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Introduction 
This document has been prepared to outline the fire safety policies and 
procedures to be followed by members of staff in the event of a fire at 
Galway Educate Together. A copy of this Fire Safety Policy and 
Procedures document should be held in a prominent position in the main 
Reception and should be readily available to all staff for review.  

This policy should be considered as a dynamic document and should be 
reviewed and updated where deemed appropriate based on updated thinking 
on current fire safety management practices, material alterations or change of 
use of a school building or because of operational issues encountered in the 
application of this document. 

Any proposed changes to this Fire Safety Policy & Procedures document must 
first be agreed with the Department of Education appointed fire safety consultant 
AFEC International. 

 

Policy Purpose 
The purpose of this policy is to provide direction to all staff and set out the safety 
structures and processes specific to Galway Educate Together to: 

- Minimise the risk of fire occurring, 
- Prevent the spread of fire, 
- To appropriately respond to a fire alarm activation, 
- To understand the roles and responsibilities of all staff members, and 
- To familiarise oneself with the Evacuation procedures. 

 

Policy Scope 
This Fire Policy and Procedures document applies to all employees, temporary 
agency staff, visiting workforce, e.g., contract cleaners or catering companies, 
and contractors who work in or visit Galway Educate Together. All persons while 
in the building or on property grounds are required to: 

- Take reasonable care for their own health and safety and that of all 
other persons who may be affected by their acts or omissions. 

- Cooperate with management and staff in ensuring all statutory fire 
safety and other requirements related to fire safety are always 
complied with. 

- Observe the provisions of the Fire Safety policy and other policies 
related to fire and health and safety. 

- Adhere to the roles and responsibilities set out in this document and 
under the Safety, Health and Welfare at Work Act, 2005. 

- Not intentionally interfere with or misuse equipment or materials 
provided for fire safety (including fire doors, fire extinguishers and 
fire detection and alarm systems). 
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Stakeholder Needs 
Children’s needs 
Children need: 

- Adults who are responsible for their safety to be appropriately 
prepared for dealing with the risk of fire.  

- Adults to be clear on all aspects of fire safety, the school’s approach 
to fire safety and their responsibilities for ensuring the children’s 
safety. 

 

Parents’/Families’ needs 
Parents/guardians need: 

- To be clear on what the school does to prevent fire, to ensure that 
any fire would be quickly detected and to ensure that their child will 
be prepared for an emergency evacuation and will be safely 
evacuated from the building should an alarm sound or a fire occur. 

 

Staff needs 
All staff members need: 

- To know clearly and precisely what is required of them in relation to 
their specific responsibilities to help prevent fire occurring, to ensure 
that any fire will be detected quickly, to prepare the children for 
emergency evacuation and to ensure that everyone is safely 
evacuated from the building should an alarm sound or a fire occur. 
  

Management needs 
Management needs to ensure that: 

- All of the legislative and regulatory requirements relating to fire safety 
are adequately and appropriately met.  

- All staff members are provided with clear and precise information on 
what their individual responsibilities are in relation to fire prevention.  

- Any fire can be detected quickly, to prepare the children for any 
emergency evacuation and to safely evacuate everyone from the 
building should an alarm sound or a fire occur.  

- A Fire Safety Marshall and team is identified, appropriately trained 
and is clear on their role and responsibilities. 

Implementation, Revision & Audit 
This document should be disseminated appropriately and staff including 
temporary agency & contract staff shall be provided with the necessary training 
and supervision in support of its implementation. 
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This document shall be reviewed every two years or whenever deemed 
necessary, e.g., after material alterations or a change of use of any part of the 
school building. Revisions or amendments must only be carried out under the 
guidance of the Department of Education appointed fire safety consultant AFEC 
International. 
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Reference 
Statutory Obligations 
The Fire Safety Management Plan is set out as follows in order to ensure 
compliance with all Statutory Legislation and Regulations, including the 
following; 

- Fire Services Act, 1981 & 2003 – The primary piece of legislation within 
Irish jurisdiction that places the onus of responsibility for Fire Safety upon 
owners of premises, those who manage premises and the occupants of 
premises. 

o Section 18(2) – It shall be the duty of every person having control 
over premises to which this section applies to take all reasonable 
measures to guard against the outbreak of fire on such premises, 
and to ensure as far as is reasonably practicable the safety of 
persons on the premises in the event of an outbreak of fire. 

o Section 18(3) – It shall be the duty of every person, being on 
premises to which this section applies, to conduct himself in such a 
way as to ensure that as far as is reasonably practicable any person 
on the premises is not exposed to danger from fire as a 
consequence of any act or omission of his. 

