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UTC OXFORDSHIRE

Fire Safety and Evacuation
Procedures

Introduction

The Regulatory Reform (Fire Safety) Order (RRFSO) places the responsibility for fire safety in the workplace on the Employer. The
UTC Oxfordshire (UTC) Fire Safety P Procedures detail how the UTC will implement this and identifies responsible persons as
defined within the legislation.

Aim
UTC Oxfordshire is committed to the provision of a healthy and safe working and learning environment as determined by the Health
and Safety Policy.

The UTC shall have procedures in place which will ensure the safe and swift exit of anyone in an emergency from a building which
is owned or controlled by UTC Oxfordshire.

In the event of fire, the safety of life shall over-ride all other considerations.
In accordance with the Regulatory Reform (Fire Safety) Order, appropriate precautions and equipment will be in place to:

Prevent fires

Detect fires should they arise

Pre-plan, train staff & practice fire drills

Appoint & train Fire Marshals

Maintain fire detection and fire-fighting equipment

Fire and Emergency Procedure
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UTC Oxfordshire Fire and Emergency Procedure is designed in accordance with these procedures and particularly in respect of the
items above. Proper fire precautions are designed to minimise the spread of fire within buildings, thus protecting all people who use
the buildings in normal and emergency situations.

Assessment of Fire Risk

The main tool for management of fire risk within UTC Oxfordshire will be a Risk Assessment. The Fire Safety Procedure will
identify:

o Staff responsible for the implementation of the Fire Risk Assessment
e The method and frequency of the Assessment

Appendices

Appendix 1: Schedule for Fire Drills.
Appendix 2: Fire Marshall sweep areas.
Appendix 3: Fire Assembly Points.

Appendix 4: Model Standard Operating Procedures for Science teachers and
technicians

Roles and Responsibilities
Headteacher

As the Responsible Person, as designated in the Regulatory Reform (Fire Safety) Order 2005 responsibilities are:

Take such general fire precautions to ensure the safety of staff, young workers, students and others

Ensure a suitable and sufficient Risk Assessment relating to fire precautions is made, recorded and reviewed as necessary
Ensure arrangements for and implementation of preventative and protective precautions

Appoint competent person(s) to assist
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e Provide information and training regarding fire precautions staff, young workers, visitors, students and others
e Co-operate and co-ordinate with other responsible persons in shared workplaces

Assistant Headteacher(s)
Responsible for assisting the Headteacher in execution of duties under the Regulatory Reform (Fire Safety) Order 2005 and

deputising as necessary.

ALET Head of Estates and Facilities — Andrew Hayward
Assisting the Headteacher in the duties under the Regulatory Reform (Fire Safety) Order 2005 including:

e Project management of both refurbishment and new build
e Engaging Fire Consultant
e Implementing Property and Environment fire precaution requirements

Health & Safety Lead — Emma Reynolds/Mike Spink

e Assist the Head of Estates and Facilities in the duties above

e Liaising with Fire Consultant

e Keep up to date with legislation & disseminate information as necessary

e Co-ordinate Fire Marshals

e Scheduling and ensuring completion of fire drills (see appendix 1)

¢ Audit fire arrangements

e Arrange Fire Marshal training

¢ Assist with general staff familiarisation and training sessions

¢ Review Fire Procedures and circulate

e Provide Fire Procedure details in relevant UTC documents such as Fire Safety booklets, visitor's book, splash page, staff
familiarisation induction

Health & Safety Consultants — RelyOn Safety Services
e Carry out suitable and sufficient Fire Risk Assessments at UTC Oxfordshire
e Provide an action plan with priorities
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Advise as required on refurbishments & new build projects
Provide advice via telephone and email
Advise UTC Oxfordshire of any changes in legislation and any actions necessary

Site Manager — Mike Spink

Laise with the Health & Safety Consultants regarding the duties above
Ensure firefighting equipment is maintained and tested

Ensure detection system is maintained and tested

Ensure alarm system is maintained and tested

Ensure monitoring system is working

Ensure emergency lighting is maintained and tested

Ensure fire signs are provided and maintained

Ensure gas systems are maintained and tested

Ensure electrical systems are maintained and tested (PAT/fixed)
Control of contractors (particularly hot work)

