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 1. Purpose:
 The purpose of this procedure is to establish an emergency evacuation plan for both
 Abu Dhabi and Sharjah campus of Khalifa University and all KU premises:
 To ensure the safeguard of human lives in the event of an emergency.
 To establish and develop an emergency evacuation plan that ensures the
 safe and orderly evacuation of all persons on all floors out of the Khalifa
 University Campus and its premises in the event of an emergency.
 To ensure prompt rising of the fire alarm and marshaling of first aid and fire-
 fighting efforts in the event of fire.
 2. Scope:
 This procedure defines the methods to be followed in case of any emergency
 occurring within KU operations and services. It refers to those emergencies that
 pose potential or significant threats to the environment, personnel, property or public
 at large. It is applicable to all KU services and operations.
 Khalifa University emergency management systems are aligned with the Facilities
 Management and Security within the Khalifa University. The Khalifa University will
 comply with all local emergency procedures and systems.
 The Emergency Evacuation Plan and procedures are held by the Emergency Control
 Team, EHS and Security Section and will be updated accordingly via the EHSMS
 procedures. The Emergency Evacuation Plan includes:
 Fire Evacuation;
 Chemical/ Radiation spills evacuation;
 Bomb Threat Evacuation; and
 Environmental Hazard;
 It is the responsibility of the EHS Manager to ensure that all Khalifa University
 employees follow these local requirements. It is the responsibility of Section
 Managers to ensure employees are aware of the importance of complying with these
 procedures.
 It also identifies the requirements to provide adequate and timely information and
 training to all employees and visitor and stakeholders of the procedures to be
 followed in the event of an emergency. This includes the conduct of regular
 emergency drills to ensure that the procedures are practiced and understood by all
 personnel.
 All new contractors, workers and visitors are being provided with emergency
 response information upon arrival, during the safety induction and during orientation.
 This process will be performed prior to work commencing or during any other

Page 5
                        

MANAGEMENT PROCEDURE MANUAL Emergency Evacuation Plan
 Document No: KU – FD – EHS – MPM – 04 Issue no: 01 Issue Date: 19.11.2012 Page: 5 of 104
 Copies of this document available in KU EHS Intranet are only the latest, valid and controlled documents. All other copies are uncontrolled and valid only on the date printed. Last printed: 13/5/2015 2:21:00 PM
 activities. Awareness of this procedure will be maintained by including it in regular
 meetings, during safety audits and emergency drills.
 3. Responsibilities:
 3.1 Emergency Control Team:
 The main function of the Emergency Control Team is to achieve Khalifa
 University Abu Dhabi, and Sharjah Campus and premises emergency
 evacuation’s objectives. The members of the Team include the following:
 EHS Manager/ EHS Coordinator.
 Coordinator/ Deputy Coordinator
 Fire Marshal / Deputy Fire Marshals.
 Security Supervisor / Security Officer.
 Emergency Control Room Operator.
 3.2 EHS Manager: Responsible for
 Ensure all necessary resources for the implementation and maintenance
 of this procedure are available.
 Identify all potential emergency situations in KU operations and services.
 Review the emergency management procedure.
 Performing post emergency investigations and reporting.
 Identify and implement all necessary corrective actions as required.
 Evaluate compliance with this procedure by KU personnel, new
 contractors, their workers and visitors.
 3.3 Emergency Coordinator/ Deputy Coordinator:
 Senior administrator to represent the management of the KU campus in
 respect of all emergency matters;
 Has the responsibility for:
 1. Establishment of the Emergency Control Team.
 2. Training of the emergency personnel
 3. Putting into force the Fire Emergency Plan/ Emergency Plan
 Ensures that the approved Fire Emergency Plan is abided by all staff of
 the KU main building;
 Records (on a special drill form) the date and time of each Evacuation
 Drill conducted in the building. (The drill form should be kept in the office
 of the coordinator for verification purposes by the civil defense officer)
 Appoints one person as Coordinator during his absence from the building
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 Ensures that exit doors are kept closed and unlocked and that corridors,
 lobbies and staircase are kept free from obstruction at all times
 Ensures that fire extinguishers and hose reels along with the firefighting/
 protection system is kept in good working condition
 3.4 Fire Marshal/ Deputy Fire Marshal:
 The Fire Marshal must be knowledgeable and familiar with the hazards
 and other potential exposures inherent in the Campus in general and
 specifically on his floor.
