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1. EVACUATION IN CASE OF FIRE

1.1.EMERGENCY EVACUATION PROCEDURE FROM THE UPPER SECONDARY
SCHOOL (NEZNANOG JUNAKA NO. 36)

1.1.1. Layout of the Building by Floors

This school has several floors - basement + ground floor + 2 other floors.

Notices are placed on each floor regarding evacuation routes, as well as floor plan guidance.
Layout of larger rooms by floor

Basement:

e Sportshall
e Technical rooms

Ground floor:

e Library

e Director’s office (mezzanine)

¢ Human Resources’s office (mezzanine)
e Staffroom

e Office rooms (2)

e (lassrooms (2)

e Toilets
First floor:
e [T Office

e (lassrooms (7)
e Studenttoilets

Second floor:

e (lassrooms (7)
e Studenttoilets
o Head of Secondary office
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1.1.2. Evacuation Parameters (technical data for corridors and exits)

0 Width Of StAIrCASE...uvviirerrirrers s sssasssns 2m
LI v 1 ol T U L o PO PP 27cm
®  StAIr HEIGhtu e 18.6cm
o Main Entrance door Width......ssssssssssssssssenns 0.9m
o Width of back eXit dOOT ...t sseeessseenns 0.9m
e Maximal number of present persons inside the object.........ccoucnueenes 350
e Back Exit: two doors at the back side towards playground

1.1.3. Course of Evacuation
In case of fire, the priority is to be saving lives; only then should the property be saved.

The first and foremost duty of the school management or any of the school staff should be to take
care of the students, which means organising an effective and efficient evacuation of the school
building.

The mostresponsible person in the school for this is the Director/Head of School and he/she should
be informed about all of the incidents, including the starting of any fire, irrespective of its scale.

An emergency situation and the beginning of evacuation is denoted by a siren through the
automatic system for fire alerts, or alternatively with a vocal shouting of “Fire, fire”.

The Security officer will, in the case of a fire, open the doors wide and secure them in an open
position, and then proceed to assist in checking all of the rooms in the school and report the alert
as well as try to prevent the fire.

In the meantime, the teaching staff as well as the administrative staff will help students evacuate.

In case of clogging the main exit, students can be appointed toward alternative exits through the
library or classroom/multi-functional hall which has exits toward ground floor balcony.

No students will be allowed back into the school building until the evacuation leader has given
explicit instructions that it is safe to return.

Every fire alarm sound represents a sign to begin evacuating the building.

If the fire alarm is activated, all staff present must immediately proceed with evacuation of the
students without questioning whether it is a false alarm or not. In cases such as these, one must
assume that every alarm is an actual threat.

1.1.4. Scheme of Event Alert

Observer (or person who checked alarm signal) - Imediately call the Fire Brigade (Tel.193)

Security / _
Observer (Call Director / Head

193) Operations of School
Manager




When a person notices a fire, their duty is to, in the most appropriate way (in order to avoid panic),
alert the Fire Brigade and then alert others.

Information that should be given to the fire brigade:
e Name and address of the school
o Where the fire has struck
e Whether there are any injured people or people who are suffering from the fire
o Whether there is any type of additional danger (gas bottles, etc.)

The member of staff contacting the fire brigade should, ideally, be a fluent or native Serbian
speaker, in order to maximise the effectiveness of communication about the nature of the
emergency.

1.1.5. Evacuation Procedures

All staff and students must know the locations of all of the emergency exits, corridors of evacuation
as well as the meeting point.

Students should be aware that an evacuation is being handled as an emergency, and as such they
should leave without gathering their books and accessories, in order to cut down the evacuation
time and avoid additional crowding, panic and clogging.

Teaching staff’'s duty during evacuation

At the sound of alarm or verbal warning about the fire, every teacher in the classroom they are in
should:

e Gather the students in the classroom to form an orderly line

e Calmly inform the students of the situation and the need to leave the premises

e Give shortand clear orders for evacuation

e Guide students towards the classroom exit, and then through the corridor to the stairs

e Stop students from running or leaving their place in the line

e Check whether all students have left the area as well as the bathrooms.

e Movement along the evacuation corridors should be done in an orderly line (with no
more than the maximum amount of allowed students per row - 2 students in a row)

o If possible, the teacher should close the door of the classroom once the last student
has exited.

¢ In the case of clogging of the evacuation corridors, vertical advantage in this evacuation
is in favour of the people who are leaving the floor caught on fire, followed by students
on the floor above the one that was caught on fire.

o The teacher must stay with his/her students until they safely reach the meeting point.

e At the meeting point, the teacher is obligated to once again count all the students to
make sure nobody is missing.

Students
Students should be informed by their form tutors at the beginning of every term so that:

o They are capable of recognising the actions that may lead to fire

o They know how to alarm in case of a fire

o They are aware of the precautionary measures which need to be taken once the alarm
sounds off

o They are aware of the meeting point location

o They know what to do in case of a fire if they are not in a group which is under supervision.
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1.1.6. Fire drill

A fire drill should be carried out once every term i.e. a minimum of three times a year.

1.1.7. Display of the Evacuation Corridors
Second floor (evacuation of the aboveground part)

After the siren, the students and teachers follow the described procedure (point 1.1.5) and move
towards the classroom exit. After that, they descend down the stairs that are approximately 2 m
wide and go towards the mezzanine. The path they have to cross is approximately 40 m long
(Pictures 5 to 9).

