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17. EMERGENCY RESPONSE POLICY

PURPOSE OF THE PLAN

The purpose of the BFIS Emergency Response Policy (ERP) is to identify and respond
to incidents by outlining the responsibilities and duties of BFIS and its employees. Developing,
maintaining, and exercising the plan empowers employees in an incident to act quickly and
knowledgably. In addition, the plan educates staff, faculty, students, and other key stakeholders
on their roles and responsibilities before, during, and after an incident. This plan provides
parents and other members of the community with assurances that school has established
guidelines and procedures to respond to incidents/hazards in an effective way.

The developed guidelines and procedures for dealing with existing and potential student
and school incidents are defined in the plan below. Faculty and staff have been trained to assess
the seriousness of incidents and respond according to these established procedures and
guidelines. BFIS regularly schedules in service training for faculty and staff to deal with
emergency situations.

SCOPE OF THE PLAN

BFIS Emergency Response Policy outlines the expectations of staff/faculty; roles and

responsibilities; direction and control systems; internal and external communications plans;
training and sustainability plans; and ensure implementation of specialized procedures and
rules promulgated by Civil Defence Department of the State of Qatar.

PROCEDURES FOR REPORTING OF EMERGENCIES

Reporting emergencies is a critical part of incident management. This section outlines
BFIS reporting procedures support its mission to provide clear, effective internal and external
communication between the school, staff, students, parents, concerned government authorities
and all stakeholders. Communication with the larger school community begins before an
incident occurs. In the event of an incident, parents, media, and concerned government
authorities will require clear and concise messages from BFIS about the incident, what is being
done about it, and the safety of the children and staff.

The actions taken by staff and students in emergency situations will be prominently
posted on each floor area at each fire alarm pull station and will read as follows:
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UPON DISCOVERY OF FIRE:

Remain Calm!

Leave fire area immediately while shouting to alert people in your area.

Close all doors behind you to confine the fire.

Leave via closest exit and activate the nearest fire alarm pull station.

Call the Fire Department by dialing 999 from a safe location (By Admin Officer / PRO)
Meet at the designated assembly area.

Do not return to the building until declared safe to do so by the Fire Department.

UPON HEARING THE FIRE ALARM:

Remain Calm.
Before opening doors feel doors for heat.

If door is hot stay in room, seal cracks around door and any vents, and proceed to a
window to be seen.

If door is not hot, open slowly, and if safe to do so leave building via nearest exit.

If smoke is encountered upon exiting, stay low, use alternate exit, and if escape is not
possible

Seek refuge in smoke free room, close the door.

Call the Fire Department by dialing 999 from a safe location (Admin Officer /PRO)
Activate water sprinkling system. (Admin Asst)

Proceed to designated assembly area
Do not return to the building until declared safe to do so by the Fire Department.

CAUTION!

Use portable fire extinguishers according the instruction attached.

If smoke is heavy in the corridor, it may be safer to stay in your area. Close door and
attempt to seal the base of the door with a wide roll of tape or alternate method.

If you encounter smoke in the stairwell, use alternative exit.

Meet outside at a pre-determined location.

PROCEDURE TO CALL 999 (To be done by PRO / Admin Officer)

State your emergency.

Stay Calm.

Give your name and address.

Listen. Allow 999 employee to direct conversation.

Be prepared to answer questions in a clear, calm manner.
Remain on the telephone. DO NOT hang up until the dispatcher says to do so.
Prepare to answer the following:

» Where is the emergency?

» What is your emergency?

» How did it happen?

» Who are you? (give your name)
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COMMUNICATION WITH PARENTS

In the event of an emergency incident BFIS will:

Disseminate information through emails to inform parents about exactly what is known
to have happened.

Implement the plan to the manage parents who arrive at school.

Describe how the school and government authorities are handling the situation.
Provide a phone number and Website address where parents can receive updated
incident information.

Inform parents and students when and where school will resume.

COMMUNICATION WITH THE CONCERNED GOVERNMENT AUTHORITIES

In the event of an incident, the PRO will:

Liaise with concerned government authorities and implement their formal legal
procedures.

Coordinate messages with the Chairman, Principal or any concerned officials.

All employees are to refer all requests for information and questions to the designated
spokesperson. (PRO).

COMMUNICATION TOOLS

Some common internal and external communication tools that BFIS may use include

the following:

1.

STANDARD TELEPHONE:

BFIS School will designate a school telephone number as a main point of contact for
parents to call for information during incidents. The goal is to keep other telephone
lines free for communication with all stakeholders.

