from the fire alarm to avoid confusion.

During Lockdown:
- Pupils and staff move quickly indoors.
- Doors and windows secured, blinds/curtains closed.
- Lights turned off where safe, pupils kept out of sight.
- Silence maintained; no mobile phone use unless directed.
- Registers taken and status reported to the office/DSL via agreed system.

All Clear:
- Announced by Headteacher or senior staff: 'LOCKDOWN IS OVER'.
- Emergency services confirm safety before ending.
6. Drills
- Fire drills: termly (once per term).
- Lockdown drills: termly (once per term).
- Outcomes recorded and evaluated, with improvements shared.
7. Training
- Annual training for all staff on fire and lockdown.
- Induction for new staff within first week.
- Fire Wardens and Lockdown Coordinators receive enhanced training.
- Pupils taught fire and lockdown awareness through assemblies and PSHE.
8. Record Keeping
Records will include:
- Fire and lockdown risk assessments.
- Weekly alarm test logs.
- Fire and lockdown drill logs.
- Fire extinguisher, lighting, and equipment checks.
- Staff training records.
9. Communication with Parents
- Parents will be informed termly that the school conducts fire and lockdown drills.
- In a real emergency, communication will be managed via the Headteacher, following police advice.
10. Policy Review
Reviewed annually by Headteacher and Governing Body, or earlier if required.

Approved by Governing Body: 01/09/2025
Review Date: 01/09/2026
Headteacher / Responsible Person: Ifsheen Akhtar
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