 Communicates by the Emergency Control Room;
 Is familiar with the fire Emergency Plan and means of escape of the
 building.
 Is familiar with the operation of the fire alarm system and the use of first
 aid fire-fighting equipment.
 Obtains information on type of alarm and area of origin;
 Knows the locations of the fire alarms, fire extinguishers and assembly
 points.
 Inspects the emergency exits and fire extinguishers regularly and report
 any findings to the Emergency Coordinator, Industrial security or H&S
 division.
 Acquaints any new employee with the Fire Emergency Plan including his
 specific role during an emergency.
 3.5 Fire Warden:
 Fire Wardens are responsible for fire safety and fire emergency services
 in his/her area;
 Ensure that all staff in your section/unit is trained in the specific Response
 Plan;
 Convey to the informer the message for evacuation to be informed to the
 Control Room “communication Center”;
 Evacuate Campus quickly and calmly using the safest nearest exit;
 Evacuate area at once and use the stage of evacuation as announced by
 the communication center;
 Liaise with Fire Marshal to provide necessary help;
 Initiates and carries out the emergency evacuation process in his/her
 designated floor/ zone at the sound of the fire alarm;
 The fire warden must be knowledgeable and familiar with the hazards and
 other potential exposures inherent in the Campus in general and
 specifically on his floor,
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 Knows the locations of the fire alarms, fire extinguishers and assembly
 points;
 Inspects the emergency exits, fire extinguishers regularly and report any
 findings to Warden, Industrial security or H&S division;
 Initiates the evacuation process in the designated floor at the sound of the
 alarm.
 Co-ordinates with other designated Fire Wardens in the floor.
 Ensures that the designated area is evacuated by conducting a quick
 search.
 Ensure orderly & safe movement of people from the Campus to the
 assembly point.
 Ensure that elevators are not used during evacuation.
 Report to the Fire Marshal on completion of the evacuation process on
 the designated floor.
 Check all normally unoccupied rooms (storerooms, meeting rooms,
 training area, and restrooms) where alarms may not be heard close the
 doors to ensure the fire and smoke not spread.
 Communicate with other involved security and Campus services
 personnel on issues relevant to evacuation process before and during
 emergencies.
 Locked doors shall be knocked loudly and announce who you are –
 consider the room empty and proceed to the next; and
 Assist the Civil Defense and medical personnel during a medical
 emergency.
 3.6 Security Officer / Supervisor:
 Is familiar with the Fire Emergency Plan and means of escape from the
 building;
 Ensures that the Security Personnel are well aware of their duties during
 an emergency;
 Obtains information on type of alarm and area of origin;
 Dispatches a Security Guard to assess the situation;
 Provides instructions to Security Personnel in the ground floor/ main
 lobby to prevent customers / visitors and staff from entering the Campus if
 evacuation has been initiated ;
 Communicates by the Emergency Control Room;
 Communicates with the Fire marshals during normal working hours;
 Maintains adequate records;
 Stops all traffic within the compound area;
 Communicates with the Emergency Medical Services;
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 Assists the Civil Defense authorities to secure the area;
 Assists in evacuating the building; and
 Reports to the Emergency Coordinator.
 3.7 Security Guard:
 Communicates with the Security Supervisor for specific instructions;
 Approaches the affected area with caution;
 Communicates with the designated fire marshals in the area;
 Provides immediate assistance if needed to Fire Marshals and
 emergency medical personnel;
 Reports the situation and findings to the security officer and respond to
 further instructions;
 Reports any missing or injured ;
 Assists in securing safe paths during evacuation;
 Assists with all involved staff in securing the building;
 Conduct a head count to ensure everyone is accounted for;
 Performs duties as assigned in crowd and traffic control
 3.8 Emergency Control Room Operator:
 Is familiar with the Fire Emergency Plan/ Emergency Plan.
 Is familiar with the telephone number of the Civil Defense , Police,
 Emergency Control Team members, other hospital in the area.
 Is familiar with the messages to be announced under the various
 conditions.
 3.9 All KU Employees: Responsible for
 Ensure compliance with this procedure requirement in accordance with
 their responsibilities.
 4. Abbreviation / Definitions:
 Emergency situation: Environmental and/ or OH&S and/ or security issues
 that require an emergency response.
 Emergency response: Actions taken by personnel outside of the immediate
 location or situation to address an environmental or security incident and / or
 accident & illness and injury.
