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1.What is the policy about? 
East Sussex School of Circus Arts takes its duty of care to its workers e.g. contractors, 
agency staff, interns, trainees, volunteers and visitors to East Sussex School of Circus Arts 
premises and members of the public affected by the activities and undertakings of the 
organisation staff and volunteers very seriously. It accepts a legal and moral responsibility to 
take all reasonable steps to ensure their safety and that of anyone affected by our activities 
and undertakings. This policy sets out how East Sussex School of Circus Arts complies with 
the Regulatory Reform (Fire Safety) Order 2005. 

2.What is the policy for? 
This policy covers anyone lawfully on East Sussex School of Circus Arts premises and any 
person in the immediate vicinity of our premises who is at risk from a fire on the premises. It 
relates to office premises and service delivery venues, where v has day to day control of the 
premises. Specific requirements for residential accommodation where East Sussex School 
of Circus Arts is considered the ‘responsible person’ are found at Appendix 1. 

3.Policy statement 
East Sussex School of Circus Arts recognises its responsibility for ensuring, so far as is 
reasonably practicable, the health, safety and welfare of all who may be affected by our 
work. In accordance with the Regulatory Reform (Fire Safety) Order 2005 (RRFSO) a 
‘responsible person’ will be appointed at all premises where Acting Moon Events has a 
responsibility for risk management. The ‘responsible person’ will ensure all relevant 
requirements of the RRFSO are implemented and maintained. 

4.Definitions 
Term Meaning

Responsible person In accordance with legislation a ‘responsible person’ must be 
appointed to ensure all fire safety obligations are met. In 
most circumstances this will be the most senior manager at 
the location but may not be a East Sussex School of Circus 
Arts manager if the service is hosted by another organisation 
or premises safety is 

managed by a landlord.

Competent Person A trained Fire Safety and Fire Safety Systems specialist with 
independent registration with, or certification from, a 
professional or certification body with sufficient professional 
indemnity insurance and public liability insurance. Details of



5.Policy requirements 
5.1. Responsible person 

It is essential that the Service Manager secures a clear agreement and 
understanding of who is the responsible person at the outset of any arrangement to 
occupy a building for service delivery or administration. 

5.2. Risk Assessment 
It is a legal requirement to carry out a suitable and sufficient Fire Risk Assessment. 
This duty lies with the responsible person and must be carried out by a competent 
person. 

In premises where East Sussex School of Circus Arts is ‘the responsible person’ a 
risk assessment by a suitably trained and competent person must be arranged and 
paid for by the local service. When the Service Manager receives the Risk 
Assessment it must be reviewed for any actions necessary and ensure they are 
completed within deadlines set by the competent fire safety assessor. Further 
support on understanding or carrying out actions can be attained from the East 
Sussex School of Circus Arts H&S Team. 

If there are no significant changes, the risk assessment must be reviewed internally, 
with support from the H&S Team, at least annually. Every five years, the risk 
assessment must again be undertaken by a competent person who will consider any 
changes in regulations, suitability of fire escape routes and assembly points, as well 
as the condition of any measures in place to prevent the spread of fire and smoke eg. 
fire doors. 

Where v is working in premises controlled by another organisation, managing agent 
or landlord, the Service Manager must see the current Fire Risk Assessment, share 
the relevant content with anyone using the premises for East Sussex School of 
Circus Arts business and 

reputable Fire Safety companies are available from East 
Sussex School of Circus Arts Facilities.

Service Manager The East Sussex School of Circus Arts manager with 
responsibility for management of the service, regardless of 
job title.

Service User A person receiving a service from East Sussex School of 
Circus Arts irrelevant to the term used for specific services 
eg. participants, learners, pupils, clients.



raise any concerns regarding fire safety with the responsible person. An annual 
request must be made to view (or have copy) of the Fire Risk Assessment. 

5.3. Personal Emergency Evacuation Plans 
PEEP is a Personal Emergency Evacuation Plan. It is a bespoke 'escape plan' for 
individuals who may not be able to reach an ultimate place of safety unaided or 
within a satisfactory period of time in the event of any emergency. Those who may 
need a PEEP include staff and regular service users with: 

• Mobility impairments 
• Sight impairments 
• Hearing impairments 
• Cognitive impairments 
• Other circumstances 

A temporary PEEP may be required for: 

• Short term injuries (i.e. broken leg) 
• Temporary medical conditions 
• Those in the later stages of pregnancy 

If someone is likely to need assistance in evacuating the building, it is their 
responsibility to inform the Service Manager. For regular service users this must be 
identified during referral or induction/welcome. The underlying question in deciding 
whether a PEEP is necessary is "can you evacuate the building unaided, in a prompt 
manner, during an emergency situation?" If the answer is "no", then it is likely that a 
PEEP is needed. 

