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Emergenéy evacuation plan is a part of AFIA Health and Safety Policy.

Objective:

AFIA is committed to ensure that, in the event of an emergency incident affecting the school, the
school will provide an effective response to minimise the impact of the emergency.

Guidelines:

An emergency incident can be an unexpected event which affects the school community and may
cause disruption on a scale which is beyond the normal coping capability of the school. The
following are examples of emergency incidents which may impact on the school and require
activation of the emergency plan.

e Afire within the school or nearby premises

e Aserious accident/incident involving children and/or school staff.
e Chemical or toxic substances are released on or off site.

e Severe weather conditions such as heavy rain or sandstorm etc.

Fire Drills:

AFIA practices a full emergency evacuation on a regular and routine basis and at least one fire drill
is being conducted at regular intervals. A drill is undertaken at the beginning of the academic year
to enable new pupils and staff to hear the alarm and practice an evacuation.

The fire alarm is activated in an assembly at the start of the new academic term to help prevent
any new younger children being frightened by the alarm. In addition, notices detailing evacuation
procedures are being clearly displayed around all premises. They are concise and non- conflicting,
specific escape routes are mentioned. The drill is designed to fully assess the formulated practices
and procedures and therefore, where possible, prior warning is not given.

It is considered good practice to vary the times when a fire drill is conducted and to occasionally
restrict access through a corridor or escape route, as if blocked by fire, so that the drill doesn't
become too regimented. Consideration is also given to undertaking a drill at significant times of
difficulty e.g. break time, school opening and closing times, immediately after holidays etc.

Evacuation procedures:

Following guidelines should be followed in case of a fire drill or in case of any emergency that
requires evacuation. All staff should be aware of their nearest exit, not only in their classrooms but
other areas of the school. Fire Evacuation notices and plans should be in place in all areas of the
school. All staff should take time to familiarize themselves with these plans.

On hearing the fire alarm, following procedures/duties will be followed:

1. Teaching staff
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1. On hearing the fire alarm, the teacher managing the class will take the students through the
nearest fire exit.
Students must evacuate the building in silence.
No one should stop collecting any belongings.
If possible, switch off any electrical equipment.
Close any doors to the areas close to the fire.
Students must be evacuated to the nearest assembly point.
. Staff will check attendance and immediately inform administration of any missing children.
. Any staff that has a non-contact period at the time of fire alarm will immediately leave the staff
room and assist other teachers in evacuation.

2.Administrative Staff

In case of a real fire, HOS will instruct the secretary to contact the fire department. In all cases of
emergency evacuation, the admin supervisors will distribute the attendance registers to the class
teachers at the assembly points.

3. Senior Leadership Team

SLT will monitor the evacuation of the premises from the assembly points. When the headcount
has been completed, the Fire drill in charge will inform SLT that that everyone is present.

4. Fire drill in charge

Fire drill Incharge and DSL will check the following areas:

1. Visually check the buildings, student toilets, staff toilet, PE hall etc.
2. SLT will be informed that all buildings are clear.

3. Fire drill Incharge will monitor the school main entrance to wait for the fire brigade and to
ensure no unauthorized persons enter the premises.

4.No one may re-enter the buildings until they have been given all clear by the SLT in the case of
a fire drill or Fire Officers, in the case of a fire.

5. Support services officer:
Support services officer will ensure the following at all times:
a) Key Escape Routes

e All areas have direct escape routes to the assembly points.

e Fire exit signs are posted on all exits.

e All exits are kept unlocked and clear of obstructions.

e There is emergency lighting on key routes throughout the building. These are tested on a
regular basis.

b) Fire Fighting Equipment
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e Fire extinguishers are checked on a rota basis for functionality.
e Check expiry dates and serviced annually.
e Staff are trained in the use the fire extinguishers.

¢)Assembly Points

e Assembly points are clearly labeled, preferably near the school gates.
e Assembly points should not be the same as fire engine access.

d) Personal Emergency Evacuation Plans

Individual emergency evacuation plans for children with a disability are put in place after
consultation with the staff involved.