Picture 5. Second floor Picture 6. Second floor - First floor

Picture 7. Evacuation First floor Picture 8. First floor-Mezzanine

Upon their arrival to the mezzanine, they move towards the main exit for the evacuation, that is,
the double doors (Picture 9).

As alternative exits, the doors that lead from the multifunctional hall in the mezzanine to the back
part of the yard can be used (Pictures 10 and 11).

|

Picture 9. Mezzanine, main exit Picture 10. Mezzanine, alternative exits



Picture 13. Alternative exit on the right (external view) Picture 14. Main exit (external view)

As a measure of prevention of smoke build-up, there is a window at the highest place of the stairs.

Basement (evacuation)
People who find themselves in the basement (hall) have two possibilities:

1. To go to the door that lead into the interior of the building (Picture 15. Doors 1 and 2) and
then follow the interior corridor towards the exit.

2. To go to the door that lead from the basement directly to the yard (Pictures 16 and 17).

Picture 17. Exit from the hall (external view)
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1.1.8. Approximate Evacuation Time

The approximate evacuation time was calculated with reference to exit time necessary from the
farthest point on the property (from the Physics cabinet on the second floor). This would ensure
that all other points need not take as long.

First stage of evacuation (from PM to the stairs)
s = 17m (distance from the farthest point of the art cabinet to the stairs)

v=0,5m/s Speed of movement, taking into account possible interference

t1=17/0,5=34 sec

2nd stage of evacuation (Using the staircase to the first floor)

s = 13m (distance of the staircase and the distance to the first floor to ground floor
staircase) v=0,5m/s

t2=3/0,5=26s

3rd stage of evacuation (Using the staircase from the first floor to the ground floor)

s=9m
v=0,5m
t3=9/0,5=18s

Time needed from the staircase to the main evacuation exit
s=7,5m

v=0,5m/s

t4=7,5/0,5=15s

t=to+1t1 +t2+t3 +t4 =60s + 34s + 26s + 18s + 155 = 153s = approximately 3 mins

If we take into account a delay time of 3 seconds per 10 people at the main exit then the total
evacuation time will be approximately 4 mins.

The time of preparation for evacuation, if periodic fire drills are ensured, should take a projected
60 seconds.

This time refers to all the people present on the second floor (the most unfavourable circumstance).

1.1.9. Students Returning to School during an Evacuation

If Secondary students return to the school, from a trip or a PE lesson then the driver will be informed
by the security at the front of the school to drive away from the school building and to park at a
reasonable distance.

If safe to do so students may then leave the vehicle, under teacher supervision, and join their peers
at the meeting point. If it is not safe to do so students will be required to stay in the vehicle until such
time as it is safe.

1.1.10. Evacuation Coordinators

The first named person should be assumed to be the Heads of Schools in the event that they are in the



building. Should they be absent, stand in coordinators should fill the role in their order of
appearance on the list.

*in the event that none of the named coordinators are on site/ the correct floor, members of staff
on that floor should immediately agree upon who will take on the role.

e Students are not present in the basement at all times.

e Coordinators will monitor and guide evacuation on the floors they are in charge of, as
well as making sure that everyone has left the floor area.

o Considering that the last exit doors do not open according to the flow of evacuation, in
case the alarm goes off, the Security Officer is in charge of opening the door wide and
securing them in that position, as well as the sliding door facing Namesnika Protica
Street.

1.1.11. Meeting point

In case of a smaller fire, without considerable smoke build-up, a part of the court by the fence can
be used as the meeting point (Picture 18).

In case of a larger fire, with the smoke that stretched to the court, the meeting point can be the
dead end street in the back (Picture 19).

POINT

Picture 18. Meeting point - court Picture 19. Meeting point -dead-end street
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1.2.EMERGENCY EVACUATION PROCEDURE FROM THE LOWER SECONDARY
SCHOOL (PALACKOVANO. 11)

1.2.1. Layout of the Building by Floors

This school has several floors - basement + ground floor + 2 other floors.

Notices are placed on each floor regarding evacuation routes, as well as floor plan guidance.
Layout of the larger rooms by floor

Basement:

e Server room with a fire detection system

e Gasboiler room as a separate fire-proof room.
e Kitchen

e Dining Room

e (lassroom

e Studenttoilets

Ground floor:

e 2 (Classrooms

o Office

e Entrance
e Lavatory
e Library

e Landing



First Floor:

e 4 classrooms and a chemical cabinet
e Lavatory (2)

e (leaner cupboard

e Landing

Second Floor:

e [CT room

e 3(Classrooms
e Lavatory

e Landing

e Artroom

1.2.2. Evacuation Parameters (technical data for corridors and exits)

Staircase with a variable tread width:

o  Width of staircase on the 2Nd FlOOT ... eesccssssesssssssesesesesesssssesssans 1m
IR - U1 g 1% U L o LS 27cm
TN 7= 0l 0 1S5 £ o 1 O PP 18.6cm
o  Width of back exit rotating door .......ccoeeereerreeenseenseeseesseesssessseesseesseesseeens 0.9m
Property Area
L | 5 U Yo ) Gl 139m?2 net
L 15 4 (o o ) o3 165m?
LI €570 10 3's Lo N Sl o Yo o3 150m?2
LI S 7 T1<) 6 0] o R 150m?2

Maximum amount of people in the building: approximately 85 (75 students, 10 staff)

1.2.3. Course of Evacuation
General Guidelines

In case of a fire, the priority has to be saving lives; only after this is taken care of should property
be salvaged.

