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1. Introduction 

Health and safety is the number one priority for Aldar Education, in order to facilitate the safe evacuation of all 

persons, the following fire plan has been developed for Mamoura British Academy. The plan has been developed 

based upon the UAE fire and life safety code, NFPA and ADEHSMS requirements. The plan must be reviewed on 

an annual basis or following an emergency event. 

 
Refer to the fire policy for further guidance when developing your site specific fire plan. Additional guidance can 

also be found within the UAE fire and life safety code and NFPA standard 101. 

 
2. Premises information 

2.1 The following points should be included within the plan: 
 

2.2 Building size - 
 

2.3 Number of floors -G+1 
 

2.4 Maximum occupancy - 
 

2.5 Current occupancy – 1159 students,  143 teaching staff (CAs included),  22 Admin, 93 support staff 
 

2.6 Number and description of swimming pools – 1  
 

2.7 Number and location of fire assembly points –  3; Point A (playground near sports hall -  Yr. 5-13), Point 
B (basketball court at the back of the astro - Yr. 1-4, admin, service providers and visitors), Point C 
(basketball court near the school building – nursery and FS2)  

 
2.8 Access information for emergency services – Main Reception 

 
3. Summary of the fire and life safety systems 

The following section provides a brief summary of the fire and life safety systems that are available within the 

school: 

o Fire alarm sounds like a siren with an announcement. 

o Unit sound alarm lights & flash : 75 Nos. 

o Emergency lights have individual battery. 

o FM200 - located in server room near Gate C. 

o Types of fire extinguisher (186 Nos) - Foam (Fire Pump room), CO2, and Dry powder (across school 
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locations). 

o We have around 952 Smoke Detectors across school locations (including 21 heat detectors) 

o Fire hose reels - Total 35 nos. (GF+FF). 
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4. Roles and responsibilities 

4.1 Principal: 

The school Principal has the specific responsibility for: 

4.1.1 Ensuring that the plan is kept up to date and reviewed annually or following an emergency event. 

4.1.2 Ensuring the fire drill exercises are conducted on a termly basis and that 1 exercise per year is 

conducted in partnership with the civil defense. 

4.1.3 Ensuring that the plan is communicated to all relevant stakeholders. 

4.1.4 Liaising with external emergency services during an emergency event. 

4.1.5 Ensuring that a suitable report is developed following an emergency event and communicated to 

the Risk Department. 

4.1.6 Ensuring adequate numbers of fire marshals are appointed and that they receive suitable training. 

4.1.7 Ensuring all employees and support staff are provided with suitable fire training. 

4.1.8 The Vice Principal will fulfil the role of the principal in his/her absence. 
 

4.2 Operations and School Support Manager (OSM) 

The OSM has specific responsibility for: 

4.2.1 Ensuring all fire and life safety systems are tested and maintained in accordance with Aldar 

Education/local requirements. 

4.2.2 Ensuring that any corrective fire and life safety system works are conducted in a timely manner. 

4.2.3 Conducting weekly fire inspection checks and monthly health and safety inspection checks. These 

must then be submitted to the Risk Department. 

4.2.4 When designated, fulfilling the role of the incident commander. 

4.2.5 Ensuring that all fire- r e l a t e d  training within the school is current and that valid certificates 

are available. 

4.2.6 FSO will fulfil the role of the OSM in his/her absence. 
 

4.3 Security personnel 

Security personnel have specific responsibility for: 

4.3.1 Facilitating with the safe evacuation of all persons from the building. If safe to do so, ensuring 

all  areas have been checked (toilets, back of house areas etc.). 



 

Classification: General Internal Purpose 

4.3.2 Managing the prevention of people re-entering the building, until it has been given the all clear from 

civil defense or  the Principal. 

4.3.3 Brief contractors coming onto site about the emergency procedures to follow. 

1.1 Incident commander 

The incident commander has specific responsibility for: 

1.1.1 Facilitating the safe evacuation of all persons from the school. 

1.1.2 Identify themselves and liaise with the civil defense and emergency services throughout the 

emergency. 

