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1. General Statement of Policy  

It is the policy of Italia Conti to take reasonable steps to minimise the risk of fire on our 
premises, and to comply with legal requirements and safety measures to protect our 
students, staff, support and maintenance personnel,  and visitors in the unlikely event of a 
fire while on the premises (Regulatory Reform Order 2005). 
 

1.1 Policy Aims 
 

• To ensure that staff, students, contractors, and visitors to the premises are 
safeguarded from injury or death in the event of fire 

• To have arrangements in place for systems and procedures to minimise the risk of fire 
starting and spreading 

• To reduce the potential for fire to disrupt the Italia Conti’s activities, damage premises 
or harm the environment 

• To ensure Italia Conti complies with relevant fire legislation and standards. 
  

1.2 Responsibilities  
 

Italia Conti recognises and accepts its responsibility for providing a safe workplace and 
working environments for all its employees and students and any others affected by its 
activities, e.g.  contractors, visitors, neighbours, and members of the general public. 

It should be noted that ‘Italia Conti’ operates programmes/ courses across various 
education sectors and sites, any reference to Italia Conti includes most of our sites and 
operations, (with the exception of the Italia Conti Associate Schools which have their own 
policy).  

Italia Conti operates from a number of sites (including but not limited to): 

Goswell House, 23 Goswell Road, London, EC1M 7AJ (Head Office) 

Avondale, 72 Landor Road, London, SW9 9PH  

Arts Centre 221 Epsom Rd, Guildford, Surrey, GU1 2RE 

When hiring other buildings/sites for classes or rehearsals, although not directly the 
responsibility of Italia Conti or its Senior Leadership Team (SLT), the policies related to 
Health & Safety and good practice are integrated alongside any already established 
policies of those premises to continue Italia Conti ‘s duty of care to all staff, students and 
visitors. 

The principal is ultimately responsible for ensuring that Italia Conti complies with all 
statutory fire safety requirements. They may share this responsibility with relevant senior 
managers. 
 
The principal as the day-to-day manager, accepts full responsibility for the entire site within 
the resources provided and in accordance with priorities set by the Italia Conti. In the 
absence of the principal, the designated officer should be the Operations Director, who as 
the day-to-day manager, accepts full responsibility for health and safety matters at all Italia 
Conti premises within the resources provided and in accordance with priorities set by 
Senior Leadership Team.  

The Operations Director has overall responsibility for putting this policy into effect across 
all three Italia Conti sites, in conjunction with the relevant Chief Fire Marshal(s) and the 
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relevant site Duty Manager(s), although all of the managers and employees have 
responsibilities for assisting in this aim. 
 
The Chief Fire Marshals have responsibility to oversee evacuation and monitor any issues 
arising from practice drills.  
 
Italia Conti will achieve this policy by: 
 

• arranging for a competent fire safety risk assessor to conduct a risk assessment of the 
premises and review that assessment annually 

• implementing any recommended fire safety measures arising from the assessment 

• ensuring that there are adequate means of escape from and access to premises for 
emergency services in the event of a fire 

• ensuring that all exits, and emergency routes are kept clear at all times.  These routes 
will be properly signed, adequately lit, and fitted with the relevant standard of fire doors 

• ensuring that the premises have appropriate fire-fighting equipment, detectors, 
alarms, emergency lighting and evacuation signage 

• ensuring that clear fire safety arrangements incorporating responsibilities for fire safety 
matters are in place and circulated to all staff members 

• instigating a mechanism for the reporting of defects concerning fire equipment or 
electrical equipment and ensuring that, where necessary, equipment is taken out of 
use and alternative arrangements are made as appropriate arranging for the testing 
and maintenance of fire safety, electrical and gas installations, and equipment 

• ensuring that building alterations and other contract works are properly managed to 
minimise the fire risk and avoid damage to structural fire protection, and that these 
meet the requirements of relevant fire legislation. Standards are considered early in 
the planning and design stages of the work, and the proposed building or modification 
work meets those requirements 