First and foremost, the duty of the school management and the school faculty should be to ensure
the wellbeing of the students, which means organising an immediate evacuation of the school
building.

The person with the most responsibility in the school is the Director/Head of School and he/she
should be informed about all incidents, including any potential fires, irrespective of the scale of said
fire.

A state of emergency and the beginning of evacuation is reported by a siren through the system for
fire alerts, as well as verbally. There is fire alarm of each floor.

The security officer will, in the case of a fire, secure the backdoor entrance/exit doors in an open
position as well as the alternative exit doors towards the terrace on the ground floor, and will then
proceed to assist in check all of the rooms as well as raising alarm and attempting to extinguish the
fire.

Although the second exit on the ground floor, with the folding doors towards the terrace, is not a
planned escape route, it too can be used to speed up evacuation.
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Every fire alarm sound represents a sign to begin evacuating the building.

If the fire alarm is activated, all staff present must immediately proceed with evacuation of the
students without questioning whether it is a false alarm or not. In cases such as these, one must
assume that every alarm is an actual threat.

1.2.4. Scheme of Event Alert

Observer (or person who checked alarm signal) - Imediately call the Fire Brigade
(Tel.193)

Securit
Observer (Call v/

Director / Head

of School

193) Operations
Manager

When a person notices a fire, their duty is to, in the most appropriate way (in order to avoid panic),
alert the Fire Brigade and then alert others.

When a person notices a fire, their duty is to, in the most appropriate way (in order to avoid panic),
alert the Fire Brigade and then alert others.

When a person notices a fire, their duty is to, in the most appropriate way (in order to avoid panic),
alert others.

Information that should be given to the fire brigade:

e Name and address of the school

o  Where the fire has struck

o  Whether there are any injured people or people who are suffering from the fire
e Whether there is any type of additional danger (gas bottles, etc.)

The member of staff contacting the fire brigade should, ideally, be a fluent or native Serbian
speaker in order to maximise the effectiveness of communication about the nature of the
emergency.

1.2.5. Evacuation Procedures

All employees and students must know the locations of all emergency exists, evacuation corridors
as well as the meeting point.

Students should be made aware that evacuation is an emergency procedure and that they should
proceed to evacuate without gathering their books, accessories, etc. This will limit evacuation time
as well as minimise the chance of crowding, panic and the clogging of evacuation corridors.

Teaching staff’s duty during evacuation

At the sound of the alarm or verbal warning, every teacher should:



e Gather the students in the classroom to form an orderly line

e (Calmly inform the students of the situation and the need to leave the premises

e Give shortand clear orders for evacuation

e Guide students towards the classroom exit, and then through the corridor to the stairs

e Stop students from running or leaving their place in the line

o Check whether all students have left the area as well as the bathrooms.

e Movement along the evacuation corridors should be done in an orderly line (with no
more than the maximum amount of allowed students per row - 2 students in a row)

o Ifpossible, teacher closes the door of the classroom once the last student has exited. In the
case of clogging of the evacuation corridors, vertical advantage in this evacuation is in
favour of the people who are leaving the floor caught on fire, followed by students on the
floor above the one that was caught on fire.

o The teacher must stay with his/her students until they safely reach the meeting point.

e Atthe meeting point, the teacher is obligated to once again count all the students to
make sure nobody is missing.

Students
Students should be informed by their form tutors at the beginning of every term so that:

e Theyare capable of recognising the actions that may lead to fire

e They know how to alarm in case of a fire

e They are aware of the precautionary measures which need to be taken once the alarm
sounds off

o They are aware of the meeting point location

e They know what to do in case of a fire if they are not in a group which is under supervision.

1.2.6. Fire Drill

A fire drill should be completed each term, ie. a minimum of three times a year.

1.2.7. Display of the Evacuation Corridors
Second floor evacuation

After the alarm that initiates the evacuation, people currently on the second floor should start
heading towards the first exit according to the already mentioned procedures. They should first
exit the classrooms (picture 1), go to the exit hallway (picture 2) and down the stairs (picture 3).

,/ 1 ( FF?

? f
‘ |

Picture 1 - Exit from the art classroom Picture 2 - Hallway path towards
the (the furthest evacuation point on the 2nd floor) evacuation stairs
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Picture 3 - Stairway from the second to the first floor

First floor evacuation

After the alarm that initiates the evacuation, people currently on the second floor should start
heading towards the first exit under the supervision of their teacher.

Picture 4 -First floor evacuation hallway Picture 5 - Exit staircase towards the ground floor

In this hallway those evacuating from the first floor will meet the people evacuating from the second
floor which may lead to a smaller congestion.

In order to avoid clogging of the evacuation paths and possible injuries, teachers’ orders must
strictly be followed; they will give orders according to the proposed measures of evacuation.

Following this, everyone present will make their way to the ground floor using the staircase pictured
in Picture 5.

Students arriving from upper floors should be given priority, unless the fire is present on the
middle floor of the building, in which case students directly at risk from the fire should have exit
priority on staircases.

Ground Floor evacuation
After reaching the ground floor, all persons will leave by using the hallway (picture 18) through

the main exit/entrance (main exit, picture 7).

Picture 6 - Path towards the main exit Picture 7 - Main evacuation exit




Please note:

1. At the first sound of the alarm, the security officer will open this door widely and will block it
in this open position.