 Emergency procedure: A written detailed program / plan of action of an
 organization to minimize the effects of an emergency.
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 5. Procedure:
 5.1 Emergency Personnel:
 5.1.1 Emergency Personnel:
 Emergency Coordinator/ Deputy Coordinator
 Senior Fire Marshals/Deputy Sr. Fire Marshals
 Floor Fire Marshals
 Security Supervisor/ Officer
 Security Guards
 Emergency Control Room Operators
 Emergency Personnel Management
 Management of all KU resources together with the co-ordination of all
 involved services and emergency personnel allows for the best and
 most effective use of resources prior to and during emergency
 situations.
 The following principles support KU’s philosophy in emergency
 management:
 Proper planning;
 Proper staff designation;
 Training and education;
 Assignment of roles and responsibilities;
 Methods of communicating with key personnel;
 Special drills for all staff involved in emergency response;
 Proper management of space, escape and assembly areas; and
 Periodic review and evaluation of all current assignments.
 5.1.2 Emergency Control Team:
 The main function of the Emergency Control Team is to achieve KU
 Campus emergency evacuation’s objectives. The members of the
 Team include the following:
 EHS Manager/ EHS Coordinator.
 Coordinator/ Deputy Coordinator
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 Senior Fire Marshals / Deputy Senior Fire Marshals.
 Security Supervisor / Security Officer.
 Emergency Control Room Operator.
 5.2 Phased Evacuation:
 An arrangement for evacuation of a Campus (KU main building) in the
 event of fire whereby the occupants of the floor in which a fire occurs
 together with the occupants of the floor directly above are evacuated
 immediately, if a fire is detected, and, in which subsequently, the remaining
 occupants of the Campus are alerted and evacuated as necessary.
 5.3 Evacuation Management:
 In KU Campus a phased evacuation procedure will be adopted, in which
 the operation of a call point or detector gives an evacuation signal on the
 fire floor or area / zone affected, and an “alert” announced message
 sounds in all other parts of the building.
 The decision to evacuate the remainder of the occupants rests with the
 management and/or the Civil Defense.
 It is essential that adequate means of communication between floors or
 zones are provided.
 A public address system is the most suitable way to control the
 evacuation process rather than fire alarm sounders.
 The evacuation process can be carried out in more than two stages, i.e.
 the original fire affected floor or zone, and then the remainder of the
 Campus in various phases (“phased evacuation”).
 Where phased evacuation is used, the escape stairs in the Campus will
 have been designed on this principle and the evacuation will normally be
 coordinated from the Emergency control Room, with a directive public
 address announcement.
 The sophistication of the fire alarm system and public address
 arrangements are major factors when considering evacuation
 procedures in the KU main building.
 Directive messages provide the occupants visitors with the clear, prompt
 and accurate information they will need to move safety without delay.
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 Members of the public may need to be guided to a suitable exit as,
 otherwise, they tend to follow the same route they used to enter the
 building, or they may be disorientated or unaware of the location of exits.
 Careful attention will be given to the wording and delivery of both live and
 pre-recorded messages, not only to provide reassurance and relevant
 information, but also to convey the sense of urgency necessary to
 motivate people to move promptly in the safety direction when required.
 In the KU main building, which is open to the public, the fire staff will
 have the training necessary to give instructions and assistance with
 authority so as to ensure prompt compliance with any public address
 announcements.
 The public address system is being zoned where appropriate, so that
 message can be given in specific parts of the building. This will permit
 evacuation to be conducted in stages.
 Consideration will be given to the use of back-up message units from
 which a range of pre-recorded message may be selected.
 Where public address announcements are to be given by control room
 operators, special training and explicit guidance will be given to them on
 the delivery of emergency messages.
 Staff whose duties involve guiding the public will receive training in
 assisted evacuation techniques to help people with limited mobility, such
 as wheelchair users, or the visually impaired.
 5.4 KU Campus Evacuation Procedure:
 In the event of a general alarm to evacuate the Campus being given, all
 staff who have not been allocated specific fire duties should leave in an
 orderly manner, without stopping to collect their personal belongings.