Crisis and emergency Response Policy

AFIA is committed to ensure that, in the event of an emergency incident affecting the school,
the school will provide an effective response to minimise the impact of the emergency.

Objective:

The objective of the crisis and emergency response policy is to identify and respond to
emergencies by outlining the responsibilities and duties of the school management and the
staff. Developing, maintaining, and exercising the policies allows the staff to act quickly and
knowledgably during an emergency or crisis. This plan provides parents and other members of
the community with assurances that AFIA has established guidelines and procedures to respond
to a crisis/femergency in an effective way.

Preparedness for a crisis/emergency:

The school administration will ensure preparedness for emergencies through the following
steps:

1. Appoint a crisis response team that acts as a first responder for school emergencies and
assists the administration in developing and implementing emergency plans.

2. Ensure efficient monitoring and supervision of school gates.

3. Administration staff at the reception should identify and record details of visitors to the
school.

4. Monitor and close all doors from inside (Do not lock or chain the doors).

Emergency telephone numbers

e Police/ civil defense :999
e Kahramaa emergency number: 991
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e Emergency team hotline of MOE 44045999

Crisis response team
The members of crisis response team are:

Director

HOS

DH

Student Affairs

Secretary
. Designated safeguarding Lead
. Admin supervisors

Following are the guidelines for emergency/crisis situations:
1. Unidentified person inside the school building:

e All Staff have the responsibility of identifying any visitor or adult in the school who does
not have the visitor card.
Identify the issue of the unknown person and his location.
Identify the nature of his/ her work.
Ask him/ her to show his/ her identification card.
Ask him/her to go to the administration building.
If she/ he refuses to leave, alert the admin or Social Worker.
The administration will check the purpose of the visit and if there is no acceptable reason
for such a person’s presence in the building, ask him/ her to leave the premises. If she/he
refuses to leave:

I. Call the Police 999
I1. Provide a description of the suspect.

2. Short — Circuit Electrical Fault / Water and Gas leak:

Notify the support services officer to evaluate the issue and call the Civil Defense Department
999 or Kahramaa 991, if necessary.

Call the Crisis and Emergency Management Committee of the Ministry of Education and
Higher Education 44045999.

Teachers and students should remain inside their classrooms, keep calm and continue lessons,
unless asked to evacuate.

Do NOT turn on any light switch, electrical outlet, or appliances in case of short circuit or gas
leak.

Do NOT re-enter the building without permission from the Civil Defense Department or the
crisis response team.

Call the Crisis and Emergency Management of the Ministry of Education and Higher
Education 44045999.
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3- Earthquakes/ Landslides (Partial or Full)

e Cut the main power supply of electricity.

e Emphasize that students and employees in the building should drop immediately to the floor,
take cover under sturdy desks, or stay at the corners and hold to firm objects, and the need to
protect their heads and faces.

e Emphasize staying away from walls, mirrors, closets and windows.

e Emphasize staying in the beginning of the stairwell in multi-floor buildings and NOT using
elevators under any circumstance.

eEmphasize on staying as much away as possible from electrical cables and not touching such
cables.

e Call the police, Civil Defense and ambulance and provide them with the available information.
e Call the clinic nurse and individuals with first-aid training.

e Try to calm down students and employees and separate them from injured cases.

e Ensure the school’s exits and entrances are clear for ambulance access.

4- Severe Storm (Internal Protection):

e Prevent students from leaving the school building unless requested by the parents.

e Bring all employees and students inside the school building if they are outside.

e Confine activities and PE classes inside the classrooms.

e Make sure that the doors and windows are firmly shut.

e Partially switch off air conditioners and monitor the dispersal of dust and the ventilation filters.

e Communicate with the clinic to check students with respiratory diseases and distribute masks to
them.

e Communicate with competent authorities to get information about the storm and its
ramifications.