• ensuring that managers, employees, and students are provided with appropriate 
information and instruction regarding the fire prevention measures and the emergency 
procedures, including any instruction required in order for them to carry out their 
particular role 

• keeping staff informed of any changes that are made to Italia Conti fire safety 
procedures and fire safety risk assessment 

• delegating sufficient staff to carry out Fire Warden procedures 

• ensuring that all visitors to Italia Conti premises are briefed on the evacuation 
procedure, issued with a visitor identification card, and supervised by a member of 
staff at all times 

• undertaking ongoing monitoring of the fire safety arrangements including carrying out 
periodic inspections of the premises to look for fire hazards and to check that fire safety 
precautions are effectively implemented  
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• ensuring that the status and progress of any outstanding actions are monitored, and 
the fire risk assessment is periodically updated to reflect any status changes. 

 
This policy and the associated fire safety documentation will be reviewed at least annually 
and sooner if there are changes in the matters to which it relates. 
 

2. Fire Instructions 

2.1 Fire Alarm System 
Goswell House, Avondale and the Arts Centre are fitted with fire alarm system. When a 
call point, or automatic detecting device, is activated then the system will sound the alarm 
siren continuously in all areas.  
 
 

2.2 Siren Note 
If the siren note is loud and continuous in a building than all persons in that building must 
evacuate it immediately using the nearest safe route and gather at the muster point. 
 

 

3. Procedures in The Event of a Fire 

3.1 Fire Alarm Procedures 
All staff members are reminded of the necessity of signing in/out whenever they enter or 

leave the building at all sites. Students are registered at the start of each day and for each 

class throughout the course of the day. 

3.2 Fire Marshalls 
  
It is the job of Fire Marshals (see appendix) to check, according to the evacuation plan, 
each floor of the building to ensure that the evacuation is complete and that all staff and 
students have been accounted for: 
 

• on hearing the fire alarm, ensuring that all pupils, staff, and visitors in their designated 
or immediate area are directed to leave the building via the nearest escape route 

• taking care that, in the execution of their duties, they do not put themselves or others 
at risk 

• following instructions and reporting any faults or shortcomings in fire safety 
arrangements to the Fire Evacuation Controller/Facilities Co-ordinator or Fire Brigade 
official 

• ensuring they are easily recognisable during an evacuation by wearing a fluorescent 
garment 

• checking all accessible rooms in their designated or immediate area(s) and reporting 
their findings, including notification of any missing people or areas not searched, to 
the Head of Facilities/Facilities Coordinator/delegated authority or Fire Brigade Official 
waiting at their designated assembly points 

• checking if the refuge point located in their area is being used and, if so, informing the 
Fire Marshall if a person needs assistance in evacuating the building 
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• attending any training provided by Italia Conti in relation to their function as Fire 
Warden 

• ensuring no one re-enters the premises 

• where applicable, feeding back relevant information to staff/co-workers regarding any 
fire-related matters raised at Health and Safety meetings. 
 

If a member of the Italia Conti community discovers a fire, they should hit an alarm point and 
exit the building as usual. 

 
3.3 Tutors / staff 

 

• When the alarm sounds, tutors will bring their classes to join other staff and students 

in leaving the building by the nearest available emergency exit in a calm manner, 

taking note and acting upon instructions given by the Fire Wardens who may be 

assisting in the evacuation of the building. 

• They should proceed to the designated assembly points, making sure they report any 

issues to a Fire Warden on arrival at the assembly area. 

• Personal possessions should not be collected en-route. 

• Staff members should not re-enter the building until they have received permission to 

do so. 

• Teachers should also ensure that they report any learners with permanent/ temporary 

disabilities in their form to the Italia Conti Reception. 

