
 

RISK ASSESSMENT FORM for:  
 

 

THIS RISK ASSESSMENT WILL BE KEPT UNDER CONSTANT REVIEW AND MUST BE CONSIDERED AND IMPLEMENTED ALONGSIDE ALL OTHER COVID 19 RISK 

ASSESSMENTS BY REB, JDX, CT, as well as the COVID Working Group 

 
Area being 

assessed & 

those 

affected 

Issue Potential 

severity of risk 

(High/medium/l

ow) 

Control Measures and Action to reduce risk Risk level after 

control measures 

(High/medium/low) 

All pupils, 

visitors and 

all staff. 

Fire in school High Pupils are reminded of fire procedures on their first day back into the school 

setting and new Pupils are taken through the process. Pupils will be told that if 

there is a fire alarm, as well as walking in silence, they need to socially distance 

as much as possible and also once outside in their line – each Year group/class 

line must be separated by at least 2m.  

Staff also reminded of fire procedures/trained in new Covid procedures. Staff 

will aid social distancing between Year groups/ and Pupils. 

 

Practice drills will be held from the Autumn Term (and then each successive 

term) as advised by the National Fire Chief’s Council (NFCC), BwD Fire 

Authority and the LA. These may not be whole school drills to prevent 

unnecessary mixing between bubbles, but will ensure that all pupils know what 

rules and procedures to follow should an emergency evacuation be necessary. 

This will be reviewed regularly in relation to a whole school drill; once the 

guidance changes re: social distancing and mixing bubbles, and it is safe to do 

so, drills will return to whole school evacuations. 

 

A weekly audible test before school starts on Fridays is carried out by the 

maintenance team. 

 

School has a modern fire detection system with ample detectors near exits etc. 

so even a minor bit of smoke should set the alarms off before a fire got big 

enough to cause an evacuation problem. 

 

There are signs in every class room/workroom and office to indicate where the 

nearest fire alarm is, where the nearest extinguisher is and where the nearest 

exit is. They also state the route that should be taken to the meeting point from 

this area. These signs are checked to be in place at the start of each academic 

Med 

Junior and Infant School - Event of a fire/emergency evacuation in school – during 

COVID pandemic 



year. Any missing signs can be reported by staff to the Deputy Head or Head 

through the Health & Safety/Near Miss concerns form. 

 

Staff are reminded that, as with all health and safety responsibility, fire safety 

concerns everyone. Staff know to be vigilant regarding possible fire risks and 

take action when required, either acting themselves or reporting an issue via the 

H&S forms. The Estates Manager conducts annual key findings regarding fire 

safety and this is disseminated to relevant members of staff if action needs to be 

taken by them. They then sign to say they have taken the action and this is 

recorded on the main document by the Estates Manager (see policy for the 

differences in evacuation from Beardwood Bank and Beardwood House, 

depending where the fire is). 

 

Further fire/explosion 

caused by gases in 

e.g. Kitchens 

High Procedures in place for maintenance/ kitchen staff to shut down all gas supplies 

when alarm sounds.  

Med 

Knowing that 

everyone is 

accounted for 

High Folder containing staff registers, all year group/class registers for that 

day/session, signing in/out book and grab bag are taken by the receptionist (or 

Manger/ Senior in charge in charge of Pre School, in the case of 290, and in 

Beardwood House the first teacher or teaching assistant to evacuate by the 

Reception Desk. The Junior School Receptionist must put a printed list of 

registers on the Infant reception desk as soon as registered have been taken) to 

the designated playground (meeting point) upon hearing the alarm, as laid out in 

the Fire Policy. Each Teacher registers their own class and this info is then 

passed to the Receptionist who reports to the Head to confirm everyone is 

accounted for. The Receptionist checks academic staff register, other members 

of administration/catering team check their register.  

All report back to Head who completes checklist to ensure all accounted for.  

All staff are also trained in the jobs of the Receptionist/ Head in case they are 

not present and unable to fulfil their role.  

Staff in charge of children visiting from other sites/schools leave a list at 

reception of their pupils on site. They collect this as they leave. Details of any 

regular visits (such as use of sports facilities at Wilmar Lodge) are kept in the 

main fire folder at reception. 

Also – see specific pupil/staff needs below. 

 

Should the fire alarm go off during ‘School Holiday’ time the most senior Pre 

School member of staff will act on behalf of the Head of Infants and Juniors. 

Staff check that all children and any catering/cleaning/maintenance personnel 

are present. One person from each team reports back to the Head/Deputy 

Med 



Head/Nursery Manager/Deputy Manager. Any staff/children who are off site at 

the time the fire alarm sounds will have left a list at reception. 

 

Gloves will be available for those handing out checklists etc. and anti-bacterial 

wipes for cleaning plastic wallets etc. when taking back in. 

 

Ensuring visitors 

know what to do in 

the event of a fire. 

High All visitors must sign in and out at reception. The receptionist will notify them 

of procedures in case of a fire. Note – no visitors should be coming into the 

school building during the pandemic unless they have a prearranged 

appointment and have completed a COVID declaration form.  

Low 

Fire spreading High All fire doors are on magnetic holders. These automatically release upon the 

fire alarm sounding so spread of fire is minimised. Non-self closing external 

doors to be shut by last person out of that area.  

Med 

Fire outside of 

normal school hours 

High  Before school and after school there would be no way of ensuring that everyone 

was out of the building during these times so the fire brigade must be informed 

that there is a possibility of people still being in the building. Staff register 

should be taken out during these times. 

During school holidays, all staff not scheduled to be on site must sign in and out 

at reception.  

Med 

Hypothermia/ 

Sunburn 

Med If the children/staff are going to need to be out of the main building for a 

considerable amount of time and the weather conditions are causing concern, 

then everyone will be moved, a class at a time to 290 / Wilmar Lodge keeping 2 

metres apart from each other. 

 

Low 

Danger in/near 

meeting point area 

(Fire/traffic etc) 

High The staff and children would be moved to a different location. Most probably 

either the bottom yard, or 290, depending on the danger and where it could 

spread to. 

Low 

Medication not 

accessible due to 

evacuation/unable to 

return to building for 

long period of time. 

High Grab bag (see Crisis Management Policy) to be taken to meeting point along 

with any other medication kept at reception e.g. Epipens, emergency asthma 

kits, glucose tablets for diabetics etc.) 

Low 

Not hearing the fire 

alarm due to hearing 

impairment. 

High  Class teacher/ subject teacher to ensure that any child with restricted hearing is 

evacuated with rest of bubble/class/ 

Low 

 Non Fire Doors 

wedged back to allow 

air flow during 

COVID pandemic 

High In the event of an alarm or at locking up time wedges are removed, to prevent 

the spread of fire 

Staff know not to wedge fire doors. 

Low 



Any 

children on 

crutches 

Not being able to exit 

a building quickly 

enough. 

High  Children with leg/ankle/foot injuries are not allowed back to school unless they 

are proficient on their crutches (e.g. can move up and down stairs safely and 

relatively swiftly). Risk assessments are conducted on these pupils to ensure 

their capability to respond to a fire drill. 

Low 

 

NB ALL STAFF TO TAKE RESPONSIBILITY FOR ALL SOCIAL DISTANCING/ RISK MANAGEMENT MEASURES AND TO INFORM MANAGEMENT IMMEDIATELY OF ANY CONCERNS 
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