1.1.3 Provide information to the emergency services, such as, number of persons, details of persons with 

disabilities and their locations within the building, details of missing persons and their last known 

location etc. 

1.1.4 Identify any missing persons and communicate this to the emergency services. 

1.1.5 Ensure building drawings and supporting documentations are provided to the emergency services 

when arriving at the scene. 

1.1.6 Provide regular updates to the Principal throughout the emergency. 

1.1.7 Support on compiling information to be included in the report after the event. 

1.1.8 Traffic flow and supporting access for emergency service vehicles. 
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1.2 Teachers 

Teachers have a specific responsibility for: 

1.2.1 The safe evacuation of all children in a timely and silent manner. 

1.2.2 Collecting the emergency pack for the classroom, this should contain, green/red emergency card, 

current register and hi vis jacket. 

1.2.3 Conducting a roll call once at the fire assembly point, if any persons are identified as missing the 

correct signal (red card) must be communicated as quickly as possible to the incident commander. 

If all persons are present the green card must be displayed. 

1.2.4 Provide information to the incident commander relating to any children with disabilities that have 

been placed at a pre-determined refuge area. 

1.2.5 Ensuring children remain at the fire assembly point until the civil defense or the principal give the all 

clear. 

1.2.6.  Once the emergency is over, ensuring that is safe to do so, all children return to their relevant class. 

1.2.7 Ensuring reporting any fire and life safety defects within their class/area to the OSM in a timely 

manner that escape routes from their classroom/areas remain free from obstruction at all times. 
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1.2 Fire marshals 

Fire marshals have specific responsibility for: 

1.2.1     Carrying out a sweep of their designated area, please note that this must only be done if safe to do so,           

you should never put yourself at risk. 

1.2.2 Reporting the status of their designated area to the incident commander, this includes reporting any 

potential missing persons to the incident commander. 

1.2.1  If designated, supporting on the safe evacuation of any persons with disabilities. 
 

1.3 Administration staff 

Administration staff have specific responsibility for: 

1.3.1   Evacuating the building using the nearest safe available escape route and making their way to the    fire 

assembly point 

1.3.2 Evacuate any parents, visitors etc who are within the administration areas of the school to the fire 

assembly point. 

1.3.3 One administration member will be responsible for taking a roll call for the administration staff. The 

school has selected Deena Latif (PA to Principal), their deputy is Noor Abdullah (PRE).  

 
1.4 Contractors and support staff 

Contractors and support staff have specific responsibility for: 

1.4.1 Upon hearing the alarm evacuating the building to the designated fire assembly point using the 

nearest available fire escape route. 

1.4.2 Ensuring they do not return to the building until instructed to do so. 

1.4.3 Reporting any missing colleagues to the incident commander. 

1.4.4 Taking part in regular school fire exercises (cleaners). 

1.4.5 For temporary contractors, they must ensure that they sign into and out of the school accordingly. 

 

1.5 First aiders/school Doctor & Nurses 

First aiders have specific responsibility for: 
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1.5.1 Providing basic medical care to any injured persons. 

1.5.2 Ensuring that their first aid qualifications remain valid. 

1.5.3 To have ready access to important personal information (telephone numbers, their next of kin, and 
medical information) about the staff and students 
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1.6 Group Head – Operational Risk 

The GHORS has specific responsibility for: 

1.6.1 Ensuring a detailed report is submitted following the event. 

1.6.2 Supporting on the development or the delivery of specific internal fire training programs. 

1.6.3 Providing adequate policies and procedures to support effective health and safety within the 

schools. 

1.7 School HRO 
 
The school HRO has specific responsibility for: 

1.7.1 Ensuring biometric time logs will be used to identify and account for staff members who are 
absent during fire drills, ensuring accurate headcounts and safety compliance.  