Liaison with Fire Authority

LEV systems maintained and tested

Grounds maintenance and waste removal in place

All Managers
Within their areas:

Assist with the nomination of Fire Marshals

Ensure LEV, portable appliances and other equipment is maintained and tested
Maintain good housekeeping standards

Ensure escape routes are kept clear and all fire doors kept closed

Report defects to the Site Manager in the first instance

Help ensure firefighting equipment is not misused

Implement Personal Emergency Evacuation Procedure (PEEPS)

Control hot work
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e Uphold No Smoking Policy
e Ensure staff receive necessary fire training

Fire Marshals (see appendix 2 for marshal sweep areas)
e Direct staff and students to stairways in order to maintain orderly evacuation
e Check that all rooms and toilets within their designated area have been evacuated
e If anyone remains in the building because of injury or disablement, advise the Incident Controller of the numbers and exact
location
Guard doors during incident to prevent re-entry to building
Duties do not include firefighting unless specific training has been given
Direct persons to assembly points
Assist with return to building or relocation to a safe place
Feedback any issues to Site Manager and the Health & Safety Lead

All Staff
e Take reasonable care of themselves and others
e Co-operate with UTC Oxfordshire to enable employer duties to be complied with
e Report any serious or immediate danger. Report any matter which may represent a shortcoming in fire protection
arrangements
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UTC Oxfordshire Fire and Emergency Procedure

The following actions should be taken in the event of a fire.

Persons discovering a fire:

Sound the fire alarm immediately; call points are located in the corridors.

Telephone the emergency number: 999

Give details of the location of the fire to reception staff.

After 18.00pm and before 08.00am, telephone the Emergency Services directly by dialling 999 (this can be done from any
internal telephone)

Make equipment safe, close doors and windows but do not stop to collect personal belongings

Persons should only attempt to extinguish a fire if they have been trained and feel competent to do so. They should not put
themselves at risk and if an initial attempt fails they should evacuate

Evacuate via the nearest, safe designated fire exit but do not use the lift

Assemble at the assembly point for the building that they have just vacated. See appendix 3 for assembly point maps
Await further instructions from the Incident Controller (this will be Headteacher, Assistant Headteacher, other delegated Senior
Leader or Site Manager)

Persons hearing the continuous fire alarm:

¢ Make equipment safe, close doors and windows if possible, but do not stop to collect any personal belongings
e Evacuate via the nearest, safe designated fire exit but do not use the lift

e Assemble at the assembly point for the building that has been vacated

e Await further instructions from the Incident Controller

Fire Marshalls: (See appendix 2 for sweep areas)

Put on their florescent Fire Marshal jacket.

Carry out a sweep of their designated area by systematically checking all rooms, including toilets are cleared of people
On completion of the sweep, report to the designated door to stop re-entry

Report any remaining occupants to the incident controller

Stand guard on the exit doors to the building to prevent anyone entering
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Strategic First Aiders:

Collect their First Aid equipment and make themselves available to the Incident Controller

Headteacher or Assistant Headteacher

Proceed to fire panel and put on Hi-viz vest

Link up with the Estates team investigating the source of the alarm
Check fire warden sweeps completed
If a fire warden is not at their post, Incident Controller to designate trained deputy fire wardens, to sweep that area
Communicate to reception fire & rescue service requirements, i.e. attend/not attend
Keep reception staff informed of the current situation in order to advise refuge points on the need to evacuate or not
Collate information as appropriate for use by Emergency Services when they arrive on site
Ensure emergency services are contacted if required. Hand over to the Fire and Rescue Service providing all necessary
information about:
o Location of the fire
o Hazards at that location
o Casualties
o Persons unaccounted for
Give all clear when safe conditions prevail
Notify Headteacher or Assistant Headteacher as necessary
Fill out the fire log in reception

Monitoring and Evaluation
The Board of Governors and Headteacher will monitor the operation and effectiveness of the UTC’s Fire Safety and Evacuation
Procedures at specified intervals.
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Radioactive Sources

We have a SOP for what to do if us?r_{g the sources in the dassroom and the fire alarm goes off. This is below

The location of the sources when not in use and the location of all named chemicals are in the red folder labelled for the fire
brigade in the office behind reception. The Sclence Technician checks this s correct every year when they do the annual

storage checks.