Alternative Evacuation Path

The ground floor has one more exit which leads to the property terrace. As it has folding doors,
this exit is not considered a main evacuation exit point. Nevertheless, in order to avoid
congestion at the main exit, this alternative exit should be used accordingly and the security
officer must open prop it open at the first sound of alarm on the property.

Picture 8 - Path to the alternative exit Picture 9 - Ground floor exit towards the terrace

Picture 10 - Outside view of the alternative exit

Basement evacuation
Those present on the basement floor have two evacuation options, see picture 11

1. To use the staircase to the ground floor (see arrow 2 on pic.11 and pic.12) and then to exit
through the main evacuation exit.

2. To use the door which lead to the backyard from the basement (see arrow 1 on pic.23).

Picture 11 - Possible basement evacuation routes Picture 12 — Basement to ground
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floor 1- Towards the backyard basement exit staircase

2- Towards the ground floor stairs

N ‘N
\ .
| .<' ¢ \ g

Picture 13 - Alternative basement exit

To avoid clogging on the ground floor, it is recommended that the alternative exit is used
regardless of the placement of the doors.

1.2.8. Approximate Evacuation Time

The approximate evacuation time was calculated with reference to exit time necessary from the
farthest point on the property (from the art cabinet on the second floor, picture 1). This would
ensure that all other points need not take as long.

First stage of evacuation (from PM to the stairs)
s = 7m (distance from the farthest point of the art cabinet to the stairs)

v=1,5m/s Speed of movement, taking into account possible interference
t1=7/1,5=4,67 sec

2nd stage of evacuation (Using the staircase to the first floor)

s = 13m (distance of the staircase and the distance to the first floor to ground floor
staircase) v=1,5m/s

t2=3/15=8,67s

3rd stage of evacuation (Using the staircase from the first floor to the ground floor)
s=22m

v=12m

t3=22/1,2=18,33 s+50sec=6833 sec

Time needed from the staircase to the main evacuation exit
s=10m

v=15m/s

t4=10/1,5=6,67s

t=to+t] +t2+1t3 +t4 =9.77+8.67+68.33+6.67+180 = 273.44s = approximately 4.65 min



The time of preparation for evacuation, if periodic fire drills are ensured, should take a projected
180 seconds.

Please Note:

1. The proposed time should only be taken as an approximation. In a real world situation, due to
many unpredictable variables this time could be longer, or shorter if all persons are well prepared
for such an event.

2. The approximate time of movement, 0,5m/sec, is intentionally slower than the expected speed
of movement 1,5m/sec (TP21) in order to account for any unpredictable variables.

3. Due to the relatively small number of people present on the property, the density of persons in
the evacuation hallway is taken to be 2 persons/m2. A larger density is only expected on the
staircase between the first floor and ground floor and in the hallway which is part of the evacuation
pathway to the main exit.

Number of People on the Property

The property is expected to hold a maximum of 85 people at one time.

If we assume that the specific throughput (ie, number of people which can at one minute pass
through an exit of a certain width) and if we accept the fact from TP21 that the throughput for an
exit with a width of 0,9m is 48-62 persons/min, then the expected maximum amount of people on
the property still satisfies the needs of a successful and speedy evacuation procedure through the
main exit.

This calculation does not even take into account the alternative exit on the ground floor which
would further speed up evacuation.

1.2.9. Students Returning to School during an Evacuation

If Secondary students return to the school, from a trip or a PE lesson then the driver will be
informed by the security at the front of the school to drive away from the school building and to
park a reasonable distance away.

If safe to do so students may then leave the vehicle, under teacher supervision, and join their
peers at the meeting point. If it is not safe to do so students will be required to stay in the vehicle
until such time as it is safe.

1.2.10.Evacuation Coordinators

The first named person should be assumed to be the head/ coordinator in the event that they are
in the building. Should they be absent, stand in coordinators should fill the role in their order of
appearance on the list.

e (oordinators will monitor and guide evacuation on the floors they are in charge of, as
well as make sure that everyone has vacated the floor area.

e (onsidering that the last exit doors do not open according to the flow of evacuation, in
case there is an evacuation, the Security Officer is in charge of opening the door wide and
to block them in that position.
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1.2.11.Meeting point
For the Lower Secondary School, the designated meeting point is in front of the garages down
the Palackova Street (below the school, approx. 30-40m away). See picture below




1.3.EMERGENCY EVACUATION PROCEDURE FROM THE PRIMARY SCHOOL
BUILDING (VLASTIMIRA ZUPANA NO.8)

1.3.1. Layout of the Building by Floors

- Number of Floors: Basement + Ground Floor + 2 floors (main building)

Layout of more important (larger) rooms by floors:
Basement - technical rooms:

Boiler room

IT classroom
Music classroom
Technical rooms
Kitchen

Ground floor:

o C(Classrooms
e Office
e Kitchen

Frist floor:

e 5 classrooms
e Toilets

Second floor:

o 5 classrooms
e Toilets

EYFS Building (Ground floor and first floor)

Ground floor:
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e (lassroom
e Toilet

First floor:
® 2 classrooms
e Toilet

e Kitchen

1.3.2. Evacuation Parameters (technical data for corridors and exits)

Staircase with a variable tread width:

e  Width of staircase on the 2Nd FIOOT ... ssessssessssssesssssesses 1m
I - U5 o 1174 T o o LS 27cm
TN 7= 0l 0 1S5 £ d o 1 O PP 18.6cm
o Width 0f MaiN €XIt AOOT .. ss s sens 1.6m
Property Area
LI 5§ (0 Yo ) ol 160m?2
LI (5§ o Yo ) o 160m?2
LI €3¢0 10 0is s Sl o Yo ) o 150m?2
L I 5 7= 1<) 0 0 U<) o X o 90m?