¢ Shut the school gates and prevent vehicles from moving in case of reduced visibility to prevent
accidents of running over pedestrians.

e Remove any furniture/ equipment that might be lifted-off by the wind and cause injuries.
e Call the nurse and individuals with first-aid training.
¢ Try to calm down students and employees and separate them from injured cases if any.

e Ensure the school’s exits and entrances are clear for ambulance access.
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5- Heavy.Rain

In case the building is damaged (electrical fault or collapse in the school because of rain), take the
following actions:

e Alert support services officer.

e Call the Civil Defense and the Crisis and Emergency Management Committee of the Ministry of
Education and Higher Education.

e Activate evacuation plan immediately.

e Take attendance and transfer students to the nearest safe school or location near the school or
building.

e Wait until you receive further instructions.

In case the building is damaged in the external environment surrounding the school, take the
following actions:

e Keep students inside the classroom and continue classes and activities.

e Raise alert level and Contact the Crisis and Emergency Management Committee of the Ministry
of Education and Higher Education.

e Wait until you receive further instructions.

6- Sudden Epidemic or Disease Breakout
e Call an ambulance providing them with the number of cases and with their information.

e Call the Crisis and Emergency Management Committee of the Ministry of Education and Higher
Education.

e Call the clinic nurse and individuals with First-aid training.

e Try to calm down students and employees and separate them from infected cases.
e Ensure the school’s exits and entrances are clear for ambulance access.

e Investigate in cooperation with the concerned authorities.

7- Mass Poisoning

e Call an ambulance providing them with the number of cases and the type of poisoning cases if
possible.

¢ Call the Crisis and Emergency Management Committee of the Ministry of Education and Higher
Education.

e Call the clinic nurse and individuals with First-aid training.

¢ Close and seize the source of poisoning; Make sure the source is NOT used across the school.
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e Confiscate and provide samples of poisoned food / water to the competent authorities and request
examination report.

e Try to calm down students and employees and separate them from infected cases.
e Ensure the school’s exits and entrances are clear for ambulance access.

e Conduct an investigation in cooperation with the concerned authorities.

8- Acts of Sabotage \ Terrorist attack/violence

e Call police immediately 999 assessing the situation to determine the method of intervention
and action.
Call the Crisis and Emergency Management Committee of the Ministry of Education and
Higher Education.
Evacuate the building completely or isolate students from places of riots and terrorism.
Try to calm down students and employees and separate them from injured cases to avoid
psychological trauma.
Seek protection on the opposite side of the school or building.
The internal safety and security team should control the situation as much as possible.
Evacuate all the individuals in places even though not crossing the scene for safety purposes.
Ensure the school's exits and entrances are clear for ambulance and police access.
If the threat persists, emphasize on keeping everyone inside the school and NOT evacuating
students or employees until the competent authorities arrive at the site and confirm it as
secured.

9- Child Missing\ Abducted

e Call the police and be ready to provide a description of the child\ abductor including a
description of the child's \ abductor's attire.

e Call the parents of the abducted\ missing child by the authorized person.

e Cooperate with the police investigations.

10- Death of a School Member
Staff Responsibility

e Alert SLT and secure and isolate the area.
e Move students quietly away from the area and discourage discussions.
¢ Identify distressed students in need of immediate support.

SLT Responsibility

¢ Call the police.

¢ Isolate the area and call the Crisis and Emergency Management Committee of the Ministry
of Education and Higher Education.

e Assist the police and local authorities to assess the situation and cause of death.
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11- Fire ihcidents

A) Fire in Multiple rooms

Call the Civil Defense Department and Crisis and Emergency Management Committee of the
Ministry of Education and Higher Education.

Evacuate the floor where the fire is located and the floor above and check attendance.

Cut the power supply to air conditioners.

Direct the fire brigade teams to deal with the incident.

Provide medical assistance to the injured if needed.

Reassure students and employees.

Report to the Crisis and Emergency Management Committee of the Ministry of Education and
Higher Education.

B) Limited fire

Call the Civil Defense Department and Crisis and Emergency Management Committee of the
Ministry of Education and Higher Education.

Evacuate the room and two other rooms on each side on the same floor as well as the room
located above.

Cut the power supply to the entire floor and air conditioners.

Direct emergency team to tackle the incident.

Provide medical assistance to the injured if needed.

Reassure students and employees at school.