The PEEP must be shared with Fire Marshals and the Responsible Person (where 
this is not the Service Manager). 

5.4. Fire Marshals 

In premises where East Sussex School of Circus Arts is the sole occupant the 
Service Manager must ensure Fire Marshals are appointed. The number required 
and their role will depend on the fire risk assessment. In some small services, it 
may be sufficient to have one Fire 



Marshal ‘on duty’ but consideration must be given to cover for absences and 
therefore, a minimum of two trained employees to cover the role will be required. 
East Sussex School of Circus Arts Education services are required to appoint a 
minimum of two fire marshals to be appropriately trained per site location. 

In buildings where v shares the premises with other organisations and is not 
considered ‘the responsible person’, the Service Manager must liaise with the 
responsible person to assess whether East Sussex School of Circus Arts requires 
designated Fire Marshals for the area of the building occupied by the service. 

Fire Marshals play an important role in fire prevention and supporting the fire risk 
assessment process. The Service Manager must liaise with fire marshals and any 
changes to the risk assessment, policy or procedure shared promptly. 

Should a nominated fire marshal leave the services of East Sussex School of Circus 
Arts, there is an essential requirement for the Service Manager to immediately 
identify a new staff member to take on the fire marshal role. 

Fire Marshals must undertake essential training relevant to their role. Where fire 
marshal training is available through host organisations and landlords this should be 
undertaken to ensure any issues specific to the premises are understood ie. fire 
escape routes, location and use of fire fighting equipment, assembly point and roll 
call procedures. 

Practical, on or off site based fire marshal training, delivered by a reputable company 
is highly recommended. For low risk services, an online course - repeated annually - 
is available by contacting the East Sussex School of Circus Arts H&S Team. 

5.5. Provision of information 
It is the service manager’s responsibility to ensure all staff are provided with fire 
safety information during induction. Fire safety information for managers is available 
from the H&S Team and guidance provided during annual H&S service visits/
inspections. 

Evacuation plans must be displayed along with how to contact emergency services 
and adequate exit and directional signs must be in place. 



Service users and any other visitors to the premises must be made aware of fire 
safety information and a record of visitors must be kept to inform an assembly point 
roll call in the event of an evacuation. 

Where East Sussex School of Circus Arts services share a building with other 
organisations the Service Manager is responsible for sharing fire safety information 
with other occupants and their own team. 

5.6. Fire drills 
In office premises, service delivery venues and all education based sites, fire drills 
must be arranged, as far as is reasonably practicable, on different days and times to 
include staff with different work patterns. This is to help ensure awareness of the 
process amongst all staff. 

Fire drills must be conducted at least annually and records kept. Termly fire drills are 
required for all education based venues. In premises where East Sussex School of 
Circus Arts does not arrange and control drills, Service Managers should ensure a 
Fire Safety discussion and evacuation walk through is conducted at six monthly 
intervals between fire drills to ensure staff knowledge and understanding is 
maintained and give any new staff the opportunity to experience a drill within their 
first six months. 

5.7. Assembly points 
It is an essential requirement to identify a suitable fire assembly point. Fire assembly 
points should ideally be sited away from the immediate premises and be large and 
safe enough to accommodate all site personnel and visitors. Fire assembly points 
should always be clearly communicated, correctly signed and the area kept free at all 
times. 

Fire drills are a good way of identifying any risks with the assembly points. Any 
concerns must be raised with the responsible person (whether East Sussex 
School of Circus Arts or other organisation/person). 

5.8. Fire safety equipment 
All premises must have a means to raise the alarm with sufficient lighting for 
emergency evacuations. Whether fitted and automatic emergency lighting and alarm 
are required will be identified during the risk assessment process. 



Fire alarm systems and emergency lighting must be tested weekly and records kept 
and maintained. Any false alarms and faults must also be recorded in the Fire Log 
Book. Fire alarm systems must be serviced (and any necessary maintenance carried 
out) annually. 

Extinguishers must be serviced annually with a record of the service made in the Fire 
Log Book and a maintenance label affixed to the Fire Extinguishers. 

6.Related policies 
• East Sussex School of Circus Arts Risk Assessment and Management Policy 
• East Sussex School of Circus Arts Induction Policy 

7.Appendices 
Appendix 1 

Fire Safety in residential dwellings 
Fire Safety Policy 

 

There are several important pieces of legislation which impact on fire safety within dwellings, 
some affect all dwellings irrespective of the layout or how it is occupied. Some legislation 
only applies to certain parts of the building. In the main, the legal duties are imposed on the 
landlord and are set by the Department of Communities and Local Government in 
regulations. 