6.5 Model Standard Operating Procedures

Sections A, B and D need to be completed by the RPS(Schools). In section D, if no additions are needed,
record ‘none needed’. You need to keep the Standard Operating Procedures up-to-date.

The model Standard Operating Procedures are for science teachers and technicians, and for post-16
students using sources under the supervision of an authorised teacher or technician. They come from
the careful consideration of the hazards from internal and external ionising radiations exposure from
sources in the standard school holding, and the people who may be affected.

The Standard Operating Procedures are the general safety precautions and safety information that you
need to follow to minimise the risks of these hazards to you and to others such as students observing
demonstrations, and people in the vicinity of the sources,

A. Standard Operating Procedures: Contact information

School or college name AV ,{Q oras\awre
Employer (see section 3.5.2) oS
ALET
= W
Radiation Protection Supervisor {Schools) (RPS | Name T riy. o oot HARAR RASeed
Schools e -
¢ ) Internal telephone L2230 \S%F
E-mall :.’...".E..'F’.:..e....‘.s..‘ ='°=’€d c—\con‘:c_;tmﬁ e
WigAS Ol

Fill in the contact details for the RPA, unless RPA: Ao\l W GREE
the local authority subscribes to the CLEAPSS

[
scheme. In that case, tick the box below, and | Telephone {‘I

give the names of both the RPA and the T T
Radiation Protection Officer (RPO), but give

the contact details only of the RPO. RPO:

RPA via CLEAPSS scheme @no Name DLCE OYE

U C,
Telephone 01635 s

AWCE t”fé'i_@ux‘.;\’ RERKS, eV, vl

(circle the correct answer)
providaed Aw oo Went

Rerkshva Councd E-mail ,
Contact for advice: CLEAPSS +44 (0}1895 251496

Document Location
Radioactive source history SVYES

Use log for radioactive sources STS 6

Monthly check log book STsSS

List of authorised users of radioactive sources STSS
Inventory of radioactive sources held, and annual check STSS

* RPS 0pdcted Moy 2025 o S




C: Standard Operating Procedures to be used with the risk assessment guidance for specific-sources

utc
OXFORDSHIRE

The practical work with radioactive substances must have an educational benefit. Consider the maturity
and behaviour of the students when planning to use radioactive sources in teaching. The risk
assessments assume the students are suitably mature and well-behaved. If there are serious behaviour
problems in a particular class, the use of radicactive sources may be inappropriate.

In addition to these Standard Operating Procedures, you must follow the specific-source risk assessment
guldance in section 6.6 of the CLEAPSS guide, or exceptionally, one provided by CLEAPSS in liaison with
your employer.

You must be authorised by your RPS(Schools) to work with the sources.

If you are pregnant or breastfeeding, tell your RPS (Schools) before starting work with ionising radiation.

Practical work with students should be carried out in 2 laboratory and supervised by a qualified science
teacher who has adequate training and understanding of radioactivity hazards and basic radiological
protection techniques.

The sources must be in good and serviceable condition.

You must not subject sources to harsh handling or conditions, or temperatures outside of the ambient
temperature (except for cloud chamber sources) or used In ways that could damage their integrity.

There must be suitable working monitoring equipment, easily and readily available.

Anyone working with ionising radiation has a responsibility to restrict their personal exposure as far as
reasonably practicable.

10

While alpha radiation causes little exposure outside the body, it is far more dangerous should the alpha-
emitting material enter the body, eg by swallowing or inhaling alpha-emitting radioactive material,

11

The Control of Substances Hazardous to Health regulations mean you must not eat, drink or apply
cosmetics when working in the laboratory, including when working with ionising radiation.

12

Wear protective equipment Indicated by the specific-source risk assessment guidance. Before working
with radioactive substances, cover any wounds or skin damage with a suitable waterproof dressing.
Protective equipment must be the right size for you, and you must know how to fit it and wear it
correctly.

13

Keep a sensible distance from the source. Use a tool to handle sealed sources that don't have an integral
handle. Keep your fingers away from the source, typically 100 mm away, eg by using long forceps,
including when positioning absorbers in front of sources. Some sources emit more radiation in a
particular direction (collimated or non-isotropic sources). Position these so that the main radiation field
is directed away from anyone, Keep any source at least 300 mm away from the rest of the body,

i4

Spend as little time as practicable near the radioactive source.

