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1 General Information

1.1 Purpose

The purpose of this Emergency response plan (ERP) is to establish procedures required by Georgian Legislation
and International best practices. More specifically, this plan is to document how to notify occupants of a school
/ kindergarten building emergency, establish evacuation procedures and routes, provide support for persons
with disabilities, and account for occupants. It is also designed to identify critical equipment that may need to
be shut down and provide information to emergency services about the nature of the emergency so that a safe
and effective response may be initiated. This plan needs to be shared and communicated to all the regular
occupants of the building, key staff and the security personnel.

2 Responsibilities and Duties

An effective emergency response plan requires the coordination of many occupants in a building. All building
occupants, including administration, academic staff and visitors need to be aware of their roles and
responsibilities in case of an emergency. This section outlines specific responsibilities for the regular staff and
the security personnel as well as the evacuation director and wardens. Visitors should also be instructed on
proper response to alarms and the need to evacuate.

2.1  Responsibilities of Employees and Trainees

1. Be familiar with building emergency procedures and act in the event of an emergency. See Sections 3
and 4.

2. Participate in drills and training as required.

3. Inform and assist visitors unfamiliar with building procedures as appropriate prior to and during an
emergency.

4. Supervisors orient new employees and familiarize them with this plan and emergency procedures.

5. Be familiar with guidelines herein to evacuate, take refuge, or stay in place if you are a person with
mobility disabilities.

6. Adhere to the requirements of this plan and notify the supervisor if any unsafe instances or deviations
occur.

2.2 Responsibilities of Temporary Workers

1. Be familiar with the evacuation routes and emergency procedures and be prepared to leave the building
in an orderly and quick fashion.
2. Contractor representatives (supervisors) are obliged to instruct all new workers with a brief overview of
emergency evacuation procedures on their first day of work to:
Provide general information relating to emergency procedures.
Inform workers that evacuation is required when the alarm system is activated.
Inform workers of the location of the nearest exits, and where to assemble outside.

B oo

Have an accountability of his/her subordinates at all times.



3. Report any emergency that may occur on their work area by contacting facility manager or their point of
contact.
4. Be familiar with evacuation options for persons with disabilities.

2.3 Responsibilities for Heads of Departments/service, coordinators

* Heads of Departments/service, coordinators are responsible for ensuring their staff are aware of the
fire evacuation process and are to ensure their staff undergo an annual fire evacuation practice within
their working area.

* Inthe event of a fire, they are responsible for conducting a roll call on arrival at the assembly point,
and for ensuring that the name of anyone who cannot be accounted for (and, if possible, their likely
location) is passed immediately to the building responsible person (Emergency Group Members).

24  Responsibilities of the Security Manager and Security Personnel

1. Security Manager (or person in charge) is responsible to call 112 and report the emergency.
Direct all employees towards the nearest emergency route and exit in a calm manner, remind them that
no activation of badges is required during the emergency evacuation.

3. Make sure that all emergency exits are open and unobstructed at all times.

4. During the emergency evacuation or drill print out logs of all employees or visitors who entered the
building and take this list with you at the Muster Point.

5. Call out the names on the list at the Muster Point and report any missing employees to the 112
responders.

25 Teacher’s Responsibilities
In the event of a fire drill or fire evacuation do the following:
= Take the “Emergency Folder”
* Remind students to exit quickly and quietly to the designated location
= Leave the building by the nearest exit
= Move to an Assembly Point
= Stay with students, keeping them in a group.

= Take attendance and account for any discrepancies. Do pass any information to the building responsible
person at the assembly point

= Wait for further instructions
An emergency folder includes:

“Green” and “Red” card, student list, and a detailed schedule of where each student is at every moment of the
day (Clubs, extra lessons, etc.)



3 Administrative

a. Maintain, and distribute the Emergency response plan ERP
Share this new ERP to all employees through short training session.

c. Work with management in all departments occupying the building to include the ERP in new
employee training.

d. Call periodic meetings with Health & Safety consultants to review and update the ERP.

e. Be familiar with duties and emergency procedures.