 

3.4 Students 
 

• When the alarm sounds, students are required to move quickly and calmly to the 
nearest emergency exit and to gather in the marshalling areas as stated below in year 
groups and ensure that their presence is known to the Tutor or Fire Marshal 
responsible. These groups must stay together until the ‘all clear’ is announced and 
permission is given to return to the building. 

• Students should take care not to put themselves or others at risk. 

• Personal possessions should not be collected en-route. 

• Any staff and students with disabilities, which may impact on their ability to evacuate 
safely and promptly in the event of a fire, should be provided with a Personal 
Emergency Evacuation Plan (P.E.E.P.). This can be provided by the Academy PEEP 
co-ordinator Welfare (students) / Fire Marshals (Staff). 

 
 
3.5 Italia Conti’s Administrators+ are responsible for: 

 

• Informing the Chief Fire Marshal and site Duty Manager of a permanent or temporary 
disability affecting any visitor that may affect their ability to evacuate a building in the 
event of an emergency. 
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• Ensuring that the daily sign in/sign out sheets are completed and available in the event 
that a fire evacuation register needs to be taken.  

• In the event of a fire alarm, taking all registers to the fire evacuation point. 

 

3.6 Italia Conti’s Welfare Team(s) are responsible for: 
 

• Informing Chief Fire Marshal and site Duty Manager of a permanent or temporary 
disability affecting any member of staff or students that may affect their ability to 
evacuate a building in the event of an emergency. 

• Compiling Personal Emergency Evacuation Plans (PEEPs) for pupils or staff with 
permanent/temporary disabilities, after consultation with Facilities Management. 

 
3.7 Lockdown Alarm   

 

• There is also a lockdown alarm at Goswell Road. Should this alarm sound, staff and 

students should please remain where they are and SHOULD NOT leave the room 

unless they are instructed to do so. 

 

• The lockdown alarm is different to the normal evacuation alarm, which is a continuous 

bleep. The lockdown alarm is an intermittent (pulse) sound.  

 

4. Assembly Points 

4.1 For Italia Conti House, Goswell Road: 
 
All staff and students should gather behind the Citadines Hotel in Glasshouse Yard. 
Theatre Arts students should assemble to the right of the FE/HE students. All students 
should be gathered in year groups (along with relevant tutor) to facilitate marking of 
registers by Fire Marshals. Copies of current register sheets are kept in Reception for this 
purpose. Under no circumstances should the lift be used for evacuation of the building. 
 

4.2 For Avondale: 
 
Staff and students should gather next to the wall on the pavement opposite the Willington 
Road entrance.  All students should be gathered in year groups (along with relevant tutor) 
to facilitate the marking of registers by Fire Marshals. Copies of current register sheets are 
kept in Reception for this purpose.  
 
 

4.3 For the Arts Centre: 
 
Staff and students should assemble in the rear car park next to the Admin Block, opposite 
Studios 9 and 10. All students should be gathered in year groups (along with relevant tutor) 
to facilitate the marking of registers by Fire Marshals. Copies of current register sheets are 
kept in Reception for this purpose.  
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4.4 Sounding the Alarm 
 
The person aware of the fire should alert any persons in the vicinity to clear the area and 

sound the alarm by breaking the glass in the fire-call point. That person should then notify a 

member of the Fire Marshal team of the location of the fire and evacuate as instructed. 

 
4.5 Italia Conti Trips/Excursions/ Off site rehearsals  
 
The tutor concerned is responsible for passing the names of students and staff that have 

permission to be out of Italia Conti during ‘normal timetabled hours to Reception before the 

students leave the building. 

 
4.6 Outside of Normal Italia Conti Hours 
 
Anyone working on any of Italia Conti’s premises after normal working hours or during 

holidays must sign in/out with Reception on entering and leaving the building (visitors to 

comply with instructions prescribed in the Health & Safety Policy).  

 

During performances at Avondale, the Production Manager, Stage Manager, Technical 

Operator and Front of House Duty Manager are the responsible persons. A ‘Checklist for 

Performances’ (Appendix A) sheet is to be completed before each performance. 