1.7.2 Ensuring any known staff absences are immediately communicated to the Executive Leadership 
Team (ELT) via radio during a fire drill to support accurate roll call and emergency response 
coordination.  

1.7.3 If the HRO is not in the school, Department heads should inform the assembly incident controller 
that they have accounted for all their staff.  If any Department heads are absent , the Line 
Manager of the Department head would report accordingly that all department staff are 
accounted for. 

 
2 List of fire marshals 

The school has identified the following persons as fire marshals, there must be a selected deputy for 
each of the persons identified. The OSM is responsible for ensuring the list remains up to date. 

 

NAME DESIGNATION  LOCATION/RESPONSIBILITY 
Godfrey Security Supervisor Across the school 
Binaya Security Guard – Male Wave the flag (MS&SS) 
Bishnu Security Guard – Male Year 3, 4, 5, 12 & 13, Art & Music 
Zaher Security Guard – Male Year 1, 2, Canteen, Auditorium, SH 

& Swimming Pool 
Jithin Security Guard – Male Across the school 

Ahmed Security Guard – Male Main Reception, Admin Offices 
Vishnu Security Guard – Male Wave the flag (LS) 
Athira Security Guard – Female Humanities, Maths, MOE 
Shalu Security Guard – Female FS Reception, FS1 & FS2 
Anu Security Guard – Female Secondary Reception, DT, Science, 

Food Lab Area, Library, MS/SS, 
Study Hub 

ELT ELT Assembly Points 
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3 Emergency contacts 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
4. Communication of the plan 

The principal will ensure that a copy of the plan is developed and made specific to the school. Once this has 

been conducted that plan will be shared with all stakeholders, this will include, staff members, support staff, 

children and visitors. All new joiners will be provided with a copy of the plan upon joining the school. If the plan 

is updated, a new copy of the plan must be communicated. The plan is to be displayed within the staff room, 

class rooms (within the emergency pack) and within administration areas. 

 
 

5. Training requirements 

5.1 All staff must be provided with the evacuation procedures for the school. This will include a physical 

walkthrough of the school to identify emergency escape routes and the locations (s) of fire assembly 

points. 

5.2 A suitable number of designated employees (30%) must receive certified fire training by the civil 

External Emergency 
Name Contact Number 
Police 999 
Ambulance 998 
Civil Defence 997 
Electricity failure 911 
Water failure 922 
Nearby Hospitals Burjeel Hospital – 800 55 
Nearby Police Stations Khalidiya Police Station  
Other important information  

Level 1 - Bronze - Incident Response Team 
Designation Full Name Contact Number(s) 
Operations & Support Services 
Manager (OSM)  (IRT Lead) Nicci Parsons  058 538 9440  

 Principal  (IRT Supervisor) Doug Pettitt 058 971 0255 
Vice Principal / Head of School -
SS/LS 

Emma MacDonald 
Susan Adshead  

Emergency Team Member 2 Drew Lett  055 298 1296 
Emergency Team Member 3 Saoirse Hall  050 921 3763 
Emergency Team Member 4 Ian Wignall  058 584 4026 
Emergency Team Member 5  Simon Gill  050 196 8747 
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defense of their selected representative. The OSM will hold a copy of this list. 

5.3 The termly fire drill exercise will be classed as on-going training for staff and students. 

5.4 Contractors are to be briefed on the fire evacuation procedures by the security team, this can be kept 

very brief and should include location of assembly points, alarm sound etc. 

5.5 Additional fire marshal training can be obtained via the civil defense at a cost. 
 

 
 

6. Testing of the plan 

7. The fire evacuation procedure must be tested at least once each term. Additionally, Aldar 
requires conducting at least one exercise Inspection requirements 

The following inspections are to be conducted by the OSM or appointed deputy at each and every school: 
 

7.1 Monthly health and safety inspection – Via  EVOTIX system 

7.2 Monthly fire inspection checklist – Via EVOTIX system 

7.3 Within the fire alarm checklist there is a requirement to test the fire alarm on a weekly basis. 

 

The findings from the report must be communicated to the Principal for review. Any actions must be identified 

and rectified within a timely manner. The Risk Department will monitor compliance in collaboration with civil 

defense. 