3.1 Training and Drills

Along with HSE Service facilitate periodic emergency evacuation drills.

g. Arrange or request fire extinguisher training for the key personnel (preferably security
personnel).

h. Along with HSE Service fill out the drill report, identify improvement points and devise an action
plan.

3.2  Building Emergency Evacuation

i. Evacuate and report to the evacuation assembly point and act as a building occupant liaison with
responding emergency services.

j.  Receive status reports from area evacuation wardens.

k. Be familiar with your building alarm system and building safety features (general awareness) so
that you may accurately interpret alarms.

1.  Optional: Sweep your area by walking, calling out, knocking on doors, and closing doors if
possible as you exit the building. Encourage others to respond promptly. Be assertive when
communicating the need to evacuate.

m. When the fire department has communicated “ALL CLEAR,” announce that occupants may re-
enter the building. Do not allow re-entry if the alarm is silenced without confirmation of an all
clear from emergency services.

4 Evacuation Procedures

These procedures focus on evacuation of occupants as a result of a fire or other building emergency.

1. Assume all alarms are real unless an announcement has been made just prior to the alarm.

2. Begin immediate evacuation of the building or area when outlined in building emergency procedures.

3. Do not try to search for your valuables for a long time, start walking towards the exit and close all doors
behind you as you exit.

4. Evacuate via the nearest stairwell or grade level exit. Do not prop doors open; doors must remain closed
to keep prevent smoke migration in the event of a fire. Do not take elevators or go to the roof.

5. Go to your pre-determined Evacuation Assembly Point (Muster Point).

6. Persons with disabilities who are unable to evacuate shall call for help and wait for the response team
(security personnel) to assist them with the evacuation.



4.1 Evacuation Route Maps

Evacuation floor plans help to identify exits and exit routes for the building. Occupants should go to the nearest
exit when the alarm sounds. If access to the nearest exit is obstructed, an alternate exit should be taken. Your
building’s floor plans and evacuation routes are posted throughout the building and can also be found in
Appendix 10 of this document.

5 Emergency Procedures

5.1  Fire/Explosion

All fire alarm activations should be taken seriously. Never assume an alarm is false. Building occupants
must evacuate when the alarm sounds.

5.1.1  Fire/Explosion

e If something is on fire, use the nearest pull station to activate the fire alarm then notify your supervisor
or call 112. Communicate the details you know.

e Itis not recommended for all employees to use a fire extinguisher, since they are not trained to do so. In
case of discovering a small fire, please notify a security guard, who is trained to use a fire extinguisher.
Before you fight a fire, make sure that you:

o Have called 112/or pulled the fire alarm.
o Have been trained to use an extinguisher
o Have an evacuation route planned
o Iftrapped by smoke or fire; stay low and try to cover your mouth with a wet cloth.
o Find a room where you can seal the cracks under the door and call 112
o Ifnear a window, open but do not break it. Wave or hang something outside to alert fire
personnel.

e Ifyour clothes catch fire; STOP, DROP and ROLL to smother the flames.

¢ Do not enter the elevator during the fire or other emergency situations. Use only staircase for
evacuation.

5.1.2  Fire Alarms

e Ifyou hear the fire alarm, evacuate the building or area. Closing all doors as you go.

e A pre-recorded voice message will be broadcasted throughout the facility speakers to give you
evacuation directions. Listen to the directions and calmly start the evacuation process.

e Leave all your belongings, which are not in your immediate evacuation path and go to your evacuation
assembly point (muster point).

e Report to the security personnel, facility manager, or the fire department.

¢ Do not re-enter the building until authorized by emergency personnel.



5.1.3  During Evacuation

e Remain calm - do not panic.

e Look, listen, smell, and feel for smoke or fire in your office area or in the corridor.

¢ Do not use the elevators!

e Walk; do not run, to the nearest stairwell exit and leave the facility.

o Walk towards the Assembly Point (Muster Point) and report to the person in charge.

In case if fire alarm does not sound during the emergency
Call out “FIRE — GET OUT” loudly, using your voice to inform other occupants.
Phone 112 and report the building name, address and specifics of the emergency.
Follow the general procedures listed above.

