
Document Reference 
No 

CNS-PPPG-002 Revision Number Rev02 

Publication Date 21/11/2024 Revision Period 3 years 

 

Clonmoney National School 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
    

 Policy Title : Fire Safety Policy 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Paper copies are permitted but please ensure you are working with the most recent version. 

CNS-PPPG-002 Fire Safety Rev02  
Page | i  

Table of Contents 

TABLE OF CONTENTS ................................................................................................................................ I 

1.0 INTRODUCTION .............................................................................................................................. 1 

2.0 PURPOSE ..................................................................................................................................... 1 

3.0 SCOPE ......................................................................................................................................... 1 

4.0 RESPONSIBILITIES ......................................................................................................................... 1 

4.1 Board of Management ..................................................................................................... 1 
4.2 Safety Representatives and School Principal ................................................................... 1 
4.3 Fire Safety Warden .......................................................................................................... 1 
4.4 All staff ............................................................................................................................. 2 

5.0 FIRE PREVENTION ......................................................................................................................... 2 

5.1 Fire Safety Triangle ......................................................................................................... 2 
5.2 Arson ............................................................................................................................... 3 

6.0 RISK ASSESSMENT ....................................................................................................................... 3 

6.1 Training ........................................................................................................................... 3 

7.0 FIRE DETECTION AND WARNING .................................................................................................... 3 

7.1 Fire Detection and Alarm Systems ................................................................................... 3 
7.2 Fire Safety Signs and Notices .......................................................................................... 3 
7.3 Fire Extinguishers ............................................................................................................ 3 
7.4 Practice Fire Drills ............................................................................................................ 4 

8.0 EMERGENCY EVACUATION ............................................................................................................. 4 

9.0 FIRE PROCEDURE ......................................................................................................................... 4 

9.1 On discovering a fire ........................................................................................................ 4 
9.2 Tackling a Fire ................................................................................................................. 4 

10.0 FIRE EMERGENCY PLAN ................................................................................................................ 5 

11.0 FIRE INCIDENTS ............................................................................................................................ 5 

12.0 APPENDIX 1: FIRE EVACUATION PLAN ............................................................................................ 6 

APPENDIX 2: FIRE DRILL REPORT ............................................................................................................. 7 

 



Paper copies are permitted but please ensure you are working with the most recent version. 

CNS-PPPG-002 Fire Safety Rev02  
Page | 1  

1.0 INTRODUCTION 

Under the Safety, Health and Welfare at Work Act, 2005, every employer shall prepare and revise as 
necessary adequate plans and procedures to be followed and measures to be taken in case of an 
emergency or serious and imminent danger, such as a fire on the school premises.  
 

2.0 PURPOSE 

The purpose of this Fire Safety Policy is to control and contain the effects of fire, to permit the occupants 
to evacuate to a place of safety and, where possible, to limit damage and minimise the impact on 
education services provided to pupils. 
 
This plan is designed to: 

• Enable the school to provide for the immediate needs of pupils, staff, and visitors in the event of 
a fire or emergency 

• Ensure that all staff and children are aware of the procedures involved during fire drills, or in the 
case of a real emergency requiring the school’s evacuation 

3.0 SCOPE 

The policy applies to all staff, contractors, visitors and pupils.  
 

4.0 RESPONSIBILITIES 

4.1 Board of Management 

The Board of Management has overall responsibility for fire safety arrangements. This duty is delegated 
to the Safety Representatives and School Principal. Issues or hazards relating to fire safety must be 
addressed and raised with the Board at their meetings to ensure timely resolution.  

4.2 Safety Representatives and School Principal 

It is the responsibility of the School Principal and Safety Representatives to ensure this policy is 
implemented, is fit for purpose and that staff are appropriately trained in fire safety. Fire drills are 
coordinated, practiced and reported.  

4.3 Fire Safety Warden 

There should be a nominated fire safety warden(s) for the school.  It is advisable to have more than one 
fire warden located in different areas of the building to assist with building “sweeping” during an 
evacuation.  They are responsible for the following: 

• Review the general fire safety arrangements for the school 

• Ensure access/egress areas are kept clear at all times 

• Monitor escape routes periodically to ensure there are no obstructions 

• Check that final exit doors are not locked  

• Check that fire extinguishers are in place and are not overdue a service 

• Assist with fire safety risk assessment if requested to do so 

• Sweep through the school, turning off equipment, closing windows and doors and ensuring 
everyone has been evacuated BUT not delaying their own escape unduly in the process.  

• Assist with roll call at the assembly area 

• Report immediately to the emergency services if there is someone who has not been accounted 
for or someone who could not or would not leave the building during the evacuation.  
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4.4 All staff 

All staff must: 

• Comply with this policy 

• Take reasonable care for their own safety and the safety of others who may be affected by their 
acts or omissions.  

• Inform the School Principal or Safety Representative of any situation that they have identified as 
a fire risk. 

• Attend fire safety training as required.  
 