Follow the Civil Defense instructions and recommendations.

C) Large Fire in the Building

Call the Civil Defense Department and Crisis and Emergency Management Committee of the
Ministry of Education and Higher Education.

Cut the main power supply and evacuate the building completely.

Extinguish fire with the available means.

Provide medical assistance and care to the injured if possible until the ambulance arrives.

Try to calm down students and employees and separate them from injured cases to avoid
psychological trauma.

Ensure the school's exits and entrances are clear to facilitate rescue operations and prevent
gathering at the doors.

D) Fire at an adjacent building posing threat of spreading to the school

e Call the Civil Defense Department and the Crisis and Emergency Management Committee of
the Ministry of Education and Higher Education.

e Cut the power supply to the building.

e Reassure students and employees at school.
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e Follow the Civil Defense instructions and recommendations.

Emergency response procedures:

Following procedures will be followed as response to an emergency or crisis :
1. Evacuation

2. Lock out

3. Seek shelter

4. Seek Safe Area

5. Prompts: Drop, Cover and Hold.

1. Evacuation:

Evacuation guidelines given in section 3 should be followed in case of a fire or in case of any
emergency that requires evacuation. All staff should be aware of their nearest exit, not only in their
classrooms but other areas of the school.

Fire Evacuation notices and plans should be in place in all areas of the school. All staff should take
time to familiarize themselves with these plans.

2. Lock down

Lock down is used to protect building occupants from potential dangers in or outside the building
When the announcement is made; follow the following procedures as precaution:

¢ Confine students in the classes immediately.
¢ All windows and doors should be shut and locked, and none of it should be left open for any
reason.
Display the Emergency Procedures Guide at the door/window to indicate the followings:
a) Red: injured person/ missing students
b) Yellow: Help is needed
c) Green: all students are safe and accounted for.
Cover all openings in the room including doors and windows if possible.
Stay away from all doors and windows and move students to the interior walls and sit on the
floor.
Switch lights off.
e Be calm and wait for further instructions.

3. Seek shelter

Seeking shelter is used for protection from gas or chemical emissions. When the announcement is
made; follow the following procedures as precaution:

¢ Shut all windows and doors using tape and seal the gap between the bottom of the door and floor
using coats, blankets or rugs.
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e Turn off heating, ventilation, and air conditioning systems.

e Seek Safe area:

e Used during severe weather conditions When it is announced, or the alarm is set off:
e Take the nearest, safest route to shelter in designated safe areas.

e Take the Emergency Procedures Guide and take attendance of students.

¢ Help individuals who need special assistance. e

e Do NOT stop to take student/ staff belongings.

e Shut all the doors.

e Remain in a safe place until the situation is announced safe.

4. Prompts: Drop, Cover and Hold

These are used in earthquakes or other dangers to the building or immediate surroundings. When
the prompt are given:

DROP- to the ground take shelter under a nearby desk or table far from the windows
COVER- your eyes by leaning your face against your arms.

HOLD- on to the legs of any table or desk and stay where you are.

Help individuals who need special assistance.

Wait for further instructions.

Personal Emergency Evacuation Plans (PEEP) :

As AFIA takes its obligations to fire safety extremely seriously, a PEEP is in place which is a plan
for a staff/student who may need assistance, for instance, a student with impaired mobility, to
evacuate a building or reach a place of safety in the event of an emergency such as:

a) Mobility impairment
b) Sight impairment

c) Hearing impairment
d) Cognitive impairment

Sometimes the requirement for a PEEP may be temporary, for instance, someone who is using a

wheelchair because of a broken leg or someone in the late stages of pregnancy. It is the
responsibility of the school nurse to identify individuals who may require a PEEP and to implement
the PEEP assessments.

Based on the nurse advice, DSL will develop a plan which will:

Identify specific evacuation routes where appropriate.

Identify refuge areas and specific evacuation procedures.
Identify specialist equipment such an evac-chair that is needed.
Identify staff responsibilities and training requirements.
Identify any building adaptations that are required.
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Vision: Leading in education, with an Islamic identity, according to locally and internationally approved standards.