Maximum amount of people in the main building: approximately 185

Maximum amount of people in the EYFS building: approximately 25

1.3.3. Course of Evacuation

General Instructions

In case of fire, the priority is saving lives; only then should the property be saved provided that the
relevant and safe conditions are ensured. The first and foremost duty of the school management or any of
the school staff should be to take care of the students, which means immediate evacuation from the
building. The responsible person in the school for this is the Director/Head of School and he/she should
be informed about all the incidents including the starting of any fire, irrespective of its scale.

Alert Method

An emergency situation and the beginning of the evacuation is denoted by a siren and by saying.

The Security Officer will, in case of fire, open the doors wide and block them in an open
position, and then try to extinguish the fire.

If the fire alarm is activated (local alarm in the switchboard), Security Officer must immediately check
within the proscribed time (checking time) whether it an actual fire.

If it is an actual fire, they activate manual fire alarm after which the general fire alarm starts.

In case of fire teachers should immediately organize the evacuation of students, without
wondering if it is a false or actual alarm.

Every fire alarm sound represents a sign to begin evacuating the building.

1.3.4. Scheme of Event Alert
Observer (or person who checked alarm signal) - Imediately call the Fire Brigade (Tel.193)



Security / _
Observer (Call Director / Head

193) Operations of School
Manager

When a person notices a fire, their duty is to, in the most appropriate way (in order to avoid panic), alert
the Fire Brigade and then alert others.

When a person notices a fire, their duty is to, in the most appropriate way (in order to avoid panic),
alert others.

Information that should be given to the fire brigade:

e Name and address of the school

o  Where the fire has struck

o  Whether there are any injured people or people who are suffering from the fire
e  Whether there is any type of additional danger (gas bottles, etc.)

The member of staff contacting the fire brigade should, ideally, be a fluent or native Serbian speaker in
order to maximise the effectiveness of communication about the nature of the emergency.

1.3.5. Evacuation Procedures

All staff and students must know the locations of all of the emergency exits, corridors of evacuation as
well as the meeting point.

Students should be aware that an evacuation is being handled as an emergency, and as such they should
leave without gathering their books and accessories, in order to cut down the evacuation time and avoid
additional crowding, panic and clogging.

Teaching staff's duty during evacuation
At the sound of alarm or verbal warning about the fire, every teacher in the classroom they are in should:

Gather the students in the classroom to form an orderly line

Calmly inform the students of the situation and the need to leave the premises

Give short and clear orders for evacuation

Guide students towards the classroom exit, and then through the corridor to the stairs

Stop students from running or leaving their place in the line

Check whether all students have left the area as well as the bathrooms.

Movement along the evacuation corridors should be done in an orderly line (with no more

than the maximum number of allowed students per row - 2 students in a row)

e If possible, the teacher should close the door of the classroom once the last student has
exited.

e In the case of clogging of the evacuation corridors, vertical advantage in this evacuation is in

favour of the people who are leaving the floor caught on fire, followed by students on the

floor above the one that was caught on fire.
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e The teacher must stay with his/her students until they safely reach the meeting point.

e At the meeting point, the teacher is obligated to once again count all the students to make
sure nobody is missing.

e Upon students’ safe arrival at the meeting point, a part of staff upon the instructions of
evacuation manager may return to the place of fire and be at disposal for fire extinguishing
whereas students will be adequately attended by other staff members.

Students

Students should be informed at the beginning of every term so that:
They are capable of recognising the actions that may lead to fire
They know how to alarm in case of a fire

They are aware of the meeting point location

They know what to do in case of fire

1.3.6. Fire drill

A fire drill should be carried out once every term i.e. a minimum of three times a year.

1.3.7. Display of Evacuation - main building

Evacuation from the second floor is considered most unfavourable (main building) as the evacuation
route and time are the longest.

Due to the above the evacuation from the second floor will be displayed. The rest of the rooms will fit in
the schedule at certain points of the display.

Second Floor Evacuation

Upon the sound of alarm that alerts the beginning of evacuation all the persons on the second floor will
leave the classrooms according to the displayed procedure.

The picture shows the route from the farthest classroom (year 4) on the second floor which is on the safe
side (furthest classroom).

Picture 1. Route from the classroom  Picture 2. Direction towards the staircase

Students accompanied by their class teacher in an organized row walk towards the classroom door
(Picture 1) and then through the joint area and continue towards the staircase (picture 2).

They enter the corridor (picture 3) and then continue down the stairs to the first floor (picture 4).



Picture 3. Walking though the corridor Picture 4. Downstairs direction

When they arrive at the first floor the have two options for further evacuation.

One is to continue down the same staircase to the ground floor where they reach the exit door (picture
5).

Picture 5. Exit from the building (extension of the staircase from the second floor).

There is another staircase for the evacuation from the first floor that lead to the main entrance/exit of the
building.

Reaching the ground floor there are three marked final exits (pictures 5, 6 and 7).
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Picture 6. Final exit Picture 7. Final exit (Security staff)
Additionally, there are alternative ways for exit in some rooms.

Basement Evacuation

Evacuation from the basement area is available using the staircase to K1 (picture 5).