5.0 FIRE PREVENTION 

The safest way to deal with fire is to prevent it. 
 

5.1 Fire Safety Triangle 

 
Figure 1. Fire Prevention Triangle 

 
A fire needs three elements – heat, oxygen and fuel. Without heat, oxygen or fuel, a fire will not start or 
spread. A key strategy to prevent a fire is to remove one or more elements.  
 

5.1.1 Heat 

Control heat and keep away from any fuels.  

• Smoking and vaping is prohibited.  

• Portable heaters should not be used unless necessary.  

• Equipment must be in good working order and not at risk of overheating.   

• All electrical works must be carried out by a competent, qualified electrician.  

• Ensure proper pest control to prevent rodents from eating and damaging cables and wires.  

• Check electrical equipment on a regular basis to ensure cables are not broken or frayed. 

• Avoid the use of extension leads.  Daisy chaining of extension leads is prohibited.  

• Site security must be maintained to prevent arson or vandalism.  
 

5.1.2 Oxygen 

In the event of a fire closing windows or doors will reduce the amount of oxygen available to the fire.  Only 
close windows and doors if it safe to do so.  
 

5.1.3 Fuel 

There are so many items and objects that can be considered fuel – flammable materials, equipment, 
waste etc.  
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• Efficient and prompt removal of waste is important. Rubbish must not be allowed to accumulate 
on site.  

• Where possible, purchase furnishings that contain fire retardant materials. 

• Notice boards can often be a source of fuel and should not be placed on corridors or near exit 
points of buildings if at all possible.  

• The quantities of flammable materials stored on site should be kept to a minimum. 

• Flammable materials and rubbish should not be stored at exit points or near sources of heat 
(radiators, dishwashers etc) 

 

5.2 Arson 

Ensure the building is secured at the end of the working day. Any staff member of contractor who is lone 
working should lock themselves into the building and secure the building when leaving.  
 

6.0 RISK ASSESSMENT 

Fire risk assessment should be carried out annually or after any major change to the building or to the 
day to day operations of the building.  Building works that might affect the escape routes or location of 
the assembly point requires a dedicated risk assessment and alternative arrangements need to be put in 
place, documented and staff trained and informed of same.  
 

6.1 Training 

All staff should receive fire safety training on an annual basis. All staff must familiarise themselves with 
the following: 

• Escape routes and the fire evacuation plan for the building. Staff must be aware of their nearest 
exit but must also know an alternative route in the event their exit is obstructed by fire. 

• Location of fire alarm call points (red break glass units) 

• Location of fire extinguishers and fire blankets (if present) 

• Location of fire assembly point 
 

7.0 FIRE DETECTION AND WARNING 

7.1 Fire Detection and Alarm Systems 

• All fire detection and alarm systems must be properly installed, serviced and maintained. 

• Upon activation of a manual call point, all fire sounders should be activated.  The location of the 
fire alarm must be investigated immediately and evacuation commenced if necessary. 

 

7.2 Fire Safety Signs and Notices 

• Exit signs are provided which indicate the direction of escape.  Notices like in Appendix 1 are 
displayed in the building.  

7.3 Fire Extinguishers 

• Fire extinguishers are located throughout the building.  Staff should only use fire extinguishers if 
they are trained and confident to do so.  

• Fire extinguishers must be serviced by a competent person/company each year and records must 
be retained. The date of inspection and signature of the competent person must be noted on the 
adhesive label on the extinguisher.  

• Staff must be familiar with the location of extinguishers and the type of fire they can be used on.  
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• Access to fire extinguishers must be kept clear so that they are immediately available for use. 
 

7.4 Practice Fire Drills 

• Fire drills will be carried out twice per year 

• The Safety Representative will contact the appropriate external stake-holders (alarm company, 
fire service, etc) to notify them of of the drill.  

• Full evacuation will be undertaken.  It is advised that various scenarios are used for different 
practice fire drills (e.g. a certain escape route is blocked) 

• The drill will be timed 

• A report will be written after each drill and any areas for improvement will be documented and 
discussed and will be assessed on future drills to ensure improvements are made.  

• A fire drill report template is included in Appendix 2.  
 

8.0 EMERGENCY EVACUATION 

• Escape routes must be clearly marked and kept clear of obstruction.  

• Exit doors must be capable of being readily and easily opened at all times. 

• Fire doors must not be held open by wedging or propping by any object. 

• Emergency lighting must indicate the path of escape 

• When evacuating, each class teacher must bring the class list with them for the day so they can 
verify all of the pupils have been evacuated. 

