
 

1 | P a g e  
 

 

 

 

 

 

 

Current Name: The Pastures Fire & Evacuation 
Policy & Procedure 

Revisions: None 

Definition: Instructions for keeping 
everyone safe from fire at The 
Pastures Church and how to 
evacuate the building in the 
event of fire. 

 

Author Responsible: Health & Safety Coordinator Paul Aylett 

Date: 10th November 2017  

Review Date: 3 yearly by Health & Safety 
Coordinator 

Paul Aylett 

Version # 1  

 

This policy links with the following policies:   Health and Safety Policy,  First Aid Policy. 

All hirers of the building will have a Hire Agreement which contains a Fire and Emergency Procedure. 

NB: Smoking is not permitted anywhere in the church buildings. 

 

1. RESPONSIBILITIES 
 

The Pastures Church Fire & Evacuation Policy & Procedure forms part of the church’s Health 

and Safety Policy and in common with that policy extends through the whole church, with 

specific responsibilities as below: 

 Trustees ensure that an appropriate policy is in place in the church and that 

arrangements are made for its effective implementation; 

 

 The Health & Safety Coordinator has the ultimate responsibility for the 

implementation and management of this policy; 

 

 The Health & Safety Coordinator is responsible for the effective implementation of 

this Policy and its role within the church’s Health and Safety Policy; 

 

 All employees and volunteers have the responsibility to cooperate and to ensure 

that the church is safe from fire and its effects and must not do anything that will 

place themselves or other people at risk. 

https://drive.google.com/open?id=1Qdr-CgJL8NiXn5LQoagupdNlyL8V8GskKReGXGNU8Qc
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2. POLICY OBJECTIVES 

 

 To safeguard all persons from death or injury in the event of fire by the effective 

management of fire safety; 

 

 to minimise the risk of fire and to limit fire spread; 

 

 to minimise the potential for fire to disrupt services, damage buildings and equipment, or 

harm the environment. 

 

3. MANAGING FIRE SAFETY 

 

The Pastures Church has delegated day to day responsibility for managing fire safety to the 

Health & Safety Coordinator.  

The Health & Safety Coordinator will: 

 

1.  Ensure that all means of escape are properly maintained, kept free from obstruction 

and available for safe and effective use always; and that the means of escape have 

adequate emergency lighting; 

 

2. Provide and maintain in working order all firefighting appliances and devices 

including: 

 

- fire detection and alarm systems; 

- emergency lighting systems; 

- firefighting equipment; 

- notices and signage relating to fire procedures; 

- means of escape, considering the needs of any disabled users. 

 

3. Carry out or arrange to have carried out a fire safety risk assessment on each of the 

church buildings to ensure that the church’s facilities are compliant; and reduce the 

risk of fire incidences by carrying out appropriate task risk assessments;  

 

4.  Provide appropriate instruction and training for all church staff and volunteers on 

the action to be taken to protect people and property including regular fire 

evacuation practices for the church;  
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5.  Ensure that all staff, members, young people, contractors, visitors and third-party 

hirers are made aware of and comply with the church’s fire procedures;  

 

6.  Identify any special risks, e.g. the storage of hazardous materials, and put in place 

appropriate procedures to minimise the risks;  

 

7.  Liaise with third parties; the emergency services, and the church’s insurers to ensure 

that best practice for fire prevention and procedures is in place;  

 

8.  Monitor and review this policy on a regular basis to ensure that any new risk or 

alteration to regulations is addressed. 

 

4. Monitoring 

 

The church utilises the services of various outside personnel to carry out effective 

monitoring of its duties.  

 

The church fire detection and alarm system are maintained and checked by Thames Valley 

Fire Limited on an annual basis. The alarm sounders are tested on a monthly basis by the 

Health & Safety Coordinator;  

 

The church emergency lighting is checked annually by the Trustees;  

 

Notices and Signage are updated as and when required and checked annually by the Health 

& Safety Coordinator;  

 

Firefighting equipment is visually checked weekly by the Health & Safety Coordinator and 

extinguishers are replenished or replaced annually by Thames Valley Fire Limited; 

 

A Fire Log Book which contains records of fire safety issues is maintained by the Health & 

Safety Coordinator, and is located at the Pastor’s Office. These issues include: 

 

 fire drills; 

 

 the storing of hazardous materials; 
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 the inspection and testing of: 

 

- fire detection and alarm systems; 

- emergency lighting systems; 

- firefighting equipment; 

- staff training records. 

 

5. FIRE RISK ASSESSMENT 

 

The Pastures Church carries out comprehensive fire risk assessments for each of its 

buildings. These assessments are kept in the Pastor’s Office.  