It is usual for v to be working with a landlord to provide accommodation. It is essential that it 
is clarified in any agreement, which organisation holds the legal responsibilities and how they 
will be met. 

Any East Sussex School of Circus Arts service providing residential accommodation to either 
staff or service users must ensure properties meet the requirements the relevant legislation. 

Service managers must ensure the East Sussex School of Circus Arts H&S Team is aware 
of the service, properties and operating arrangements. The service will receive an internal 
compliance visit which will include some or all of the properties. 

Further information on landlord duties can be found at the Residential Landlords Association 
website and from the East Sussex School of Circus Arts H&S Business Partner. 



Appendix 2 

Fire Marshal duties 
Fire Safety Policy 

 

The main duties of the fire marshal depend on the fire risk assessment but generally include; 
• identify fire hazards at their workplace 
• note and report hazards to the appropriate person 
• ensure that escape routes are kept clear and can be used effectively at all times 

If a fire is discovered, fire marshals will: 

• check that the alarm has been raised by somebody and emergency services called 
(where necessary) 

• check that any equipment has been made safe (where relevant) 
• evacuate people from the area involved or designated zone , including toilets and 

cupboards where safe to do so 
• ensure that anyone with a PEEP is provided with required assistance 
• fight the fire with appropriate extinguishers if is safe to do so and necessary to clear 

an escape route 
• extinguish a small fire eg. in a waste paper bin, where it is safe to do so 
• go to assembly point and support roll call procedure 
• liaise with Fire & Rescue Service 

Fire Marshals are not expected to place themselves at risk in any way when carrying out 
their duties or delay evacuation. 



Annex 1: Equality Impact Assessment 
East Sussex School of Circus Arts is committed to always: avoiding the potential for 
unlawful discrimination, harassment and victimisation; advancing equality of opportunity 
between people who share a protected characteristic and those who do not; and, foster 
good relations between people who share a protected characteristic and those who do not. 

An Equality Impact Assessment (EIA) is a tool for identifying whether or 
not strategies, projects, services, guidance, practices or policies have an 
adverse or positive impact on a particular group of people or equality 
group. While currently only public bodies are legally required to complete 
EIA’s, East Sussex School of Circus Arts has adopted the process in line 
with its commitment to continually improve our equality performance. 

1. Summary 
This EIA is for: Fire Safety Policy

EIA completed by: Renato, Head of Health & Safety

Date of assessment: January 2020

Assessment approved by: N/A

Objectives and intended outcomes

This EIA has been completed in order to ensure that the implications and 

potential impact, positive and negative, of the East Sussex School of 

Circus Arts Fire Safety policy for all staff have been fully considered and 

addressed, whether or not the staff members share a protected 

characteristic.



2. Potential Impacts, positive and negative 
Equality Area Positiv

e
Neutra
l

Negativ
e

Summary

Age The policy apples equally 

to all members of staff 

regardless of age. It’s not 

considered that the policy 

includes any guidance or 

rules that may impact 

either positively or 

negatively on any 

member of staff because 

of their age.

Disability The policy apples equally 

to all members of staff 

regardless of health/

disability. It’s not 

considered that the 

policy includes any 

guidance or rules that 

may impact either 

positively or negatively on 

any member of staff 

because of their 

disability.

Pregnancy & 

Maternity/

paternity

It’s not considered that the 

policy positive or 

negatively impacts on 

pregnant women or on 

staff on maternity or 

paternity leave,.

!

!

!

!

!

!

!

!

!
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Race (incl. origin, 

colour and 

nationality)

The policy apples equally 

to all members of staff 

regardless of their race, 

origin, colour or nationality. 

It’s not considered that the 

policy includes any 

guidance or rules that may 

impact either positively or 

negatively in these 

respects.

! !!



3. Negative impacts and mitigations 

Gender and 

Gender Re-

assignment

The policy apples equally 

to all members of staff 

regardless of their gender 

at any given time. It’s not 

considered that the policy 

includes any guidance or 

rules that may impact 

either positively or 

negatively on any member 

of staff because of gender.

Sexual Orientation The policy apples equally 

to all members of staff 

regardless of their sexual 

orientation. It’s not 

considered that the 

policy includes any 

guidance or rules that 

may impact either 

positively or negatively on 

any member of staff 

because their sexual 

orientation.

!

!

!

!

!

!

Negative Impact Mitigation Owner



11 of 11