- Safety, Health and Welfare at Work Act, 2005 – This legislation 
safeguards the health and safety of employees in the workplace, by 
placing the onus of responsibility upon employers, managers and 
employees.  

- Safety, Health and Welfare at Work (General Application) Regulations, 
2007 – These regulations describe the minimum requirements for health 
and safety for specific work activities, as set out in the Safety, Health and 
Welfare at Work Act, 2005. In particular, they make provisions for the 
following; 

o Fire Safety & Emergency Escape Signage 

o Emergency Exits & Escape Routes 

o Fire-fighting & Fire Detection 

- Building Control Act, 1990 - 2014 (and the Building Regulations, 1997 – 
2014) – This suite of legislation regulates the design and construction of 
new buildings and the material alteration (or change of use) of existing 
buildings or their proposed extensions.  
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Fire Safety Management Structure 
The following is the structure of the Fire Safety Management system at 
Galway Educate Together. 

 

 

FIRE SAFETY MANAGEMENT STRUCTURE 

Board of Management (Overall responsibility for Fire Safety Governance) 

 

FIRE MARSHALL / FIRE MANAGER 
Principal (Overall responsibility for fire safety management)  

SENIOR FIRE WARDENS 
Deputy Principal & Assistant Principal I - Report to Fire Marshall / Manager 

DEPUTY FIRE WARDENS 
Safety Committee (In-School Management) - Report to Senior Fire Wardens 

NOMINATED PERSONS 
Care-taker & Secretaries (Ancillary Staff) - Carry out assigned duties 

FIRE WARDENS  
Teachers and SNAs - Act as Fire Wardens for each class 

STUDENTS 
Responsible for embracing positive fire safety culture 

Table: GETNS Fire management structure     
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SCHOOL DETAILS:  

School Name:  Galway Educate Together N.S 

School Address: Thomas Hynes Rd, Newcastle, Galway 

Eircode: H91HV07 

Telephone Number: 091 527887 

Principal: Francis Duggan Phone
: 

091 527887 

Vice Principal: Deirbhile Ni Scolai Phone
: 

091 527887 

Fire Safety Marshall / 
Manager: 

Francis Duggan Phone
: 

091 527887 

Number of Pupils: 395  (May 04, 2023) 

Number of Staff: 52 

Fire Safety 
Management Level*: 

 

    Enhanced 

Fire Safety Training 1. Fire Safety Awareness- Staff training- Oct 
19th 2023. ( James Mulholland AFEC) 

2. Fire Safety Awareness Staff training - April 
20th 2023.( James Mulholland AFEC) 

 

* Risk based assessment as part of AFEC Fire Safety Audit 

 

Fire Safety Management Team Duties 
The following tables detail the specific fire safety duties that must be allocated 
to staff by the Fire Safety Manager/ Marshall. A more detailed description of the 
Roles & Responsibilities is provided in the AFEC Fire Safety Management in 
Schools document. 

Please ensure all the designated roles are only assigned to persons who are 
considered competent to do so. A person can only be considered as competent 
once they have received appropriate instruction and training in the specific tasks 
assigned to them. 

Essential roles should only be assigned to persons in full time positions within 
the school who it can be assumed will be on the premises at all times should a 
fire alarm activation occur. Part time staff such as admin, caretakers or teaching 
staff should not be assigned essential fire safety management roles.  
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The tables below are to be maintained and updated as appropriate. 

Assigned 
Role: 

Fire Marshall 

Principal  

Staff Member:
  

Francis Duggan (Principal)     

(Substitute: Deirbhile Ní Scolaí, Deputy Principal) 

Post: Principal 

Assigned 
Role: 

FIRE MARSHALL: Overall Fire Safety Manager 

Assigned Fire 
Duties: 

● Overall responsibility for fire safety within the school.  
● Appoint & delegate duties. 
● Ensure duties assigned are conducted in a consistent 

manner and without exception. 
● Responsible for implementation of a Fire Safety 

Management Plan. 
● Ensure all staff are provided with Fire Safety training 

at the appropriate levels and intervals. 
● Liaise with the Fire Service on arrival at the school. 

Where is the fire? Are all persons evacuated? Are 
there any evacuations from stairs needed? Is there 
any information on the type of fire i.e. electrical fault 
etc.  

● Activate a Welfare Plan (Appendix C) for the safe 
distribution of children to their parents: 

1. Once fully assembled, the Fire Marshall will await 
instructions from the Fire Service on when to trigger 
a safe distribution of children to their parents.  