5.2 Bomb Threats

Bomb threats can be delivered in a variety of ways. The majority of threats are telephone threats called in to
the potential target. Telephone threats can also be made by a third party who has become aware of a planted
bomb. Occasionally, a bomb threat is communicated in writing or via a voice mail recording.

Although 99% of bomb threats are hoaxes, all threats must be taken seriously and reported immediately.
Evacuation will be ordered only if an assessment of the threat indicates a reasonable likelihood that an actual
explosive or incendiary device is present. The decision shall be made by consulting to the local law enforcement
agencies.

5.2.1 Telephone Threats

¢ Remain calm — do not panic.

o Take the caller seriously.

e Write down every word spoken.

e  Ask the caller for specifics, such as bomb location and detonation time, why he or she has planted the
device, etc.

e Listen closely to the background sounds. Is there music? Does it sound like an outdoor phone? cars?
trains? etc.

e Note the caller's mannerisms: accent, expressions, speech impediments.

e Keep the caller on the line as long as possible.

e Dial 112 and notify the Police immediately.

5.2.2  Written Threats

e The person receiving the threat should save all material including the note, envelope or package
wrappings.

e After the written threat is identified, avoid unnecessary handling of the letter or package to preserve
any latent fingerprints or other evidence.



e Do not move the letter or package from its current location.
¢ Dial 112 and notify the Police immediately.

5.3 Natural Disasters

Should a natural disaster (earthquake, flood, etc.) strike while in the building, there are several generic safety
precautions recommended for all occupants. It is important to note that falling objects and/or flying glass and
debris are generally the greatest danger.

5.3.1 During an Incident

move away from windows, shelves and heavy objects that may fall

‘take cover under a table or desk, in a corner or doorway

*in halls, stairways and other areas where no cover is available, move to an interior wall; kneel with back to
wall; place head close to knees; clasp hands behind neck; and cover side of head with arms

*in the library, move away from where books and bookshelves may fall and take cover

*stay inside -- usually the most dangerous place is just outside where building debris may fall. Exit only after
shaking has stopped. In science laboratories, extinguish all burners, if possible, before taking cover

*If outdoors stay there. Move away from the building, streetlights, and utility wires

5.3.2  After an Incident

e Check for injuries to other occupants on the floor. Do not attempt to move seriously injured persons,
unless there is immediate threat of further injury.

e Wear shoes for protection from debris and broken glass.

e Use a flashlight, if additional lighting is needed. Do not use matches, cigarette lighters or electric
switches or appliances for lighting.

¢ Remain in place and listen for instructions. Remaining in place may initially be the safest location.

e Stay calm and be patient. It will take time to perform a damage assessment and research the most
appropriate time and means of evacuation.

e Ifthe floor becomes untenable, proceed to the nearest stairwell exit and relocate down at least three
floors to a lower floor that is tenable.

e Avoid going all the way down to the building’s lobby or outdoors unless otherwise directed.

e Be prepared for aftershocks in the event of an earthquake.

5.4 Reverse Evacuation

In a reverse evacuation staff and pupils should remain in the school building and all doors leading outside
should be locked. No one should be allowed to enter or leave the building. However, teaching and work can
continue as usual.

e All outdoor activity suspended
e Exterior doors locked
e Business as usual inside



e Take attendance and account for any discrepancies.
e Wait for further instructions from Emergency response team

5.5 Lockdown

LOCKDOWN IS CALLED WHEN THERE IS A THREAT OR HAZARD INSIDE THE SCHOOL
BUILDING. LOCKDOWN USES CLASSROOM AND SCHOOL SECURITY ACTIONS TO PROTECT
STUDENTS AND STAFF FROM THREATS.

= All pupils/staff stay in their classroom or move to the nearest classroom.

= Office staff should remain in their office.

= External doors locked. Classroom doors locked (where a member of staff with key is present).

»  Windows locked, blinds drawn, internal door windows covered (so an intruder cannot see in).