 

5. Calling the Emergency Services 

Calling the Emergency Services 

Nobody (staff or students) should take it upon themselves to unilaterally phone the Fire 
Brigade unless instructed to do so by the Chief Fire Marshal for that site (see appendix). 
 
 

 
5.1 Standard Information for the Fire Brigade 
 

When you dial 999 you will be directed by a BT operator to the Fire Service.  They will take 
you through a set of questions including location and the circumstances of the incident.  
You should ensure that you provide a contact number for Fire Service, (which will probably 
have to be a mobile number) and the following details:  
 

For Italia Conti House, Goswell Road: 
Address: Italia Conti Academy at 23 Goswell Road, EC1M 7AJ,  
Telephone number: 020 7608 0044.  
 
 
For Avondale: 
Address:  72 Landor Road, SW9 9PH, with an entrance on Willington Road. 
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Telephone number:  020 7733 3110.  
 
For the Arts Centre:  
Address:  Italia Conti Arts Centre at 221 Epsom Road, Merrow, Guildford, GU1 2RE 
Telephone number: 01483 568070.  

6. Evacuation during normal teaching hours  

6.1 Goswell Road / Avondale: 

Staff have been allocated to check certain areas have been successfully evacuated when 
they leave the building.  The list of staff and the locations they are responsible for are below:  
 

Site Person Responsible Responsibility 

Goswell Road 

Andrew Dickinson / Dan 
Fulham 

Clear: Level 9 (Offices) 

Andrew Dickinson / Dan 
Fulham 

Clear: Level 8 (Studios) 

Louisa Lawson/ Dincer 
Solomon 

Clear: Level 7 (Studios) 

Louisa Lawson/ Dincer 
Solomon 

Clear: Level 6 (Studios) 

Jade Allen/ Emma Cave Clear: Level 5 (Studios) 

Jade Allen/ Emma Cave Clear: Level 4 (Canteen) 

Jade Allen/ Emma Cave Clear: Level 3  

Catherine Cooper/ Silvia 
Paolini/  

Clear: Level 2 (Reception and 
Studio) 

Catherine Cooper/ Silvia 
Paolini 

Clear: Level 1 (Basement, Studio, 
Welfare Office) 

Alexis Yann Garage, Gas, Electric, Water 

Chief Fire Marshals:  Catherine Cooper & David Willoughby 
Fire Marshals: Jade Allen, Alasdair Brown, Emma Cave, Dan 
Fulham, Louisa Lawson, Patrice Moniz, Dincer Solomon, Michael 
Vickers, Andrew Waldron, Nina Zendejas. 
Caretaker: Alexis Yann 
Health & Safety Officer: Miranda Tatton Brown 

Register Marking: 

Staff: Rachel Dillon and Louisa Lawson 

Students: 

2nd 
Year 

Degree David 
Willoughby 
& Jade 
Allen 

Diploma Lucy 
Dungate & 
Jade Allen 

3rd 
Year 

Degree Dan 
Fulham & 
Emma 
Cave 

Diploma Andrew 
Waldron & 
Louisa 
Lawson  

Cert 
HE 

Degree Nikki 
Laurence 
& Emma 
Cave. 

Dance 
Diploma 

Dincer 
Solomon 
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Avondale 

Amy Stevenson 
 

Clear: Theatre, General Office, 
Studio 4, Green Room. 