There is an alternative direction along the corridor next to the boiler room, though the dining room
where there is an exit.

Meeting Point Location

Upon leaving the building teachers and students go to the meeting point located next to the PE dome.

EYFS Building

Smaller building in the yard is approximately 100m2. It has a ground and first floor.

Evacuation from this building is executed down the staircase from the first floor (there is only one
staircase) through the door of KI they reach the yard and then the meeting point.

The students who are on the ground floor are 10 metres away from the exit of the building.

Picture 8. EYFS Building

1.3.8. Approximate Evacuation Time

The evacuation time has been calculated specifically in unfavourable circumstances being on the safe
side, which involves a person evacuating from the second floor of the main building from the furthest
corner of the building, i.e. the classroom on the right. Picture 1.



First Stage of Evacuation (from PM to PI)

First stage of evacuation (from PM to PI) T1 =

53/1.5=35s

Second stage of evacuation (PI top of the staircase second floor) T2 =
12.9/1.5=8.6s

Third stage of evacuation (top of the staircase -KI) T 3
=27/1.2=225s

Time needed from the staircase to the main evacuation exit s =
6.4 m

v=15m/s

t4=6.4/1.5=43s

T=approximately 2.6 mins

T=To+T1+T2+T3=120s+ 3.5s + 8.6s + 22.55 +4.35s=158.9 s

To - time for evacuation. Approximately 2 minutes is needed to get children dressed (in winter
conditions as more unfavourable circumstances), to form a row etc. In summer the time needed is
shorter in terms of getting dressed.

Please Note:

1. The proposed time should only be taken as an approximation. In a real situation, due to many
unpredictable variables this time could be longer, or shorter if all persons are well prepared for
such an event.

2. The approximate time of movement, 1.5m/sec, which is safer, considering the student’s
age although in theory students may walk faster than that.

There are two classrooms on the first floor.
L=6m (furthest classroom-top staircase) + 10m (top staircase -K1) = 16m
V=1.5m/s

T1=16/1.5=10.7 sec (walking time) to which evacuation preparation time is added and totals 120
seconds for public and business facilities.

Number of People in the Building

The number of students may vary depending on the number of applications. The capacity of a big
building is maximum of 185 people whereas the smaller building capacity is 25 people.

Space in classrooms is 1.8m2 per persons.

As itis obvious the designate number of students is in accordance with the capacity of work area.

1.3.9. Students Returning to School during an Evacuation

If Primary students return to the school, from a trip or a PE lesson then the driver will be informed by
the security at the front of the school to drive away from the school building and to park a reasonable
distance away.

If safe to do so students may then leave the vehicle, under teacher supervision, and join their peers at
the meeting point. If it is not safe to do so students will be required to stay in the vehicle until such time
as it is safe.
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1.3.10. Evacuation Coordinators

The first named person should be assumed to be the head/ coordinator in the event that they are in the
building. Should they be absent, stand in coordinators should fill the role in their order of appearance
on the list.

e Coordinators will monitor and guide evacuation on the floors they are in charge of, as well as
make sure that everyone has vacated the floor area.

e Considering that the last exit doors do not open according to the flow of evacuation, in case
there is an evacuation, the Security Officer is in charge of opening the door wide and to block
them in that position.

1.3.11.Meeting Point

For the Primary school, meeting point is at the end of the yard towards/next to sport hall (dependent on
the smoke direction).

1.4.PLAN IN CASE OF FIRE AND EVACUATION PROCEDURE

1.4.1. Person Detecting the Fire

- alarms others by voice and fire detector

- Tries to extinguish with the nearest fire extinguisher device

- Fire extinguishing is executed with the person’s back facing the exit door

“S-A” Device Usage

e Pull out the safety plug |y

e Direct the nozzle towards the fire M

e Press the handle of the valve firmly and extinguish the fire SR

e Ifthe fire cannot be extinguished (due to size, smoke, etc.), the person leaves the room and

closes the door.
The person walks towards the evacuation exit on the floor (staircase)
e Security staff informs the fire brigade

Please note: Do not use water for extinguishing while the electrical power is on in the installation.

1.4.2. People have been alerted about the fire



e Incase of alarm, people immediately head for the exit

e They do not take extra stuff except for personal clothes

o Before leaving the room, they close the windows, and upon leaving they make sure to close
the door.

e They bend and walk towards the closest exit on the floor - no running

e Once they start evacuation they do not go back if they forgot something, except in case of fire or
smoke blocking their way to the final exit.

o  When they leave the building, they make a distance of approximately 30-40 metres (at
meeting point) and remain in one group waiting for further instructions of the person in
charge.
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2. OTHERINCIDENTS REQUIRING AN EVACUATION OF THE SCHOOL

2.1.FLOODS

In case of a flood which is a result of a natural disaster, the BIS security officer will alert the school
management. Depending on the situation, the Director/Operations Manager can order the evacuation
of the school; all measures are taken in order to save people and property.

In case of a local flood which is a result of damage on the water installation, the security officer will shut
down the valve and alert the school management. All available staff will help save valuable items,
especially computer equipment and try to prevent it touching water. If possible, pick up all the water
that poured out.

If there is a danger of a short circuit, the security officer will turn the electricity off if it is possible to do
so in the room that flooded; if it is not possible, turn off the main switch.

If the accident is major, and requires professional intervention of a particular utility company for water
supply and sewage, the school will call the particular unit that will help with the issue.

