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1.   INTRODUCTION

This plan has been prepared to ensure orderly and complete evacuation of [insert school name] whenever an emergency occurs or the fire alarm sounds.  

The primary objectives of this evacuation plan are to ensure that: 

(a) Everyone leaves the building safely and goes to the agreed assembly point;
(b) A procedure to safely evacuate individuals who cannot negotiate stairs is in place; 

(c) Building occupants are accounted for after an emergency evacuation; 

(d) Personnel are selected among building occupants and assigned functions to ensure Plan objectives are met. 

For the purpose of this Plan, the following are emergencies for which a total or partial evacuation of a building is necessary.

(a) Explosion;
(b) Fire;
(c) Bomb threats;
(d) Release of hazardous chemical substances which threaten human health;
(e) Building air contamination;
(f) Compromised structural integrity;
(g) Hostile activities;
(h) Medical reasons (epidemic viruses, etc.).
The Plan should be updated and exercised by conducting evacuation drills at least twice annually.

2.   EVACUATION PROCEDURE

2.1 Overview

Occupants will be notified of the requirement to evacuate by activation of the fire alarm system.
At the sound of the fire alarm or on being given instructions to evacuate, it is the responsibility of all building occupants to evacuate immediately and proceed to predetermined assembly points, away from the building.

Building occupants are also responsible for ensuring that their visitors follow the evacuation procedure described herein, and leave the building along with all other occupants. 

Contract workers will be made familiar with the procedures outlined herein and are expected to leave the building when the alarm sounds.

2.2   Evacuation instructions

(The following may be adapted to meet the specific school requirements)

When the fire alarm sounds or an instruction is given to evacuate the building in response to an emergency: 

(a) Do not panic;

(b) Do not ignore the alarm;  

(c) Follow the instructions of the Fire Wardens and/ or teachers;

(d) Leave the building immediately, in an orderly fashion using the nearest evacuation route;

(e) Close doors on the way out;

(f) Shut off all electrical equipment if the situation allows;

(g) Do not use elevators;

(h) Do not go back to your office/ classroom for any reason;

(i) Proceed to the designated emergency assembly point. If the designated assembly point/area is unsafe or blocked due to the emergency, proceed to the alternate assembly point;

(j) Report to your Fire Warden and/ or teacher at the assembly point;

(k) Return to the building only after emergency officials or head teacher give the all-clear signal. Silencing the alarm does not mean the emergency is over.
2.3   Notes and precautions

Small fires can be extinguished only if you are trained to use a fire extinguisher. However, an immediate readiness to evacuate is essential.

All fires, even those that have been extinguished, must be reported to Safety and Security Officer in your Field and the local Fire Department [numbers] .
Never enter a room that is smoke filled. Never enter a room if the door is warm to the touch.

Remember the simple acronym “RACE”!

R    Remove people from immediate danger.
A    Alarm. Sound the alarm and alert the Fire department by calling [number]
C    Confine fire and smoke. Close doors and windows if safe to do so.

E     Evacuate. Evacuate to the Assembly Area.
2.4   Evacuation routes and assembly area(s)

Evacuation routes and fire exits are marked in the floor plans (annex A.). Assembly areas are marked on the site plan and listed below (annex B).

2.5 Procedure for persons needing assistance to evacuate

Any person unable to use stairs or needing assistance to evacuate should be assisted under the supervision of the Fire Warden and/ or other staff member.  Fire Wardens and teachers will ensure emergency response and rescue personnel are notified if someone is in need of further assistance.  

3.   RESPONSIBILITIES

All staff have responsibilities under the Evacuation Plan as listed below.  

For the purpose of this plan, Fire Wardens and their alternates are regular staff who have been selected to ensure that building evacuation is carried out as planned. Evacuated building occupants are directed to assigned assembly points where they will be accounted for, and persons needing assistance to evacuate are attended to.   

Fire Emergency Wardens are selected from among building occupants, and are appointed on a voluntary basis. Those who play key roles in the Fire Emergency organization are listed in annex C and their corresponding duties are listed below:

	Personnel
	Duties

	Staff
	· Be familiar with the building Fire Safety Plan and the Emergency Evacuation Plan

· Be prepared for fire and other emergencies at all times

· Stay calm and do not panic during an emergency

· Cooperate with Fire Wardens – follow instruction

· Know the location of fire alarm manual break glass units and fire fighting equipment

· Know location of emergency exits and assembly points

· Know the emergency contact numbers

· Treat every alarm as an emergency

· Do not attempt to remain in, or return to, an evacuated area

· Do not use the elevator

· Proceed directly to the assembly area and remain their until instructions are given

· Inform Emergency Medical Services and/ or First Aid trained staff of trauma or medical cases



	Fire Safety Focal Point (for example FSO or SSO)
	· Coordinating fire safety issues with facilities managers, host country authorities and organization management.