Simon Kesselman / Charles 
Hazlem 

Clear: Recording Studio, Library, 
Studio 5, Men’s Toilets  

Olajide Abiodun Clear: Studio 3, Sheridan, Studio 2 

Wardrobe Supervisor 
Clear: Dressing Rooms, Ladies 
Toilets 

Bradley Leech/ 
Chris Malone 

Clear: Studio 1, Ground Floor 
Toilets  
Register: Students 

Kerry Beverstock 
Clear: Staff room, Admin Offices 
Register: Staff 

Chief Fire Marshal: Kerry Beverstock 

Deputy Fire Marshals cover specific routes in the event of absence. 
Deputies include Amy Stevenson, Chris Malone, Bradley Leech, 
Sarah Cairney 
Caretaker: Olajide Abiodun 
Health & Safety Officer:  Miranda Tatton-Brown 

 Register Marking: 

 Staff: Sarah Cairney 

 Students: Chris Malone & Bradley Leech. 

 
 
 

6.2 Evacuation during a performance (Avondale only) 

 

Site Person Responsible Responsibility 

Avondale 

FOH Manager Evacuate audience members through 
appropriate exit 

Production /Stage 
Manager 

Evacuate actors from dressing rooms 
through appropriate exit 

FOH Assistants 
 

Assist FOH Manager and Production/Stage 
Manager with evacuation  
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6.3 Evacuation during normal hours (Arts Centre) *: 

 

Day Register Main Building Studios 5, 6 & 8 Rear Admin 
Block 

Monday Susannah White 
(then hands over 
to Duty 
Manager).   

Carrie Robinson Will Flanagan Will Flanagan 
(8.00-4.00pm) 

8am-9.00 Susannah White Will Flanagan Will Flanagan Will Flanagan 

6pm-8pm Susannah White Susannah White Susannah White Susannah White 

Tuesday Ruth Breslaw Chris Davey or 
Carrie Robinson 
(if Chris not in).  

Ruth Breslaw  Will Flanagan 

8am-9.00 Ruth Breslaw Will Flanagan Will Flanagan Will Flanagan 

6pm-8pm Susannah White Susannah White Susannah White Susannah White 

Wednesday Carrie Robinson Ruth Breslaw Carrie Robinson Will Flanagan 

8am-9.00 Ruth Breslaw Will Flanagan Will Flanagan Will Flanagan 

6pm-8pm Susannah White Susannah White Susannah White Susannah White 

Thursday Ruth Breslaw Susannah White Ruth Breslaw Will Flanagan 

8am-9.00 Ruth Breslaw Will Flanagan Will Flanagan Will Flanagan 

6pm-8pm Carrie Robinson Carrie Robinson Carrie Robinson Carrie Robinson 

Friday Ruth Breslaw Laura 
Belchamber  

Ruth Breslaw  Ruth Breslaw 
(9.00-10.30am) 
Lucy Dungate 
(from 10.30am) 

8am-9.00 Susannah White Will Flanagan Will Flanagan Will Flanagan 

6pm-8pm Sue Shackleton Sue Shackleton Sue Shackleton Sue Shackleton 

Saturday Tina Smith Carrie Robinson Carrie Robinson Carrie Robinson 

 
 
 
 
 
 
 
 
 
  

  
Chief Fire Marshal: Will Flanagan  
 
Deputy Fire Marshall: Andrew Waldron 
 
 
*Please refer to the current fire marshal list for detailed information.  
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7. Fire Alarm points  

Site Location 

Goswell 
House 

 

Level 9 Stairwell & Rear fire Exits (Private Flat Kitchen) 

Level 8 Stairwell & Rear Fire Exit (studio 84) 

Level 7 Stairwell & Rear Fire exit (Studio 74) 

Level 6 Stairwell & Rear Fire Exit (Studio 64) 

Level 5 Stairwell & Rear Fire Exit (Studio 54) 

Level 4 Stairwell, Canteen – rear door Fire Exit 

Level 3 Schoolroom Stairwell & Floor Room 34 (Science room) 

Level 2 Ground Floor Main Entrance underneath fire panel  

Level 1Basement Entrance/exit door  

Ground Car park - Exterior of Caretakers office 

Adjacent to rear fire escape 

Level 10 Emergency Door 

Avondale 

Inside Library 

Outside Library 

Outside Studio 5 

Outside Greenroom  

Bottom of Stairs (Studio 3) 

Outside Workshop 

In the Arches 

Outside Studio 2  

Dressing Room Corridor (bathroom end) 

Dressing Room Corridor (server) 

Main Door 

Outside Studio 1 

Arts Centre 

In shop (left hand wall). 