= Pupils/staff sit/lie quietly out of sight and where possible in a location that would protect them from
gunfire away from the doors and windows (bullets go through glass, brick, wood and metal. Consider
locations behind substantial brickwork or heavy reinforced walls).

= Lights, smartboards, and computer monitors turned off.

* Mobile phones turned off (or at the least turned onto silent so they cannot give away your position).

= Staff inside a room are to quickly check the hallway for students or staff before locking the door.

= Take attendance in each room. Note those who are absent. Only contact the office if a
student/teacher is seriously hurt.

= Students and staff in their rooms are to remain on the floor until a uniformed police officer escorts
them out of the building.

= Students and staff outside of the building are to quickly move as far away from the building as
possible, assembling at the school’s emergency evacuation locations (lower parking lot & down the
road).

* Remain there until further instructions are provided by police or a member of the school
administration.

6 Building Specific Information
6.1  Emergency Communications

The following is used to describe the method used to notify first responders of an emergency within our
building:

School buildings are equipped with a monitored fire detection system, fire alarm system and automatic fire
fighting capabilities. In the event of a fire alarm activation, signals are sent to the security offices, which will
respond immediately. In addition, automatic fire sprinkler system will provide enough protection for quick
and safe evacuation.
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Emergency Response Team

7.1  Members of the emergency headquarters, their curatorial emergency assistance
functions and tasks
Emergency

headquarters member
(Last name and first
name)

Curatorship
Emergency assistance
function

Tasks
(Duties)

Contact Number

INote

Head of the — Developing and implementing an emergency preparedness and
Emergency response plan, as well as an emergency management plan, during
Headquarters — emergencies;
— Reporting threats to students and staff and organizing appropriate 599899867
Irakli Kvernadze actions;
— Organizing management, communication and notification;
— Establishing response formations, equipping and training;
— Providing formations with the necessary equipment for individual
protection, ensuring their readiness for operation, storage and, if
necessary, organized issuance;
— Organizing emergency prevention and preparedness measures as
provided with the emergency response plan.
Deputy Chief of the | He is Subordinated to Head of the Emergency Headquarters. He is
Emergency obliged to:
Headquarters for Devel ¢ for th ion of !
Evacuation Issues: — Deve ?pment of necessary measures for the eva.cuatlon of employees,
material assets, documents, unique devices, equipment, and others;
Tamaz Barbakadze | Development of an evacuation plan for employees in the 509351222

administrative building (separately for each floor) and outside the
building;

— Determination of the evacuation area, movement route, embarkation
and disembarkation points;

— Organizing registration on vehicles transporting evacuees;




— Organizing the provision of basic necessities for evacuees;

- Having constant communication with evacuation points Out of town.

In case of evacuation announcement he is obliged to:

— Notify students and staff in a timely manner about start of
evacuation;

— Send representative to the evacuation assembly point in a timely
manner;

— Organize the arrival of all employees and students at the assembly
point at the designated time in order to transport them to safe
places;

— Organize timely accommodation of evacuees and their
comprehensive provision after their arrival at the resettlement sites.

— Evacuation of students and staff to safe areas according to established

procedures;

— Conducting rescue and other emergency operations in the event of

emergency situations;

— Organize constant readiness for management, communication and
notification. Accordingly, organize the assembly of the emergency
headquarters and meetings according to the notification scheme;

— timely notify supervisors, response formation and on the
implementation of civil security measures for personnel;

— Promptly receives orders and directives from superior bodies and
keeps records of them;

— Carries out information collection in the field of civil security and
organizing its exchange; creating an information base and its
constant updating

Fire and Rescue
Team Leaders:

Building A /
Kindergarten —
Vazha Kajaia

Building C -
Mikheil
Shaverdashvili

Building A /
Kindergarten —

Zakaria Basishvili

Building C — Shmagi

Apkhazava

Organizes the involvement of response forces in the liquidation and

restoration of the consequences of emergency situations;

— Under peaceful conditions, he is obliged;

— Know the composition of the group, their level of training, and
their place of work. Have a list of the group's personnel for quick
assembly if necessary;

— Examine all buildings and structures located on the site and the
energy supply, sewage, water supply and communication networks;

— Systematically check that fire protection boards are equipped with
the necessary inventory and fire extinguishers. Know the suitability
of fire extinguishers and the time for their refilling;

— Systematically implement fire prevention measures; must check the
condition of power lines, cleaning of the territory, and availability
of fire extinguishers;

— He should systematically conduct both theoretical and practical
training with personnel.