Another possible accident may include the water supply and sewage that surrounds school; in that
particular case, special help from the water supply crew is required. In the meantime, while the special
crew reaches the premises, BIS security officer’s main concern is to save the BIS property.

All situations mentioned above, Director/Operations Manager will make the decision about possible
evacuation of the school or closing down of a particular part of the school until the malfunction is
repaired.

2.2.EARTHQUAKES

As soon as the ground stops shaking, the security officer should turn off the electrical supply, if needed,
in case it is a devastating earthquake.

If there are people in the school, prevent them from panicking, organise quick evacuation from the
premises and moving to a safe distance stopping people from returning to the object to gather their
forgotten belongings.

The security officer will stand in front of the entrance and by doing so, secure the school and property
in it until the ground stops moving.

Once the danger has passed, return to the school, if possible turn the electricity back on, walk around
the premises and make preliminary evaluation of the state of all of the rooms in the school.

2.3.BOMB THREATS

Every bomb threat should be taken with upmost seriousness and always act according to the
procedure as if the bomb was really in the school.

All actions of the staff must be calm, efficient and with no risk.
If the bomb threat is done through the phone, follow the procedure:

During the conversation take note of as many details as possible. There is a form by security officer
telephones and also in the School Office that should be used, if possible. Let them know that you are



listening to them carefully, remember the details which might point to the perpetrator and by
doing so, help the investigation.

Listen to the message without interruption and remember it
completely. If the conversation continues, try to find out:

e  Where the bomb has been placed
e  When will it explode

e Why has it been set

e When hasitbeen set

Try to get as much information as possible because the more time spent talking will probably result

in more details being revealed. Try to engage them appropriately in conversation. Ask them who
insulted them, provoked them, etc.

After the phone call:

¢ Inform the Director and deliver the message as accurate as possible.
e In caseitis needed, help the security evacuate people form the premises.

e Bytherequestofthe Director/Operations Manager, call the Police who will send the bomb
unit.

e After the arrival of the bomb unit, assist the security if they require you to do so.

DO NOT TOUCH SUSPICIOUS OBJECTS!!!

Ifit not possible to complete during the initial call following the incident the G4S Security company
form PS 751.101.06 (with the Security Officers and in School Office) should be completed by the
person receiving a bomb threat/explosive.

2.4.LoCcK DOwWN

In the event that an intruder enters the building and students are not able to safely evacuate, staff
should instigate the following lock-down procedure:
e All staff have a responsibility to inform others

e Office staff should close and lock the main office door

e Security or office staff should telephone the emergency services to inform them that
an intruder is in the building

e Office staff should alert security staff on other sites, who should immediately secure the
buildings that they are responsible for until further notice - no visitors should be allowed
on any site during this period

e Teaching staff, as soon as they have been informed of the lock down should:

o Bring all students into the nearest classroom and close the door - where this door
has an available key they should lock the door from the inside, where there is no
available key they should barricade the door with classroom furniture

o Staff should move all students away from the door and any line of site for windows
on the lower floors of the building

o Staff and students should stay low to the ground and, where possible, beneath
desks or tables

o Until notified otherwise, staff and students should remain in classrooms

o In the event that a staff member judges that they are able to safely evacuate
students from the site, they should do so and proceed to the evacuation point as
normal

e Security staff should work with emergency services, once they arrive, to secure the
building and transfer students from lock-down classrooms to the evacuation point
e Once a lock down has been declared over (usually by in person visits to classrooms from
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security/ emergency services, all staff and students should proceed to the evacuation point
as normal’

Once the evacuation has been declared over, office and security staff should consult with
emergency services before contacting the other school sites to allow visitors on the
premises and continue operations as normal

3. EVACUATION REPORT

Following every evacuation a written report should be made by the Security Officer.

Report can only be completed by the Security Officer that was present when the incident took place.

The description of the event should answer the following questions: WHO, WHEN, WHERE, HOW
and WHY.

Next to the description of the event, it is important to report which measures have been taken
because the Security Officer is not only the reporter but an active participant as well.

4. MONITORING AND REVIEW

This policy will be reviewed on a regular basis and updated where appropriate. Feedback will be

sought after every evacuation (drill or actual) and used to update the policy as and when required.
An up to date version of the policy will always be held on the shared (Google) drive and in the school
office. Staff are expected to keep themselves appraised of the policy on a termly basis.

5.0 PLAN IN CASE OF FIRE AND EVACUATION PROCEDURE

Person Detecting the Fire

- alarms others by voice and fire detector

- Tries to extinguish with the nearest fire extinguisher device

- Fire extinguishing is executed with the person’s back facing the exit door

“S-A” Device Usage

e Pull out the safety plug
e Direct the nozzle towards the fire
e Press the handle of the valve firmly and extinguish the fire

“S” Device Usage

Pull out the safety plug

Press the handle of the valve firmly and turn it on immediately

Direct the nozzle towards the fire

Press the handle of the valve for 5 sec. firmly and extinguish the fire

If the fire cannot be extinguished (due to scope, smoke, etc.), the person leaves the
room and closes the door.

e The person walks towards the evacuation exit on the floor (staircase). From a safe
place immediately informs the fire brigade by calling 193

Please note: Do not use water for extinguishing while the electrical power is on in the installation.