15

Only use one source at a time in any one investigation. If the experiment involves comparing two or
more sources, only one should be out of its container at a time.

16

Students under the age of 16 (at the start of their current school year) should not use radioactive
sources other than low-activity sources in small diffusion cloud chambers {the source must remain inside
the chamber during the lesson), thoriated gas mantles in a sealed bag, and radioactive geological
specimens (kept in suitable containers which are not easy to open). You must give adequate information
and guidance to the students. Record on the use log that adequate information has been given to the
teaching group. All other work with radioactive sources must be demonstrated by the teacher only,

17

For demonstration practical work, arrange the students so they are at least 2 m away from the sources.

18

Responsible students aged 16 years and older {at the start of their current school year) in Y12 {Y13 in NI)
and above may use sources within the Standard School Holding. Each student must understand these
Standard Operating Procedures and the relevant risk assessment guidance.
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19 Whenever students in ¥12 (Y13 in NI} and above work with radioactive sources, you must give suitable
training and, where appropriate, provide written instructions. (If the student has support staff to help
with medical or other needs, you must also give the support staff suitable training and, where
appropriate, written instructions. The students must be closely supervised,

Record on the use log the students’ names and that adequate information has been given to the
students, and if relevant, support staff.

20 A member of staff must check sources after use by students. Report any suspected damage to your RPS
{Schools), who will decide If further action or monitoring is required, Keep a record of any unusual
incident involving a scurce with the appropriate source history and make a note in the use log.

21 The security of all radioactive substances is vital. The use log must be completed whenever a radicactive
source is removed from, or returned to, the secure store. When signing the use log, you must check that
the sources are actually present in their containers.

22 Once sources have been removed from their secure store, they must never be left unattended by a
member of staff, unless they are in a secure temporary store. Always return sources to the normal
secure store as soon as possible after use, Do not leave them unattended ready for a lesson.

23 When carrying sources (even in their containers), the handling time should be minimised. Make sure you
have a clear, uncluttered route to the destination, without students milling around. If the journey is
likely to take more than a couple of minutes, put the source in an additional container (eg a plastic
bucket) to keep it away from the body (ie the trunk).

24 If the fire alarm sounds, follow the school's fire safety procedure. The safety of people takes priority.
Focus on evacuating the students without delay. If a source Is in use when the alarm starts, return it to
its immediate container if this can be done quickly. Do not take the sources outside of the lab or prep
room. Tell the senior fire warden, and the Fire and Rescue Service if they attend the alarm, where the
sources are. Also, tell the RPS {Schools) as soon as possible. You must not return to the building until the
senior fire warden says it is safe to do so.

For alarms that turn out to be a drill, a false alarm, or a minor fire far from the laboratory, when it Is safe
to return to the building, make sure that the RPS (Schools) or another authorised member of staff is
allowed back into the building first so they can secure the sources before the students return.

25 If the source is dropped or spilt, follow the “Spill or drop’ guidance on the specific-source risk assessment
guidance, and section 9, Managing incidents involving radicactivity, For any drop or spill, inform the
RPS{Schools) promptly.

26 Wash your hands after you have finished using radioactive materials, even if only using sealed sources.

D. Standard Operating Procedures: Additional notes

w/A

£nd of the Standard Operating Procedures Dated \7_,\0.}\'2_],\,_ &w&

23 0\(03[‘1’*7 [/Ul’
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6.6 Risk assessment guidance for using specific radioactive sources

The following pages provide specific-source risk assessment guidance. It is the additional information
and precautions that you must follow for specific radioactive sources and used along with the Standard
Operating Procedures. It is for science staff and students using radioactive sources in the Standard
School Holding. This arises from the risk assessment process carried out by CLEAPSS in consultation with
school employers (see section 15}, The risk assessment process considered the source radionuclide, its
form, design, use, and likely dose rates.

Your RPS (Schools) in agreement with your employer and your employer’s RPA, may have adapted the
specific-source risk assessment guidance for special circumstances in your school. If so, you should
follow any extra conditions and guidance they have added.