 

 

1. Contractor/visitors 

All contractors and visitors must sign into the security access point. Only pre-approved contractors are 

permitted to enter and conduct work. Certain work undertaken by contractors will require a permit to work. 

The permit to work must be provided to security upon entering the school. 

In the event of an emergency contractors will evacuate to the assembly point (Point B - basketball court at the 

back of the astro) and report to the Team Lead. 
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2. Students of Determination 

A personal emergency evacuation plan or PEEP must be developed for all persons that may not be able to 

evacuate the premises in a timely manner. This may be required for those with permanent disabilities or those 

with temporary injuries which may restrict the timely evacuation. Below are students requiring permanent 

PEEPS. Staff or students with temporary PEEPS are listed on the temporary PEEP register which is available on 

the Whole School teams group. 

 

 

 

Evacuation chairs are located in key locations around the school. There are 4 in total – one chair is at stair 4 at 

top of the stairs leading to the first-floor secondary scribble sanctuary and 3 chairs are at stair 3 located near 

year 5, primary side leading up from the canteen.  

 
 

 
 

 

 

NAME AGE IDENTIFIED SUPPORT STAFF 
MEMBER AND DEPUTY 

Mariam AlZaabi Y6 Abigail Anna 
Rizwan Anabia Y12 Nazish Hussain 
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3. Procedure 

In the event of finding a fire the following procedure must be followed: 

a. Immediately raise the alarm by activating the nearest manual call point (MCP). 

b. If safe to do so rescue any persons who are in immediate danger. 

c. If safe to do so, attempt to tackle the fire, please note that you must never put yourself or others at 

risk. Fires larger than a wastepaper bin should be left to trained emergency personnel. 

d. Evacuate the building safely and smoothly supporting any persons on the way. Make your way to the 

designated fire assembly point and await roll call. 

e. As soon as reasonably practical the principal and/ or OSM to raise the incident according to the 

approved CIRP process. 
 

In the event of hearing a fire alarm, the following procedure must be followed: 

a. Stand down for their immediate duties. 

b. Teachers within classrooms are to collect the emergency pack from their room  

c. Commence the evacuation of their class or areas in an orderly fashion, making their way to the nearest 

safest fire exit and onto the fire assembly point. 

d. Administration staff must commence the evacuation of the administration areas. 

e. Selected fire marshals must ensure that a sweep of their designated areas is carried out. 

f. Once at the fire assembly point, teachers must conduct a roll call and report the findings to the incident 

commander. 

In the event of hearing a fire alarm during Morning (drop-off) or Afternoon (pick-up), the following procedure 

must be followed: 

a. Stand down for their immediate duties. 

b. Teachers within classrooms are to collect the emergency pack from their room and put on their high 

visibility jacket. 

c. Commence the evacuation of their class or areas in an orderly fashion, making their way to the nearest 

safest fire exit and onto the fire assembly point. 

d. Administration staff must commence the evacuation of the administration areas. 

e. Selected fire marshals must ensure that a sweep of their designated areas is carried out. 

f. All students in transit will be accompanied to the designated assembly points. 

g. The Bus Coordinator is responsible for ensuring that all bus students remain on their respective buses. 
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h. Security staff will promptly secure all gates to restrict access to and from the school premises before 
resuming their assigned fire evacuation duties 

i. The designated staff members will station themselves at the specified gates to ensure that no one 
enters or exits the school premises. 

• Librarian 1 – Gate C 

• Librarian 2 – Gate E 

• School Counsellor – FS Reception  

 
4. Secondary fire assembly points 

 
Should the school need to evacuate further away from the designated assembly areas, security are tasked with 
opening the main gates. Students would be led out to a place of safety away from the main building plot. 
 
 