CELLULAR TELEPHONES:

These phones may be the only tool working when electric service is out; they are useful

to faculty/staff en-route to or from a site.

MEGAPHONES:
A battery-powered bullhorn is part of the school’s emergency to-go kit to address
students and staff who are assembling outside the school.

. ALARM SYSTEMS:

Bells or buzzers are in place and sound in loudly to alarm everyone on the campus about
the emergency situation. Staff/faculty, support staff and students will be trained on how
to respond to different emergencies.

. WHISTLES:

Whistles should be included in crisis kits in order to signal a need for immediate
attention or assistance




Spallall saaatl Joiigecall R stua
BRIGHT FUTURE INTERNATIONAL SCHOOL
(@) JuSd) (g (3T SNy il Gelinall (e 2ina

Affiliated with Federal Board, (Islamabad) & Edexcel Board, (London)

STAFF & VISITORS RESPONSE TO EMERGENCIES
This part of the evacuation policy establishes the operational procedures that will be relied
on to manage any fire or emergency incident, and includes:
e A list of the kinds of tasks to be performed by position and departments under their
supervision.
e Anoverview of who does what.

The Principal, Assistant Principal and other key posts holders are not able to manage all
the aspects associated with an incident without assistance. The school relies on other key school
personnel to perform tasks that will ensure the safety of students and staff during a crisis or
critical incident. At BFIS, roles are pre-assigned based on training and qualifications. Each
staff member is familiar with his or her role and responsibilities before an incident occurs.
School staff is required to remain at school to assist in an incident. In the event that this School
ERP is activated, staff will be assigned to cope up with the situation based on their expertise
and training and the needs of the incident.

SPECIFIC EVACUATION

Anyone, students, staff and visitors present in the school, is required by law to evacuate
the building when the alarm sounds. Bilingual evacuation directions (floor plans with routes)
shall be posted on all floors, at stair and in public areas. Posted evacuation floor plans shall
include information on the location of manual fire alarm pull stations, exits, Emergency
Assembly Points, first aid Kits, spill kits, phones, and fire extinguishers.

Following occupants are required to respond in the prescribed way to handle emergencies at
BFIS.

A. PRINCIPAL

The Principal may serve as the Incident Commander or delegate that authority to a qualified
individual. At all times, the Principal still retains the overall responsibility for the overall safety
of students and staff. However, delegating the authority to manage the incident allows the
principal to focus on policy-level activities and interfacing with other agencies and parents.
The principal shall coordinate between Assistant Principal, Admin Officer, and Civil Defense
Department during the emergency.

B. ASSISTANT PRINCIPAL
The Assistant Principals shall:
e Appoint staff members to check all washrooms, locker rooms, ancillary spaces, and

ensure that PRO or Admin Office has called the fire department.
Determine that all doors are kept unlocked and unobstructed.
Assign staff to assist pupils who are incapable of walking out with the class including
physically/developmentally challenged students to a safe stairwell if they are unable to
leave the building
Ensure occasional staff and visitors are aware of evacuation procedures.
Ensure that all persons evacuate the building.
Assign the shortest route from classrooms and alternate routes in case of obstruction.
Provide for clearance of all vehicular approaches for firefighting crews.
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C. ADMIN OFFICER
The Admin Officer responsibilities include:

Assume overall direction of all incident management procedures based on actions and
procedures outlined in this ERP.

Take steps deemed necessary to ensure the safety of students, staff, and other
individuals.

Determine whether to implement incident management protocols (e.g., Evacuation,
Reverse Evacuation, Shelter in Place, Lockdown, etc.)

Arrange for transfer of students, staff, and other individuals when safety is threatened
by a disaster or fire incident.

Activate firefighting system and initiate putting off of fire.

Secure the people and assets of the school.

Guide civil defense department to the area of emergency.

Keep the principal and other officials informed of the situation.

D. PRO

Inform Civil defense system after the declaration of emergency by the Principal.
Work with emergency services personnel. (Depending on the incident, community
agencies such as law enforcement or fire department may have jurisdiction for
investigations, rescue procedures, etc.)

Ensure that all buses are moved to a safe area.

Inform media or other agencies about official report of the incident.

E. TEACHERS

Teachers shall be responsible for the supervision of students and shall remain with students
until directed otherwise.

Their responsibilities include:

Supervise students under their charge.

Take steps to ensure the safety of students, staff, and other individuals in the
implementation of incident management protocols.

Direct students in their charge to inside or outside assembly areas, in accordance with
signals, warning, written notification, or intercom orders according to established
incident management procedures.

Give appropriate action command during an incident.