— Must systematically check the ongoing readiness of the group
personnel;

— Know the location of the group property, and the schedule for
receiving and issuing it;

— Actively participate in the implementation of measures envisaged in

the emergency plan for preventive and preparedness measures;

598608881 —
\Vazha Kajaia

597999845—
Mikheil
Shaverdashvili

597999557 —
Zakaria
Basishvili

577107755 —
Shmagi
Apkhazava

Sec.

Sec.

Sec.

Tech.

Tech.

Tech.




— Know the weak points on the area, in order to quickly
eliminate them in case of an accident.

In case of an extreme situation:
He is responsible for quickly assembling the group personnel.
Briefly explaining the situation, assigning tasks to each person, and
obtaining the necessary equipment;
Act quickly and energetically to evacuate victims and provide
assistance to the site of the accident. Carry out the liquidation of the
consequences of the accident;
Systematically report to the Chief of the Emergency Headquarters
about the activities performed;
Immediately notify the local fire and rescue unit;
Determine the location of the fire source and its spread, and use all
means to extinguish and localize the fire;

— Report the situation to the firefighters who arrived on the area

and continue extinguishing the fire with them.

In case of fire:

Assess the fire situation;

Determine fire-prone areas, the forces and equipment required to
extinguish the fire, as well as the types and quantities of water
supply facilities required;

Determine a safe evacuation route.

Authorized person

Reported to the Chief of Emergency Headquarters and he is
obliged:

in the field of Take an active part in the preparation of the emergency
material and management plan in terms of taking into account material and
technical supply: technical supply issues;
Malkhaz Participate in the implementation of measures envisaged in the
Barbakadze emergency management plan for preventive and preparedness
measures; 597999464
Prepare a report for the purpose of equipping response formations;
Know the amount of Necessary equipment and inventory, the
conditions for its purchase and storage;
Know the number of vehicles, their technical equipment, and
storage conditions for fuels and lubricants. Ensure their safety and
keep accurate records of their consumption;
Systematically provides information to the Chief of the Emergency
Headquarters about the technical condition of necessary property
for ensuring motor transport and civil security.
Authorized person Reported to the Chief of Emergency Headquarters and she is
in the field of obliged:
Medical care:
Building A / In peaceful conditions:
Kindergarten — 577426919
Nani Lomidze / — Participate in the implementation of measures envisaged in the 599111810
Nino Khutiashvili emergency management plan for preventive and preparedness

measures;




— Systematically monitor the cleanliness of the facility and the hygiene
of students and staff;

— Provide first aid to injured people;

Building C — Nino — Constantly ensure the creation of the necessary stock of first aid 599115644

Beridze medicines and medical supplies.

In extreme circumstances:

Organizes the provision of first aid to the injured people;

8 Evacuation Methods & Assembly Locations

8.1  Building Evacuation

The building fire alarm system is design for Complete Building Evacuation. All occupants evacuate to exterior
of building for fire and other emergencies as outlined in the building emergency procedures.

9 Evacuation Methods & Assembly Locations

European School fire alarm system is design for Complete Building Evacuation. All occupants evacuate to
exterior of building for fire and other emergencies as outlined in the building emergency procedures.

9.1  Building A / Kindergarten

The Evacuation Assembly Point #1 (EAP) is designated in front of the A Building Inner yard for students and
teachers.

The Evacuation Assembly Point #2 (EAP) is designated on the left side of the A Building Inner yard for
administration staff.




9.2  Building B

The Evacuation Assembly Point (EAP) is designated in the back yard of the C school Building for all students
/ teachers / administration staff

9.3  Building C

The Evacuation Assembly Point (EAP) is designated in the back yard of the C school Building for all students
/ teachers / administration staff
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Evacuation Maps
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