Main corridor, main building. 

Studio 1 (next to door inside classroom) 

Female changing room, main building. 

Fitness Studio 

Studio 7 

Studio 10 

Studio 9 

Admin Office, (inside building entrance, downstairs) 

Admin Office, (on landing, outside main entrance upstairs) 

 

*For any external spaces used please check the relevant procedures dedicated to that site.   
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8. Fire extinguishers (Goswell Road and Avondale) 

Site Location Type 

Goswell 
House 

 

Basement Level  2 Waters 2 CO2 

Ground Floor 2 Water 2 CO2 

Level 3 2 Water 2 CO2 

Level 4 3 Water 3 CO2 

Level 5 3 Water 1 CO2 

Level 6 3 Water 1 CO2 

Level 8 3 Water 1 CO2 

Level 9 3 Water 2 CO2 

Level 10 1 Water 1 C02 

Car Park Ground 1 Foam 1 Water 1 CO2 
1 Powder 

Boiler Room 1 Foam 

Level 7 3 Water, 1 CO2 

  

Avondale 

Outside Library Toilet 1 x CO2, 1 x Water 

Recording Studio 2 x CO2, Fire Blanket 

Outside Studio 5 1 x CO2, 1 x Water 

Outside Green Room 
1 x Water, 
1 x CO2/Dry Powder  
(to be added) 

Bottom of Stairs (Studio 3) 1 x CO2, 1 x Water 

Workshop 1 x CO2, 1 x Dry Powder 

Sheridan Corridor 1 x Water, 1 x Foam 

Sheridan – Control Box 1 x CO2 

Outside Studio 2 1 x Water 

Dressing Room Corridor (bathroom end) 1 x Water, 1 x Foam 

Dressing Room Corridor (server end) 1 x CO2 

Theatre - Backstage Right 1 x CO2, 1 x Water 

Theatre – Backstage Right  Fire Blanket 

Theatre – Auditorium Right 1 x Foam 

Theatre – Auditorium Left 1 x Foam 

Theatre – Control Box 1 x CO2 

Outside Main Offices 1 x CO2, 1 x Foam 

Bottom of Studio 1 Stairs 1 x CO2, 1 x Foam 

Outside Studio 1 1 x CO2, 1 x Foam 

 
 

8.1 Fire Safety Maintenance 
All fault-tests and maintenance are to be recorded in the relevant site’s ‘Fire Safety 
Logbook’ which is located in Reception.  
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8.2 Fire extinguishers (Arts Centre)  

Site Location Type 

Arts Centre 
 

Admin Building (downstairs outside main 
entrance) 

1 x Water; 1 x Foam 

Admin Building (upstairs outside office 
entrance) 

1 x Water; 1 x Foam 

Blue Building (at entrance) 2 x Foam 

Studio 6 (inside classroom entrance) 1 x Carbon Dioxide 

Italia Conti Shop 1 x Foam 

Recreation Room (Main Building) (by entrance 
to main corridor) 

1 x Carbon Dioxide; 
1 x Foam. 

Studio 2 (outside entrance) 2 x Foam 

Boys’ Changing Room (Main Building) 1 x Foam 

Gym (Main Building) 1 x Foam 

Girls’ Changing Room (Main Building) 1 x Foam 

Studio 3 (Main Building) (wall mounted, next to 
stairs going up).  

1 x Carbon Dioxide; 
1 x Foam. 

Sound Booth, Studio 2, at entrance 1 x Carbon Dioxide. 

 
All fault-tests and maintenance are to be recorded in the relevant site’s Fire Safety 
Logbook.   
 