2. Classes from the LHS of the Assembly Area will be 
calmly led by staff through St Joseph’s Special 
School campus to Thomas Hynes Road. Classes will 
maintain a single file along the road to ensure road 
safety. 

3. Principal will bring school laptop and mobile phone in 
case internet coverage is hampered. A Text Alert will 
be sent to parents: 

“GETNS has been evacuated due to fire. Your 
child/ren are being assembled along Thomas Hynes 
Road for safe & orderly collection. Please do not enter 
Moyola Lane/school campus.” 
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4. Once children have been distributed safely to their 
parents, the Fire Marshall will seek advice from the 
Fire Service on staff accessing cars from car park.  

 

Assigned 
Role: 

 SENIOR FIRE WARDEN- Sweeper 

Staff Name:
  

Deirbhile Ni Scolai (Deputy Principal) 

(Substitute: Noelle Hayes, Assistant Principal) 

Post: Deputy Principal 

Assigned Fire 
Duties: 

Sweeper-  

● Sweeper of main corridor from SS senior class to 2nd 
class  

● Report to Fire Marshall findings from sweeping zone 
immediate to completion. 

 

 

Assigned 
Role: 

 SENIOR FIRE WARDEN 
 
 

Staff Name:
  

Noelle Hayes ( Assistant Principal) 
 ( Substitute:  Francis Duggan: Principal) 

Post: Assistant Principal 
 

Assigned Fire 
Duties: 

 
● Sweeper monitor 
● Monitor fire doors ensuring no re-entry into building 
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Assigned 
Role: 

SENIOR FIRE WARDEN- Sweeper 

Staff Name:
  

Marina Hughes : Assistant Principal 

( Substitute: Petrina/ Sara) 

Post: Assistant Principal 

Assigned Fire 
Duties: 

● Sweeper of senior corridor upstairs 
● Report to Fire Marshall findings from sweeping zone 

immediate to completion 

 

Assigned 
Role: 

SENIOR FIRE WARDEN- Sweeper 

Staff Name:
  

Martina Johnston In school management team 
( Substitute: Krista Olson: In school management team) 
 

Post: ISM 
 

Assigned Fire 
Duties: 

● Sweeper of Junior  corridor downstairs   
● Report to Fire Marshall findings from sweeping zone 

immediate to completion. 

 

 

Assigned 
Role: 

NOMINATED PERSON 

Staff Member:
  

Dave Mc Gahern 

Post: Caretaker- Fire warden 

Assigned Fire 
Duties: 

● Carry out checks as per requirements in Table 1- lIve 
register. 

● Fill in the Weekly Fire Safety Checklist with the 
secretary Lorna 

● Call fire monitoring company to alert them to drills and 
to reactivate alarm once drill is completed. 

● Read the fire panel and locate the area of fire alarm  
in the school and alert “ False Alarm” or “ Fire”  the 
Fire Marshall (Francis) 

● Monitor EVC panel 
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● Ensure gateway to St Josephs is unlocked in case of 
need for evacuation from school grounds. 

 

Assigned 
Role: 

NOMINATED PERSON 

Staff Name:
  

Lorna Sheridan / Stephanie Susu 

Post: Secretary 

Assigned Fire 
Duties: 

● Fill in Weekly Fire Safety Checklist with caretaker 
● Call the Fire Service upon confirmation of a fire by the 

Fire Marshall. 
● Account for visitors in the building- as per sign in 

register 
● Lorna to substitute for Dave if Dave is absent. 

 
● Sweeper for 4th class 1, 1st class 1 and library. 
● Report to Fire Marshall findings from sweeping zone 

immediate to completion. 

 
 

Assigned 
Role: 

 ALL STAFF- FIRE WARDEN 

Staff Name:
  

ALL  

Post: All teaching & non-teaching staff 

Assigned Fire 
Duties: 

● Raise the alarm if a fire is detected using the nearest 
manual call point (red) by breaking the glass 

● Assessment of immediate area to ensure no one is 
injured in the room of fire origin. 

● Close all doors and windows in classrooms 
including the doors on the patios. This will help to 
reduce the spread of smoke and fumes throughout 
the building.  

● Do however, open the classroom toilet door and 
hold open with a chair before evacuating. This will 
speed up the sweeper's role.  
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● Assist with the school evacuation plan as directed. 
● Walk children to assembly point accounting for all 

children’s whereabouts. 
● Bring green/ red cards for visual accountability tally 
● Bring a list of children in the class noting any absent 

children.  
● Account for any children from another class who may 

be with them that day. 
● Carry out class roll call at assembly point 
● Hold up a red or green card once the roll call is 

completed indicating to the Fire Marshall whether or 
not all children are accounted for. 
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Fire Prevention 
All reasonable provision should be made to reduce the possibility of fires 
occurring due to accidental ignition. Control of combustible materials, 
achieved by attention to good housekeeping principles, can reduce the 
likelihood of fire. 