People have been alerted about the fire (evacuation)

In case of alarm, employees and students immediately head for the exit of the room
They do not take extra stuff except for personal clothes

Before leaving the room, they close the windows, and upon leaving they make sure to
close the door.



e They bend and walk towards the closest exit on the floor - without running

e Once they start evacuation they do not go back if they forgot something, except in case of
fire or smoke blocking their way to the final exit.

o  When they leave the building, they make a distance of approximately 30-40 metres
(at meeting point) and remain in one group waiting for further instructions of the
person in charge.

FIRE DRILL PROCEDURE

Preparations for the Fire Drill

In order for the evacuation emergency practice to be successfully carried out, it is necessary prior
to the drill to make some preparations:

. Provide a person who knows how to activate the alarm signal and how to work with the
emergency alarm system.

. Provide people who will act as coordinators on each floor of the school building and who
will check that everyone left their floor and who will close the doors of the rooms on the floor.

. Provide a person who will be on duty at the Meeting point.

. Explain to the coordinators their duties.

. All evacuation exists must be prepared for smooth evacuation and must be unlocked.

. Remind the staff where the Meeting point is.

. Teachers must inform the students about the evacuation protocol during the fire drill.

. The Security guard should have a current attendance register of all persons in school for

staff to use.

Fire Drill
Coordinators will not be informed in advance when the fire drill will start. Coordinators cannot be
determined in advance, but whoever first shouts out “I will be the last on this floor” will act as a
coordinator for that floor. This person should not have a student supervision role at the Meeting
point.

Security staff
. Security guard/nominated person activates the fire alarm at the time set in advance.
. The Security guard needs to give an attendance list to the Head of the evacuation.

Coordinator on each floor

. The fire alarm signs the beginning of the fire drill for the coordinators and staff
. Guides and helps students while leaving the floor.

. Coordinates evacuation of all the classrooms on their floor towards the stairs.

. Checks their floor that no student/person is left behind.

. Checks the strength of the sound system from the farthest point of their floor.

. Checks restrooms and hallways on their floor.

Class teachers

¢ At the sound of the fire alarm, class teachers tell the students to stand up from their seats and form
a line at the door. They also inform them that they need to leave the building in an orderly line and
to move towards the Meeting point (without running and in silence).

¢(Class teacher opens the classroom door and students, in line, descend towards the nearest exit
from the building. The class teacher leaves the classroom last and makes sure no one is left behind
in their classroom.

eIf there is an injured or unwell student, the teacher organises for others to help them during the
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evacuation.

(Class teacher closes the classroom doors when everyone has left (windows need to be shut where
possible, but the evacuation takes priority).

«(Class teacher with their class moves towards the Meeting point. There, they once more check if all
the students are present that were in the classroom by calling out their names.

«(Class teacher gives verbal report, whether all the students have left the building to the Head of
evacuation.

(Class teacher stays with their class (no mixing with other classes).

Meeting point

oThe first class that arrives to the Meeting point takes the furthest position from the school
building. Next class that arrives stands in front of them (or next to them), unless delegated signs per
class are visible.

o At the Meeting point, the teacher checks if all the students are present.

Security staff

e After activating the fire alarm, the Security guard opens all exit doors and makes sure they do not
close as all persons leave.

eStays in front of the building and secures it.

o Checks there is no faults displayed on the control panel.

Coordinators on the street
If needed, coordinators stand on the side of the street and stop any vehicles coming so that the
students remain safe while moving towards Meeting points.

Head of the evacuation

e After the fire drill has been completed, the head of the evacuation gives permission to the staff and
students to return to the building.

e Collects verbal reports from coordinators from each floor.

eHands over all the documents to the Operations Manager

Procedure and Duties of Participants

e At the sound of alarm, an evacuation of all persons is necessary.

e At the sound of alarm, all staff and students need to, without delay, start heading towards the
nearest evacuation exit (bags and other belongings remain in the classroom).

eIn the science lab, any open flames are shut off, before leaving the room.

eEveryone walks with their heads down (because of smoke), without running (because of panic)
and as quickly as possible, in order to evacuate the building in the shortest possible time.
eStudents remain with their class.

e After leaving the building, all participants move towards the Assembly points.

eParticipants can return to the building only when the head of the evacuation allows it.

e All participants must take the fire drill seriously, responsibly and cooperatively and to leave the



APPENDIX 1

APPENDIX 1

REPORT BY THE COORDINATOR

Date of fire drill:

Head of evacuation:

Time of the start of fire drill:

Volume of the fire alarm:

Observations about the behavior of staff:

Observations about the behavior of students:

Observation of class teachers:

Coordinator
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APPENDIX 2

TABLE FOR THE HEAD OF EVACUATION

APPENDIX 2

M.

10.

11

1%

Aspects of fire drill procedure
Was the entire building
evacuated?

Was the entire premise
checkad?

Were the evacuation signs
clearly visible?

Waz the volume of siren good
enough in all parts of the
building?

Were the doors and windows
Closed?

Did the doors work properly
on the evacuation routes?
Did any participant return
after exiting the building?

Did the staff walk guickly
enough and with their head
down?

Was there any halt during
gvacuation and where?
Were there any obstacles
during the gacuation route?
Level of responsibility of staff
during the fire drill procedure
(1-5)

Were there any remarks about
the evacuation from the
teachers on their floors?

s

MNo

Comments

Head of evacuation



APPENDIX 3

APPENDIX 3

FIRE DRILL REPORT

Date: Tirne: Campus:

Fire drill coordinatars:

Head of Evacuation:

How long the evacuation lasted:

Strengths:

Improvements:

Report written by:
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