For the main building, this is located on the inside panel of the main fire control panel 
situated outside Studios 1 and 2 at the Arts Centre.   
 
For the rear Admin Office Administration block, (which is the responsibility of Designer 
Electrical), the Fire Safety Log is on the inside door of the cleaner’s cupboard situated 
below the stairs opposite the disabled toilet.  

 

9. Fire Alarm system  

9.1 Daily Checks  
 

When opening the building the person responsible for unlocking is to check the system 
panel. The panel indicators must be normal, with any faults to be recorded in the ‘Fire Safety 
Logbook’ as well as informing the Operations Director. Ensure that any previous faults have 
been rectified. 
 

9.2 Weekly Checks 
 

A single detector or call point is activated to ensure correct panel indications, with a 
different detector/call point used each week. 
All sounders isolated during the test should be tested when reactivated. 
All faults to be recorded in the ‘Fire Safety Logbook’ as well as informing the Operations 
Director.  
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9.3 Quarterly/Six Monthly/Annual Checks  

 
For Italia Conti House, Goswell Road and Avondale: 
This is arranged and carried out by an external company (currently: Performance and Safety 
Ltd). All faults and recommendations are logged and brought to the attention of the Health & 
Safety manager who reviews the Academy’s Health & Safety arrangements.  
 
For the Arts Centre, this is arranged and carried out by an external company (Designer 
Electrical).  All faults and recommendations should be logged and brought to the attention of 
the Health and Safety manager who reviews the Arts Centre’s arrangements.  
 

9.4 Fire Evacuation Drills 
It is the responsibility of the Chief Fire Marshal at each site premises to ensure that a termly 
Fire Evacuation Drill is carried out.  This should simulate a real situation and so only staff 
directly involved in supervising the drill should be informed of the date and time of this drill. 
(Exceptions can be made if there is a need to inform other specific staff for health and safety 
reasons).1  A Fire Evacuation Drill Report is to be completed in the relevant site’s Fire Safety 
Logbook and any necessary corrective action taken as soon as possible. 

 
 

10. Fire Extinguishers  

10.1 Daily Checks 
 

Fire Marshals are reminded to take necessary action in ensuring that Fire Extinguishers are 
not moved from the labelled location and to be mindful of what types of Fire Extinguishers are 
placed in each location. 
 
 
10.2 Weekly Checks 

 
The Caretaker, in conjunction with the Health & Safety Officer (or Chief Fire Warden at the 
Arts Centre) is responsible for checking that Fire Extinguishers are in their correct positions, 
that they have not been tampered with or discharged and that checking the pressure gauges 
for loss of pressure. All faults to be recorded in the Fire Safety Logbook as well as informing 
the admin office/Reception. 
 
These checks are scheduled to take place as follows: 
 
Italia Conti House, Goswell Road:  every Tuesday at 07:30 am  
Avondale: every Wednesday at 08:00 am  
Arts Centre: every Tuesday at 10.15 am in the Main Building.  
 
10.3 Annual Checks 
 
The Caretaker, (or Chief Fire Marshal at the Arts Centre), in conjunction with the Health & 
Safety Officer, is responsible for ensuring that all extinguishers have been serviced by a 
competent engineer to the relevant British Standards and again logged appropriately in the 
Fire Safety Logbook, with faults being resolved as soon as possible.  

 
1 For example, if the health of a student or member of staff will be adversely affected if they hear a fire 
alarm 
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11. Emergency Lighting  

11.1 Daily Checks 
Lights on maintained emergency lights should be lit and any faults recorded in the Fire 
Safety Logbook, the Admin Office/Reception should be notified, and the faults rectified as 
soon as possible. Fire Marshals are asked to add this to their ‘checklist’ when walking around 
the premises.   
 
At the Arts Centre, regular inspections of the emergency lights are carried out by a 
designated contractor.  
 