Combustible materials are not just those generally regarded as highly 
combustible, but all materials that will readily catch fire. 

Housekeeping & Storage 
The importance of good housekeeping cannot be overstated. All staff have 
responsibility to ensure the safety of themselves and their colleagues from the 
risk of fire. 

A fire safety housekeeping policy has been implemented by senior management 
as part of the overall Fire Safety Management plan and must involve all staff 
and pupils within the school. 

Storage & Use of Dangerous Substances in Labs & 
Cleaning Stores 
Certain substances and materials are by their nature, flammable, oxidizing or 
potentially explosive. All flammable liquids and gases should ideally be locked 
away, and segregated, if necessary, to reduce the chance of them being 
involved in a fire or used in deliberate ignition. All staff must be aware of the fire 
risk of dangerous substances present and the precautions necessary to avoid 
danger, 

Notice Boards 
Notice boards can present a means for flame to spread and therefore the 
overuse of notice boards within escape routes, should be avoided. 

Electrical Fire Safety 
Electrical equipment is a significant cause of accidental fires. The main causes 
include: 

- Incorrect installation or use of equipment, 

- Damaged or inadequate insulation on cabling and wires, 

- Combustible materials being placed too close to electrical equipment that 
may produce heat (heat may be generated when equipment is operating 
normally or when equipment becomes hot due to a fault or inadequate 
ventilation) 

Electrical equipment should only be used for its intended purpose. All electrical 
equipment should be installed and maintained in a safe manner. If there is any 
doubt about the safety of electrical installations, consult an electrician. 
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Where portable electrical equipment is used, including items brought into the 
premises by staff, then the potential for defects can be reduced if it undergoes 
portable appliance testing at suitable intervals. 

Particular Hazards in Escape Routes 
If a fire were to occur in an escape route or spread to material in the escape 
route, this would be a particularly difficult and threatening situation preventing 
occupants from escaping. Corridors and stairways are always kept clear and 
hazard free. 

Items that may be a source of fuel or ignition should not be located on any 
corridor or stairway that will be used as an escape route.  

Such items include: 

- Portable heaters, 

- Desks & Chairs, 

- Upholstered furniture, 

- Coat racks and bag shelves, 

- Electrical equipment such as printers, photocopiers etc, 

- Combustibles such as refuse and stationery supplies. 

Arson 
The possibility of deliberate fire raising should be considered as a component 
of the fire safety management policy particularly in areas with a known history 
of vandalism or fire-setting. 

Appropriate housekeeping measures including the efficient and prompt removal 
of rubbish and security against unauthorized entry or access, can do much to 
alleviate this problem. 

Decorations, Lights and Christmas Trees 
Christmas lights and decorations can pose a significant risk of fire, often due to 
their construction and their general lack of maintenance. Electrical decorations 
must be tested by Maintenance before they are erected. Christmas trees are not 
permitted within protected corridor or stair enclosures. A Risk Assessment 
should be carried out to mitigate the risk of fire due to faulty Christmas 
decorations. Ensure decorations do not obstruct escape routes or fire doors or 
pose a risk to pupils or staff should they fall. 

  



16 
 

Maintenance of systems 
Galway Educate Together is equipped with several essential fire safety 
systems such as fire detection, emergency escape lighting, and other 
systems relevant to the school based on building complexity and 
occupancy. An ongoing servicing and maintenance program is in place 
for all such systems to ensure they will function as required in the event 
of an emergency. 

The table below details the systems in place in Galway Educate Together and 
the intervals at which servicing, testing and maintenance must be carried out on 
each system, by a registered contractor, to achieve compliance with the relevant 
standards and code guidance. 

System Quarterly 6 
Monthly 

Annually 2 Yearly 

Fire Detection & Alarm  ✓  ✓  

Emergency Escape 
Lighting 

✓  ✓  

Fire Extinguishers & Fire 
Blankets 

  ✓  

Fire Hydrants  ✓   

Emergency Voice 
Communication System 

 ✓   

Gas Detection System   ✓  

Fire Dampers   ✓  

Fire Doors    ✓ 

Localised Fire Suppression   ✓ ✓  

 

Additional weekly and monthly checks will be carried out by the Fire Safety 
Manager where appropriate for specific systems. All checks, servicing, testing, 
and maintenance inspections are recorded by the Fire Safety Manager in the 
Fire Safety Register. 