Take attendance when class relocates to an outside or inside assembly area or evacuates
to another location.

Report missing students to the Assistant Principal / Coordinator.

Execute assignments as directed by the Assistant Principal / Coordinator .

Obtain first aid services for injured students from the school nurse or person trained in
first aid. Arrange for first aid for those unable to be moved.

Render first aid if necessary. School staff will be trained and certified in first aid and
CPR.
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F. IN CHARGE CARE UNIT

Responsibilities include:
e Administer first aid or emergency treatment as needed.
e Supervise administration of first aid by those trained to provide it.
e Organize first aid and medical supplies.

G. SCHOOL SECRETARY/OFFICE STAFF
Responsibilities include:
Answer phones and assist in receiving and providing consistent information to callers.
Provide for the safety of essential school records and documents.
Execute assignments as directed by the Principal / Vice Principal.
Assist with health incidents as needed.

H. BUS DRIVERS

Responsibilities include:
e Supervise the care of students if disaster occurs while students are in the bus.
e Transfer students to a safe location when directed by PRO / Admin Officer.
e Transport individuals in need of medical attention.

I. STUDENTS
Responsibilities include:

e Cooperate during emergency drills and exercises, and during an incident.

e Learn to be responsible for themselves and others in an incident.

e Understand the importance of not being a bystander by reporting situations of concern.

e Develop an awareness of natural, technological, and human-caused hazards and
associated prevention, preparedness, and mitigation measures.

e Take an active part in school incident response/recovery activities, as age appropriate.

J. PARENTS/GUARDIANS
Responsibilities include:
e Encourage and support school safety and incident preparedness programs within the

school.
Participate in volunteer service projects for promoting school incident preparedness.
Practice incident management preparedness in the home to reinforce school training
and ensure family safety.
Understanding their roles during a school emergency.
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GENERAL INSTRUCTIONS

Evacuate anyone in immediate danger.

PULL FIRE ALARM or call out “FIRE, EVACUATE IMMEDIATELY!” if alarm
does not work. Megaphone or whistles can be used as other alternatives.

As soon as the alarm sounds, the teachers should prepare the children to exit the
building single file, performing a head count before exiting the building.

The Principal / Assistant Principal should ensure via cell phone that 999 has been
notified by PRO /Admin Officer.

Use a portable fire extinguisher if it is safe to do so.

Evacuate all children and all adults through the nearest, safest exit away from the fire
to an area well away from the building.

The Coordinators will check all bathrooms and any other room or area where children
or staff may be.

All teachers will take attendance log, first aid kit, emergency files, and any other record
easily carried.

Teachers will close doors as they leave the building.

Teachers will account for all children by checking attendance log and all staff by
checking staffing schedule. Teachers will report to the Principal / Assistant Principal as
soon as possible.

Everyone should remain in designated area until permission is given by Fire Officials.
Once back inside, teachers will account for all children by checking attendance log and
staff by checking staffing schedule.

If needed notify parents to pick up children as soon as safety permits.

RECOVERY PROCESS

After the safety and status of staff and students have been assured, and emergency

conditions have abated following an incident, staff/faculty will assemble to support the
restoration of the school’s educational programs.

Collecting and disseminating information will facilitate the recovery process. Assess
physical security, data access, and all other critical services (e.g., plumbing, electrical).
Examine critical information technology assets and personnel resources, and determine
the impact on the school operations for each asset and resource that is unavailable or
damaged.
Document damaged facilities, lost equipment and resources, and special personnel
expenses that will be required for insurance claims and requests for government
assistance.
Arrange for ongoing status reports during the recovery activities to:

» estimate when the educational program can be fully operational;

> ldentify special facility, equipment, and personnel issues or resources that will

facilitate the resumption of classes.

Educate school personnel, students, and parents on available crisis counseling services.
Create a plan for resumption of classes on an alternative place if the school facility is
damaged to conduct regular classes.
Get stakeholder input on prevention and mitigation measures that can be incorporated
into short-term and long-term recovery plans.
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AREA INCHARGES FOR EMERGENCY OPERATIONS

Area

Incharge

Asst. Incharge

Junior Wing

AP (Junior Wing)

Coordinator (Junior Wing)

Girls Wing

Coordinator (Senior Wing)

Member of Discipline Committee

BOYS Wing

AP (Senior Wing)

Member of Discipline Committee

Gym Area

I/C Discipline

Member of Discipline Committee

Library Corridor

Activity In charge

Member of Discipline Committee

Gym Corridor

Member of Discipline Committee

Member of Discipline Committee

Exam Cell

I/C Exam cell

Member of Exam cell
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