Note that there are some sources, indicated in the list below with an asterisk, where our risk assessment
guidance advises that they are taken out of use and disposed of. Our risk assessment conclusion is that
they can no longer be used safely, or are no longer justified.

1 Radioactive rocks

2 Smoke alarm

3a Radioluminescent (radium-paint} timepieces*

3b Spinthariscopes*®

3c Radioluminescent instruments that are not timepieces or spinthariscopes®
4a Scintillation plate®

4b Becquerel plate*

5 Radium paint diffusion (Taylor) cloud chamber source*®

6 Expansion (Wilson) cloud chamber source

Perspex slide sources — Labgear*

8a Cup sources - but not radium

8a Cup source — radium

8b Panax source 54

8¢ Isotrak educational sources (recessed in zluminium red)
9a Protactinium generator (Philip Harris or ScienceScope)
9b Protactinium generator (DIY version)*

10 Radon-220 (thoren) generator (powder version)*

11 Radon-220 (thoron) generator (gas mantle version)

12 Gas mantles (thoriated)

13 Caesium-137 elution source

14 Uranlum-coloured domestic glassware and ceramic items
15 Thoriated tungsten welding electrode

16 'GranyI{VI) nitrate-6-water (uranyl nitrate)*

17 Uranium and thorium compounds as radiochemicals®
18 Uranium oxide encapsulated disc source
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Site manager should be alerted Sources should be kept
as to where sources are kept. in a steel cupboard to
1. Fire protocol - This should be marked on a - ensure that in the
floorplan that is given to the event of a fire,
fire department in the event of radioactive dust is
a fire. contained.
When the alarm is sounded If a drill, teacher
= = sources should be put back into - should be allowed
& Fiemarminiesion - wooden boxes and put in a back into the building
cupboard out of the way. before the class.

l

After the building

In the event of a is deemed safe to Alert RPA or
real fire, fire - enter RPS should - CLE_APSS for
service should be be allowed in to advice
notified that the check to see if the

source is in the sources are

classroom . damaged.

* Placed in incorrect place

Look at log see * Leftin equipment it was used with
2. Lost or stolen - viho lask had it: - . lfmpsrarﬂy mo(\j/edd I
* Placed in wasted disposa

!

Still not found — alert RPA

1 1

Contact parents If total lost in last
Alert the police year exceeds
approximately 100
kBq alert

environment agency
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If the

’ i radioactive
3. njury |EEEp | Don'tassume it |pppy | s mmm)) | Call 999 or 111

won’t happen! depending on severit
swallowed or P ul y

there is skin
contact

ok Spill kit should contain lab
4. Contamination - coat, gas mask; latex

gloves.
If you can hear RPS will If damaged,
. i i - i ct the - CLEAPSS can be
. Ratfing source - rattling or think inspe
: g sour the source is source using called to give
damaged in some a mirror instructions on how
way alert the RPS to fix the issue.
If you drop that RPS will take If the area has a
b. A spill or radioactive a reading of twice or
piece falls off - source and are - background - more than the
concerned reading for background radiation
something came radiation the spill should be
off it or you spill cleared with a spill
a radioactive kit. The area should
source alert RPS be re-checked.

4

If there is still a
contamination,
repeat the process. If
this also comes back
positive, call CLEAPSS
or RPA for advise.
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Schedule for Fire Drills
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Term 1 and 2 Term 3 and 4 Term 5 and 6
Week 23 w/c Week 34 w/c
Week 2 w/c 7/9/26 | 1/2/2027 19/4/2027
Appendix 2: Fire Marshall sweep areas. 2026-2027
UTC OXFORDSHIRE.
Site | Designated Area Fire Marshal Trained
date
UTC | West side of Building Middle floor | Fiona Stokes/ Philippa
Strange
UTC | West side of Building Ground Admission/Marketing
Floor
UTC | Middle Floor East side Hana Perry/Sarah Mayers
UTC | Ground Floor East side Alice Biddiscombe
UTC | Top Floor East side Kat Lawrence
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Appendix 3: Fire Assembly Points

The Fire safety point is in front of the MUGA adjacent to the car park as shown on
the map below.

TITTIENET DRI EIT
P lWil-y

Sup‘rt staff and visitors
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