· Coordinating fire safety inspections, fire safety risk assessments and recommending remedial fire safety measures.

· Assist in preparing the Fire Safety Plan and Emergency Evacuation Plan.

· Nominating and training Fire Wardens as part of the Fire Safety Plan.

· Ensuring that a competent certified entity conducts periodic maintenance of fire safety and fire fighting systems, where available.

· Advise for rehearsing the building evacuation plans through regular drills as required by the UNRWA Field.

· Briefing and training personnel on fire safety.

· Monitoring adherence to fire safety policy.

· Advising management on all aspects of fire safety.

· In the event of a fire or an emergency evacuation, providing advice and coordination in accordance with the Fire Safety Plan and Emergency Evacuation Plan.


	Building  Fire Warden
	· The Building Fire Warden shall be fully conversant with the Fire Safety Plan

· When an alarm sounds the Building Fire Warden shall evacuate the building and move to the assembly area

· The Building Fire Warden shall receive and note reports from successive Fire Wardens as they arrive at the assembly area 

· Once all floors/areas have been accounted for the Building Fire Warden shall report those findings to the Fire Safety Focal Point

In the event of a fire:

· Ensure that the fire department/fire unit has been notified of the fire/fire alarm

· Coordinate evacuation in accordance with the evacuation plan

· Provide the fire department/fire unit a situation report (SITREP) on arrival

	Fire Wardens
	· Each floor shall be under the direction of a Fire Warden (or more according to the lay-out of the School) that is designated for the evacuation of occupants in the event of fire or other emergencies

· Each Floor Warden shall be familiar with the Fire Safety Plan, the location of exits and the location and operation of the fire alarm manual break-glass units

· When an alarm sounds the Fire Wardens shall begin to direct occupants to the nearest emergency exits, inform them of the location of the assembly point and direct them to go there once they have vacated the premises

· If the Fire Safety Plan has provisions for partial evacuation, then evacuation from other floors shall be carried out when instructions are received from the Building Fire Warden or Fire Safety Focal Point (or their deputy) or when conditions dictate such action

· The Fire Wardens shall be the last persons to evacuate their area making a quick check of rest rooms and closing doors as they proceed to the exits

· In the event of an occupant’s refusal to evacuate, the Fire Wardens should not attempt to remove anyone forcibly. The Fire Wardens shall report this to the Building Fire Warden

· Fire Wardens shall have available details of occupants on their floor with disabilities who cannot use fire stairs unaided.  When evacuating the floor, arrangements must be made to assist persons with disabilities to evacuate the premises 

· Once clear of the building, the Fire Warden must assemble information on the head counts done by the teachers

· The Fire Warden must report to the Building Fire Warden at the assembly point stating that the floor is clear, or provide details of any persons refusing to evacuate, and report on the head count



	Teachers
	· Follow the instructions of the Fire Wardens

· Assemble the students and try to avoid panic

· Lead them to the assembly point in an orderly manner

· Do a head count of your students when assembly area is reached.

	[Other – specify]
	List applicable duties


4.  BUILDING SPECIFIC INFORMATION

School Name:  [Insert school name and location here]

4.1   Evacuation assembly points

When the alarm sounds, all occupants within the building must evacuate and report to an assigned evacuation assembly point. The evacuation assembly points for the [Insert school name here] building are designated by floor as listed below:

	Floor #
	Evacuation assembly point

	First
	

	Second
	

	Third
	

	Fourth
	

	Fifth
	


See attached site plan at annex B, showing the location of all assigned assembly points.  
Annex  A

Floor plans

Annex  B

Site plan

Annex C

	Fire emergency organization – key functions

	Role
	Name
	Phone No.
	Email

	Fire Safety Focal Point
	(for example FSO)
	
	

	Deputy Fire Safety Focal Point
	(for example SSO)
	
	

	Building Fire Warden
	(for example Head Teacher)
	
	

	Deputy Building Fire Warden
	
	
	

	Fire Warden floor 1
	
	
	

	Deputy Fire Warden floor 1
	
	
	

	[List Fire Wardens for all floors]
	
	
	


Annex D

EMERGENCY CONTACT NUMBERS

	Emergency phone numbers  

	Contact
	Phone
	Notes

	UNRWA Safety and Security Division
	
	

	Fire Safety Focal Point
	
	

	Fire service
	
	

	Police
	
	

	Ambulance/ Hospital
	
	

	
	
	

	Electricity service
	
	

	Gas service
	
	

	Water service
	
	

	Other relevant numbers
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