Further detail on the contractor servicing, testing and maintenance requirements 
for each system are provided in the AFEC Fire Safety Management in Schools 
document.  
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Warning of Fire 
Fire Detection & Alarm System 
Galway Educate Together is provided with a fire detection & alarm system that 
comprises smoke detection, heat detection and manual call points. This system 
has been installed to provide a Category L2/L3 level of coverage, i.e., detection 
is installed to provide protection in escape routes and adjoining areas 
augmented by additional protection in specified areas. 

The fire detection & alarm system has been designed and installed by a 
competent, certified fire alarm contractor and a maintenance & testing regime 
as per the requirements of IS 3218 is in place. 

Notification of Fire Service 
The fire detection & alarm system is connected to an external monitoring station 
that will be notified automatically on the activation of either a smoke / heat 
detector or a manual call point. In the event of an alarm activation, the external 
monitoring company will notify the local Fire Service. However, it is still 
recommended that an Nominated Person notify the Fire Service to confirm a 
fire. 

It is also important to inform the Fire Service/monitoring company of any false 
activation or periodic testing, so resources are not wasted. 

In the event of a fire alarm activation, it is the responsibility of the Nominated 
Person to notify the Fire Service and request assistance. The assigned person 
should provide the following information: 

1. Your Name: State your name & position 

2. The Nature of Emergency: e.g., Fire in Galway Educate Together 

3. Address & Eircode of the building: Thomas Hynes Rd, Newcastle, 
Galway H91HV07 

4. Phone number if requested: 091 527887 

5. If asked to stay on the line, do so unless otherwise directed by the Fire 
Safety Manager or Head Fire Warden. 
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What to do in the event of a fire 
Evacuation procedure 
On Discovering a fire 

If a fire is discovered within Galway Educate Together 

- Raise the alarm using the nearest manual call point (red) by breaking the 
glass. It is important that all staff are familiar with the location of these 
call points. 

- Assessment of immediate area to ensure no one is injured in the room 
of fire origin. 

- Close doors in the immediate area. This will help to reduce the spread 
of smoke and fumes throughout the building. Smoke and fumes: 

o Can be toxic and asphyxiating. 

o Can obscure vision, affect breathing, and produce mental and 
physical reactions. 

o Can kill. Even those who are at some distance from the fire may be 
at risk. Containment is critical to the safe evacuation of the building. 

On Activation of the Fire Alarm 

In the event of an activation of the fire detection and alarm system, the following 
steps are to be taken: 

1. The Nominated Person will check the fire alarm panel to identify the 
location of the fire. 

Note: The Fire Alarm Panel (FAP) is located on the wall opposite rear 
door. 

1. The Nominated person ( Dave or substitute Noelle) will travel to the 
location of fire origin as indicated on the fire alarm panel to investigate. 
On confirmation that the fire is not a false alarm, the Nominated person   
will instruct the Fire Response Team to initiate a full evacuation of the 
building immediately. 

2. The nominated person will immediately instruct the Nominated Person to 
call the emergency services on ‘999’ and provide the information as 
detailed in the Notification of Fire Service section above. 

3. Any Staff members should only attempt to tackle a fire if: 

a. they have received training in the use of firefighting equipment, 

b. it is considered safe to do so, and  

c. only after the alarm has been raised and the order to evacuate the 
building has been issued. 
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4. Fire Wardens and staff should commence the evacuation procedure. 

5. Staff, pupils and visitors will evacuate the building via the nearest 
available emergency exit and from there proceed to the nearest Assembly 
Point. Staff are advised to familiarise themselves with the locations of all 
‘Final Exits’ and ‘Assembly Point’. 

6. Any staff member who is actively engaged in teaching a class is to take 
responsibility for escorting the pupils in their care to the nearest final exit. 
Should any person in this class require assistance in evacuating, the staff 
member is to alert a member of the Fire Warden Team. 

Note: The locations of the Final Exits and Assembly Points are detailed 
in the Fire Escape Plans contained at the end of this document and also 

located throughout the school Building. 

 

Escape Routes: Please see Evacuation map attached. 
 

GROUND FLOOR ORIGINAL BUILDING : 
 

Final Exits : Outward opening double doors from all classrooms (1st 1&2, 2nd 
1&2, 3rd 1&2, 4th 1&2 and all Seomra Shona classes) direct to outside paths 
leading to assembly point at rear of school. All classes turn RIGHT on exiting 
classes. 

 

GROUND FLOOR NEW BUILDING: 
 

Final Exit  : Outward opening double doors from classrooms ( Junior Infant 1 
& 2) direct to outside paths leading to assembly point at rear of school. All 
classes turn LEFT on exiting classes. 