 

The fire risk assessment identifies who will be at risk if there is a fire, where people may be 

working and who else may be at risk, either in the premises or nearby, such as members of 

the public, visiting contractors, etc, and where these people are likely to be located.  

 

The fire risk assessment will be reviewed and amended half yearly if it is either no longer 

valid or if any changes are planned, such as:  

 Any structural changes (alterations to the layout of the premises, erection of partitions, 

refurbishment etc.) which may affect the spread of fire;  

 

 Any change to the use of the premises which may affect the risk rating;  

 

 Any change to work processes or work equipment which may introduce new fire 

hazards;  

 

 Any change to the numbers of people using the premises to ensure that escape routes 

can accommodate the numbers safely. 

 

 

6. FIRE SAFETY TRAINING 

 

All staff receive basic fire safety induction training as part of the onboarding process and 

attend refresher sessions on a half yearly basis. 

 

Volunteers are provided with fire safety training as required. 
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Fire drills are planned each term to evaluate the effectiveness of the church’s evacuation 

procedures. The findings of the drill are reported to the Trustees through the appropriate 

reporting medium e.g. Health and Safety Report, any conclusions and remedial actions are 

recorded and implemented. 

 

 

7. EVACUATION PROCEDURES 

 

 

The evacuation procedures which are to be followed in the event of a fire alarm are annexed 

to this Policy. This document details the responsibilities of staff and individuals during an 

evacuation and subsequent roll call.  

 

The document also includes specific Guidance on the Evacuation of Disabled Persons from 

the Church Buildings (see Annexure B). 
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Annexure A 

THE FIRE ALARM  

PERSON DISCOVERING FIRE should activate the nearest alarm. 

Health & Safety Coordinator, or responsible person, rings 999 on hearing the alarm.  

If fire is in the kitchen Cafe Manager rings 999 and immediately sends someone to activate alarm 

and tell Health & Safety Coordinator that the Fire Service has been notified. On hearing the fire 

alarm 

ALL PERSONS PROCEED TO ASSEMBLY POINT 

 

 Leaders assemble people and instruct them to proceed to the Assembly Point - NE corner of 

church car park, walking rapidly NOT running. The room door(s) should be closed behind the 

last person to leave. 

 

 Use the directed route - the quickest fire escape route is displayed in each room - unless a 

blockage makes this impossible. Be prepared to find an alternative route if necessary. All 

double doors should be opened by those who are first to reach them and closed by the last 

person to pass through them. Also send an adult to check no one is in the toilets. 

 

 Leaders will collect attendance sheets for their respective groups (if electronic record, 

suitable device brought for roll call).  

 

 The Health & Safety Coordinator, or responsible person, on duty will await the arrival of the 

Fire Service and will discourage any casual visitor from entering the premises. 

NB: Anyone who has a named responsibility should ensure that they have a deputy to take over 

if they are absent and that the deputy is aware of their role in the event of an emergency 

evacuation. 

 

PROCEDURE FOR ASSEMBLY AND ROLL CALL 

Reporting Procedure:  

Groups line up at Assembly Point. 

Leaders conduct roll call for their respective group(s). 

Once roll call is completed, report absences to Health & Safety Coordinator, or deputy, and take 

appropriate action (if necessary). 

The Health & Safety Coordinator, or deputy, will check with all Leaders that all persons are 

accounted for, and will await the arrival of Fire Service and respond to and relay Fire Officer’s 

instructions. 

NB: No-one should leave the Assembly Point until instructed to do so by the Health & Safety 

Coordinator. 
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Annexure B 

 

Guidance on the Evacuation of Disabled Persons from the Church Buildings 

 

Employees and volunteers with a disability should already have been identified and information held 

in the HR Folder. 

Having considered the risks, the Health & Safety Coordinator, or deputy, will propose specific 

procedures for assisting in the evacuation of persons with a known disability.  

 

Specific Evacuation Requirements 

Wheelchair users/Persons with Mobility Difficulty 

 

Wheelchair users or any person with difficulty walking (e.g. anyone temporarily using crutches) 

should wait until everyone else has left the room before making their way to the exit, assisted by a 

third party if required. 

 

Wherever possible all persons, including wheelchair users, should make their own way out of the 

building by utilising the fire escape routes. Whenever the route is blocked, wheelchair users must be 

assisted by a third party. 

 

 

Risk Assessment Prepared by: 
Print Name: 

Signed by: Date Prepared: 

Signed by Health & Safety 
Coordinator: 

  

Review Date:   

Signed by Trustees:   

Date:   
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