 

9.0 FIRE PROCEDURE 

9.1 On discovering a fire 

• Raise the alarm by breaking the nearest manual fire call point  

• Move all persons in immediate danger and evacuate 

• The alarm should automatically summon the emergency services but call the emergency services 
to confirm once at the assembly point 

• Close all doors and windows if safe to do so 
 

9.2 Tackling a Fire 

There is no obligation on any staff member to tackle a fire.  However the fire might be small and controlled 
or you might need to tackle the fire to make an escape.  In such circumstances, where the staff members 
is trained and confident to do so, the following procedures should be followed: 

• Select the appropriate extinguisher for the type of fire 

• Position yourself between the fire and the exit route 

• Remove the safety pin 

• Aim at the base of the fire from 3 -4 metres away 

• Squeeze the handles firmly together 

• Move the spray from side to side, moving closer to the fire if necessary and safe to do so 
 
Cease tackling the fire if: 

• Smoke is affecting your breathing or vision 

• A single fire extinguisher is not enough 

• If the fire continues to grow and develop 
 
Never compromise the safety of yourself for assets or fixtures 
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10.0 FIRE EMERGENCY PLAN 

On hearing the alarm or raising the alarm, follow the instructions below: 
 
On hearing the alarm, pupils will stand to attention by their desks and, when instructed by the teacher 

in charge of the class as to the exit route to be followed, will leave the classroom in single file. Classes 

will then proceed at a steady uniform pace to the place of assembly followed by the teacher who will 

bring the Roll Book and close the classroom door and any other doors used to exit. The principal will, 

if safe to do so, ‘sweep’ the main building to ensure no pupils remain in toilet or other areas. He will 

carry the school register to the assembly area. The Deputy Principal will, if safe to do so, ‘sweep’ the 

Junior Block to ensure no pupils remain in toilet or other areas.  

 

• Pupils must stand to attention and, when instructed by the teacher, leave the classroom in single 
file and proceed to the designated exit route. 

• Staff will assist all pupils or staff who need help 

• Close all windows and doors behind you if safe to do so 

• Move quickly but calmly to the assembly point - The place of assembly is the tarmac Area behind 
the Main Building & infant yard and all classes will stand together in lines according to class. If 
this area becomes unsafe, supervised evacuation from the school grounds will be by the lower 
gate into the car park at the Wells Church. 

• Do not stop to collect belongings 

• The Principal will sweep the main building if safe to do so.  The Deputy Principal will sweep the 
junior block if safe to do so.  Each teacher will sweep their classrooms and adjoining toilets when 
evacuating. This is to minimise the risk of a pupil being left behind.  

• Call the emergency services 

• Check to ensure everyone has been safely evacuated (roll call).  If anyone is missing alert the 
emergency services immediately 

• No one must re-enter the building until they are told it is safe to do so by the emergency services. 
 
 

11.0 FIRE INCIDENTS 

All fire incidents and near misses must be reported and fully investigated.  
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12.0 APPENDIX 1: FIRE EVACUATION PLAN 

 

FIRE EVACUATION PLAN 
  

 

 

 

 

 

 

IN CASE OF FIRE 
1. REPORT 

                                                         
      Fire Alarm                  Call the                      Emergency  

                                         Fire Services                   Number 

2. EXTINGUISH  (if safe to do so) 

  

                                                                 
                                  Extinguisher             Fire Blanket 

3. EVACUATE 

 

                                            
                             Follow the Emergency Evacuation Routes to 

                                                         the Fire Exits 

4. ASSEMBLE 

                                        
                    Proceed to your Assembly point 

ASSEMBLY POINT 
Your Assembly Point is located at: 

The Tarmac Basketball Court 

FOR YOUR SAFETY 
DO NOT stop to collect personal belongings 

DO NOT re-enter the building unless told it is safe 
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APPENDIX 2: FIRE DRILL REPORT 
 

Fire Drill Report 
 

Date of Report :  Completed by :  

Date of Drill :  Time of Drill :  

 
 

 Yes No 

Was an alarm sounded for the drill?   

Was an evacuation of these areas completed?   

If evacuation was not completed, please explain why: 

 

 

 

 Effectiveness of the Drill Satisfactory Unsatisfactory 

1 Personnel response   

2 Personnel familiar with duties   

3 Effectiveness of procedures   

4 Speed of Evacuation   

5 Communication during drill   

 

Approximate time of alarm :  

Approximate time emergency 
services were called 

:  

Time taken to evacuate :  

 
 

Name :  Date :  

Signature :  
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Fire Drill Checklist 

 

Who coordinated the Fire Evacuation Drill?  

 
 
 

Were staff and pupils aware of the fire drill in advance? 

 
 
 

Was a sweep of the building completed? 

 
 
 

What was the method of evacuating (e.g. escape routes used)? 

 
 
 

Did someone have a mobile phone at the assembly point to call emergency services? 

 
 
 

Were the windows and doors closed where applicable during evacuation process? 

 
 
 

Was the assembly point located easily and without delay? 

 
 
 

Were roll calls completed to verify evacuation of all pupils?  Were all staff, contractors and visitors 
confirmed to be present at the assembly point? 

 
 
 

Were doors checked for heat before opening to ensure no fire present behind fire doors and emergency 
door exits (tap with back of hand on handles)? 

 
 
 

Was Fire Evacuation route clear from obstruction during fire evacuation Drill? 

 
 
 

 

Areas for Improvement 

 
 
 
 

 