 

Final Exit : Outward opening double doors from classrooms ( Senior Infant 1 
& 2) direct to outside paths leading to assembly point at rear of school. All 
classes turn RIGHT on exiting classes 

 

FIRST  FLOOR NEW BUILDING: 
 

Final Exit  : All classes ( 5th 1&2 and 6th 1&2) exit from their classrooms onto 
corridor and turn RIGHT.  Classes descend the stairwell and exit the exterior fire 
door at the bottom of the stairwell. This leads directly to outside paths and LEFT 
to the assembly point at the rear of the school.  
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It is imperative that you remain calm should you find a route impassable 
and chose an alternative route which leads away from the fire.  

 

Assembly Point Locations 
Occupants evacuating from the school are provided with the following Assembly 
Point Location: 

Assembly Point :  

- Location: Senior yard- to the rear of the school. 

- Serving:  All Final Exits  

- Directions: Occupants exit the school building at exits described above 
and proceed towards the Assembly point signage- Green dots on back 
wall. All classes are to follow the flow of class lines with classes who reach 
the yard first lining up in the middle and gradually moving outwards from 
there depending on which direction they came. 

-  

Fire Escape Plans 
Fire Escape Plans are located throughout the school building. These plans 
provide indication of your current location (You are Here), escape routes, final 
exits and assembly points.  

TO DO[INSERT ) 

 

Fire Warden Zone Plan 

A Zone Plan indicating ‘Sweep Zones’ for Fire Wardens should be displayed on 
a notice board in the staff room. Fire warden team members are to familiarise 
themselves with the Sweep Zones in the building: 

TO DO[INSERT  

 

 

 

Disabled / Assisted Evacuation Policy 
Providing an accessible means of escape solution shall be an integral part 
of the Fire Safety Management Plan for the school. The Fire Safety 
Manager will consider the full range of people who may use this premises, 
both during and after school hours, paying particular attention to the 
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needs of those with physical, mental or cognitive disabilities or 
impairments and those who otherwise may require assistance in 
evacuation.  

It is acknowledged that it is the responsibility of the Fire Safety Manager to 
ensure that provisions are made to allow for a safe evacuation of all persons 
who may enter the school building. The evacuation plan shall not rely on the 
assistance of the Fire Service.  

Galway Educate Together has developed a GEEP (General Emergency 
Evacuation Policy) to account for visitors to the school who may require 
assistance in the event of a building evacuation (Appendix A). It is 
recommended that persons with a disability of any kind advise reception on 
arrival at the school. The GEEP will then be filled out for the individual and the 
Fire Safety Manager will be notified of the persons presence in the school and 
that a GEEP has been registered in the log book. 

Where a pupil or staff member has been identified as requiring assistance to 
evacuate the school building a PEEP (Personalised Emergency Evacuation 
Plan) will be prepared. 

The Fire Safety Management team should consider the following for evacuation 
of persons requiring assistance: 

- Disabled people should not be seen as a H&S issue to be resolved; 

- See the person, not the disability; 

- Needs & preferences vary widely between individuals; 

- The same courtesy should apply to disabled and non-disabled alike; 

- The individual should be involved in the development & review of their 
PEEP; 

- The individual should be kept fully informed throughout their evacuation; 

- When determining what assistance might be required, Ask, don’t 
Assume. 

Visitors who may need assistance should contact Reception and discuss their 
needs, to establish which options are suitable for them and whether any 
additional provisions are required. 

Use of mobile phones should not be discounted (Reception or the Fire Safety 
Manager should ask for phone numbers) but emergency evacuation 
arrangements must not rely on them.  

Refuges/Places of Relative Safety 
Disabled Refuges are located within the landing of each protected stairway.  

The Refuge contains an EVC (Emergency Voice Communication) system where 
occupants can alert the authorities of their presence, or that of someone 
requiring assistance to evacuate, within the stairway.  
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As noted in the management structure, in the event of a fire alarm activation, 
the Nominated person will attend and, if necessary, operate the EVC. 

Evacuation Techniques 
Special care will be needed in the evacuation of non-ambulant pupils or staff 
members and relevant staff will require training to allow them to assist as 
required in these difficult situations. Specialised equipment, such as evacuation 
chairs, may be employed to assist with the move. Staff and the Responsible 
Person must carry out an assessment to determine which 
equipment/evacuation method is most suitable in any given circumstance.  