 

11.2 Monthly Checks 
The Caretaker is responsible for checking that all lights operate correctly in a simulated 
power failure, and that all lights are charging normally when the power is restored. All tests 
and faults are to be recorded in the Fire Safety Logbook, with faults being resolved as soon 
as possible. At the Arts Centre, this will be carried out by the Chief Fire Marshall or Duty 
Manager for the day. 
 
At the Arts Centre, the emergency lighting is checked periodically within a statutory 
timeframe by third party contractors.  
 
 

12. Fire Doors and Emergency Exits  

 
12.1 Fire Doors Six Monthly Checks 

 
Goswell Road / Avondale: 
The Caretaker, in conjunction with the Health & Safety officer, is responsible for checking 
all Fire Doors, inspecting the condition of the in tumescent strip, glass, door closures, 
hinges and handles. Any faults are to be recorded in the Fire Safety Logbook, with faults 
being reported to the relevant senior manager. 
 
Arts Centre 
At the Arts Centre, the Fire Marshal and Deputy Fire Marshals carry out these tasks. 
 
 

12.2 Fire Exits Daily Checks 
 

When opening the building the person responsible for unlocking is to check for any Fire Exit 
blockages or dangers, with any repetitive or immediately unsolvable hazards to be recorded 
in the ‘Fire Safety Logbook’ as well as informing the Admin Office. The Health & Safety 
Officer is responsible for ensuring that any previous faults have been rectified. 
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12.3 Fire Exits Weekly Checks 

 
Goswell Road / Avondale: 
As part of the Alarm Testing, the Caretaker, in conjunction with the Health & Safety Officer, 
is responsible for thoroughly checking that Fire Exits are accessible and safe for use. Any 
repetitive or immediately unsolvable hazards should be recorded in the Fire Safety Logbook 
as well as informing the Admin Office. The Health & Safety Officer is responsible for ensuring 
that any previous faults have been rectified. 
 
Arts Centre 
At the Arts Centre the weekly checks are carried out by the Fire Marshal or Deputy Fire 
Marshal. 
 
 

 

13. Links with other policies: 

This Fire Safety Policy links to the following policies:  

• Italia Conti Fire Alarm Procedure 2021 

• Health & Safety Policy 

• Emergency Actions Policy and Plan 

• Risk Assessment, including Covid-19 emergency actions/ risk assessment 

  



Italia Conti  
 

 

18 | P a g e  
Policies \ Italia Conti\ Fire Safety Policy \ Academy wide v4\ 2021-22 

14. Appendix: Personal Emergency Evacuation Plan (PEEP)  

The PEEP on the following page should be completed by the Chief Fire Marshall / Deputy 

Fire Marshall. If the individual works in more than one building, then it may be necessary to 

prepare a separate PEEP for each building.   
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PERSONAL EMERGENCY EVACUATION PLAN 

Name  

DOB   

Course/Department   

Phone No.  

Building  

Room Number and Floor  
 Reason for PEEP   

AWARENESS OF PROCEDURE 

.……..............            is informed of a fire evacuation by: (please tick X relevant box) 
   

existing alarm system:   visual alarm system:   

      
   Other (please 

specify): 
 

      

DESIGNATED ASSISTANCE 

The following have been designated to give ……….      assistance to get out of the building 
in an emergency 

Name  

Contact Details (Building, 
Rm No and Ext) 

 

Name  

Contact Details (Building, 
Rm No and Ext) 

 

METHODS OF ASSISTANCE (e.g., Transfer procedures, methods of guidance etc) 

 
 

EQUIPMENT PROVIDED (including means of communication) 

  
 

PERSONALISED EVACUATION PROCEDURE (A step by step account beginning with 
the first alarm) 

1  
 

2  
 
 3  
 

4  
 
 MONITOR AND REVIEW 

 
 
 
 

Signed by Fire 
Marshal 

 Date  

Signed by 
Individual 

 Date  
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END 