Note that these evacuation methods may carry some degree of risk both to the 
person and the handler. The Fire Safety Manager must assess the evacuation 
needs of pupils and staff who may require assistance in an evacuation, on an 
ongoing basis to enable the purchase and installation of equipment and the 
training of staff. Evacuation Aid training is available from the Department of 
Education appointed fire safety consultant AFEC International, to all staff who 
may be required to use them.  
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Fire Safety Training 
 

 

Fire Safety Training is an essential component of any successful Fire 
Safety Management plan. 

To satisfy minimum fire safety obligations the Fire Safety Manager must ensure 
that arrangements are made for all members of staff to attend Fire Safety 
Training. New staff should be provided with training as soon as possible 
following their commencement at their place of work. On induction they should 
be provided with a copy of this document and any other fire safety 
documentation relevant to their role. A tour of the work location should be 
provided, paying particular attention to fire alarm call points, fire exits and 
assembly points, etc. 

Furthermore, the Fire Safety Manager has a duty to ensure that all staff receive 
fire training updates on an annual basis or as required to accommodate changes 
in personnel. 

The training required by an individual or group of persons is dependent on their 
assigned roles in the Fire Safety Management team. Individuals or groups who 
do not have an assigned role must be provided with a mandatory, basic Fire 
Safety Awareness course. 

The AFEC Fire Safety Management training program has been developed to 
deliver the appropriate training to all staff according to their assigned roles. 
Where multiple roles are assigned to a single person or group, the relevant 
training types will be combined and delivered as a single unit. 

A record of all training carried out will be maintained in the Fire Safety Register. 
A training attendance logbook will be maintained by the Fire Safety Manager. 

The AFEC Fire Safety Training program is comprised of 9 individual training 
modules that are to be delivered based on the requirements of each school. 
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The following is a sample training program – discuss the specific delivery 
to your school with your AFEC Fire Safety Manager: 

All Staff Fire Safety Management Training 
Training Modules 1 – 4: Delivered to ‘all staff’ as a single module. 

Training Module 5:  Delivered to the Fire Safety Marshall/Manager. 

Training Modules 6 – 9: Delivered as required based on specific needs or 
changing circumstances within a school. 

All Staff Fire Safety Management Training 

Training Module Intended For Requirement Frequency 

TM 1: Fire Safety Awareness All Staff Mandatory Annual 

TM 2: Evacuation Training All Staff Mandatory Annual 

TM 3: Fire Warden Training All Staff Mandatory Annual 

TM 4: Specialised Evacuation 
Equipment Training 

All Staff Recommended Annual 

TM 5: Fire Safety Register 
Training 

Fire Safety Manager Recommended Annual 

TM 6: Fire Drill Training† All Staff Mandatory 1 per Term 
(minimum) 

TM 7: Visitor / Contractor Fire 
Safety Induction Training†† 

Fire Safety Manager Recommended Annual 

TM 8: Evacuation Procedures for 
High Dependency Pupils††† 

Fire Safety Manager, 
Fire Wardens, Assigned 
Persons 

Recommended Annual 

† Fire drills are required to be carried out at least once per term. These can be carried out under AFEC 
supervision or under the supervision of the Fire Safety Manager. 

†† Fire safety induction training is provided by AFEC on a ‘Train the Trainer’ basis. AFEC will provide a 
Fire Safety Induction package that will be delivered to visitors, contractors or agency staff by the Fire 
Safety Manager on their arrival at the school. 

††† Specific training shall be provided for schools that have students considered as ‘High Dependency’, 
i.e. those who have cognitive, physical or mental disabilities and who may require specific assistance 
during an evacuation. 



25 
 

Fire Drills 
Galway Educate Together will hold at least 1 Fire Drill per term. 

Dates of completed Fire Drills are recorded on the Live Register in GETNS 
school office.  

Recording of Fire and Evacuation Drills 
Evacuation drills should be conducted to familiarise staff in the procedures to be 
followed in the event of an emergency and to identify potential difficulties and 
needs whether in terms of procedure, technique, special equipment or escape 
routes. Drills should be conducted in conjunction with the Fire Safety Manager 
and the Department of Education appointed fire safety consultant AFEC 
International if required. 

Following any fire or evacuation in the building a record should be made in 
the relevant Fire Safety Register with the purpose of identifying problems or 
difficulties encountered. An Incident Reporting Form may also need to be 
completed if required. 

All staff are required to participate in fire drills. 
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APPENDICES 
Appendix A – GEEP  

(Generic Emergency Evacuation Plan) 
 

Galway Educate Together Generic Emergency Evacuation Plan. 

Purpose: 

The purpose of a Generic Emergency Evacuation Plan (GEEP) is to enable 
visitors to the building with restricted mobility or those who may not be 
able to evacuate unaided to become familiar with the layout, evacuation 
procedures, available equipment, and communication devices. NB:  It is 
strongly recommended that persons with a disability of any kind advise 
reception on arrival at the school. The Fire Safety Manager will be 
notified of the person's presence in the school and their specific needs 
in the event of a fire evacuation. 

The Building: 

Galway Educate Together comprises two buildings joined by a corridor- the 
single storey original building and the new part of the building which has two 
floors.  

The first floor in the new building is accessible by using the lift. Emergency 
use of this lift is not possible during an evacuation. 

Safe refuge areas are available in all stair cores on the upper floor and an EVC 
System (Emergency Voice Communication System) which links directly to the 
reception / security is also provided. (see floor plan below). 

 

Action required on hearing the fire alarm: 

If able, you should leave the building immediately by the nearest fire exit as 
per fire evacuation plan attached and report to the assigned assembly point 
at the rear of the building. 

If you are unable to evacuate the building unaided, please proceed to one of 
the safe refuges located in each stair core as per Fire Escape Plan attached. 

An EVC System (Emergency Voice Communication System) is available in 
each safe refuge. Use this to contact the reception / security team and notify 
them of your location, details of which are printed on the front of the panel. Full 
details on how to use the emergency call point are also provided in the safe 
refuge. 
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Fire Escape Plans 

Fire Escape Plans are located throughout the school building. These plans 
provide indication of your current location (You are Here), escape routes, final 
exits, and assembly point. Please familiarise yourself with relevant escape 
routes, exit locations and evacuation equipment locations. See also Fire 
Evacuation Plan below. 

 
NB: Once you have reached the assembly point at the rear of the 
school (location as per Fire Escape Plan) , please make yourself known 
to one of the secretaries ( Fire Warden) or the Fire Marshall ( Francis 
Duggan: Principal). 
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Appendix B – PEEP  

(PERSONALISED EMERGENCY EVACUATION PLAN)  
 

Where a pupil or staff member has been identified as requiring 
assistance to evacuate the school building a PEEP will be prepared. 

 

Name of person needing assistance 
in the case of emergency evacuation:  
 

 

Where is this person most likely to 
be in the school? 
 

 

Names of those that this person is 
working with:  
 

 

Nearest escape routes? 
( See evacuation plan) 
 

 

Names of persons who are both 
trained and  assigned to helping this 
person in the case of an emergency 
evacuation: 

 

Specialist equipment that is required 
to safely evacuate this person: 
 

 

Is there any special way in which this 
person needs to be alerted to the 
need for an emergency evacuation: 
( eg: lights, visuals, vibrating 
pager.etc) 
 

 

Any other relevant information: 
 
 
 
 
 
 
 

 



29 
 

Appendix C - WELFARE PLAN  

(SAFE DISTRIBUTION OF STUDENTS TO PARENTS) 
 

The Welfare Plan is only activated by the Fire Marshall/Fire Manager (Principal) 
after consultation with the Fire Services.  

 

The purpose of Welfare Plan is to ensure the safe distribution of children to their 
parents: 

 

1. Once fully assembled, the Fire Marshall will await instructions from the 
Fire Service on when to trigger a safe distribution of children to their 
parents.  

2. The Care-Taker needs to confirm that the gates through St. Joseph’s 
Special School are unlocked.  

3. Principal will bring school laptop and mobile phone in case internet 
coverage is hampered. A Text Alert will be sent to parents: 

“GETNS has been evacuated due to fire. Your child/ren are being 
assembled along Thomas Hynes Road for safe & orderly collection. 
Please do not enter Moyola Lane/school campus.” 

4. Once this text has been sent, the Fire Marshall/Manager gives the 
instruction to teachers to lead their classes from the LHS of the Assembly 
Area through St Joseph’s Special School campus to Thomas Hynes 
Road.  

5. Classes will walk quietly while maintaining a single file along the road.  
6. All staff need to be vigilant around road safety. Children will need to walk 

along the innermost side of the footpath.  
7. Once all children are assembled, teachers will wait for parents to park 

alongside the foot path to collect their child/children.  
8. Once children have been distributed safely to their parents, the Fire 

Marshall will seek advice from the Fire Service on staff accessing cars 
from car park.  
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Appendix D: Evacuation maps. 

 

Figure 1: Original building 
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Figure 2: New Building, Ground Floor 
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Figure 3: New Building, First Floor 

 

 

 

  



33 
 

References:  

Available upon request: 

 

Fire drill report: May 4th, 2023. 
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