 Specific fire duties include the following:
 5.4.1 Action to be taken by Emergency Coordinator
 Ensures that the Civil Defense has been notified of the fire and
 someone has been detailed to meet them on arrival;
 Proceeds to the “Emergency Control Room” to ascertain the location
 of the fire from the main alarm panel and ensures that the Fire
 Marshal and Fire Marshal’s team have responded to the alarm;
 Confirms that initial evacuation is taking place;
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 Ensures that the first fire alarm bell has been isolated after ringing for
 not less than one minute;
 Ensures that the first alert announcement has been made on all floors
 (Annexture 1);
 By using the Public Address system to give Campus occupant
 information relating to the alarm;
 Ensures that the Fire Marshals on the fire floor have been instructed
 to investigate the cause of the alarm and report status;
 Stands by to receive a status report from the Fire Marshal on the fire
 floor and assesses the need to declare total or phase evacuation of
 the building;
 On the arrival of the Civil Defense, gives all available information to
 the senior Civil Defense officer.
 5.4.2 Action to be taken by the Fire Marshal:
 The following instructions for action in the event of a fire should be
 issued to the Fire Marshal and deputy Fire Marshal.
 1. During Normal Office Hours:
 In charge of floor evacuation
 On the actuation of the fire alarm, communicates with the Emergency
 Control Room.
 Ensures that the Civil Defense has been called.
 Awaits information from Wardens at the designated Assembly Point.
 Carries out necessary phased evacuations using the agreed plan
 unless information from fire marshals indicates that the fire is under
 control and no further evacuation is necessary.
 Reports and give all available information to the Emergency
 Coordinator.
 2. Outside Normal Office Hours:
 On the actuation of the fire alarm, reports to the Emergency Control
 Room.
 Switches fire alarm system to total evacuation mode.
 Ensures Civil Defense has been called.

Page 13
                        

MANAGEMENT PROCEDURE MANUAL Emergency Evacuation Plan
 Document No: KU – FD – EHS – MPM – 04 Issue no: 01 Issue Date: 19.11.2012 Page: 13 of 104
 Copies of this document available in KU EHS Intranet are only the latest, valid and controlled documents. All other copies are uncontrolled and valid only on the date printed. Last printed: 13/5/2015 2:21:00 PM
 On the arrival of the Civil Defense gives all available information to the
 senior Civil Defense officer.
 5.4.3 Action to be taken by Fire Wardens:
 The following instructions for action in the event of a fire should be
 issued to the Fire Marshals.
 1. During Normal Office Hours:
 If the "Alert" message announced on your floor (via Public Address
 System):
 Evacuate disabled persons (if any); immediately by the use of
 evacuation chair;
 Await information from the Public Address System;
 Reassure other staff and discourage them from leaving the floor at the
 sound of the “Alert” message;
 On instructions from the Public Address System initiate evacuation;
 Coordinate and communicate with the Fire Marshal;
 Ensure floor evacuation is completed (Do not use lifts);
 Leave the Campus and report to the designated Assembly point No. 1
 or 2.
 If the general alarm sounds on your floor:
 Ensure floor evacuation is completed and report this to the Fire
 Marshal at the designated assembly point No. 1 or 2.
 If the fire is located on your floor, attempt to extinguish the fire with the
 equipment provided if possible, but do not take any personal risks.
 Report fire situation to your Warden and in the Emergency Control
 Room;
 Leave the Campus and proceed to the designated Assembly Point No.
 1 or 2.
 2. Outside Normal Office Hours (If Warden is available):
 If the fire "Alert" signal or "General Alarm" sounds:
 Ensure floor evacuation is complete;
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 If the fire is located on your floor, attempt to extinguish the fire with the
 equipment provided if possible, but do not take any personal risks.
 Report fire situation in the Emergency Control Room;
 Leave the Campus and proceed to the designated Assembly Point No.
 1 or 2.
 5.4.4 Action to be taken by Security Officer/Security Supervisor:
 Obtain information on the type of alarm and area of origin;
 Dispatch a security guard to assess the situation;
 Provide instructions to security personnel on the ground floor/ main
 lobby to prevent customers/visitors and staff from entering the
 Campus if evacuation has been initiated ;
 Communicate with the Emergency Control Room;
 Communicate with the fire marshal during normal working hours;
 Maintain adequate records;
 Stop all traffic within the compound area;
 Communicate with the emergency medical services;
 Assist the Civil Defense authorities to secure the area;
 Assist in evacuating the building; and
 Report to security supervisor.
 5.4.5 Action to be taken by Security Guard:
 Communicate with the security supervisor on specific instructions;
 Approach the affected area with caution;
 Communicate with the designated fire marshals in the area;
 Provide immediate assistance if needed to fire marshals and
 emergency medical personnel;
 Report the situation and findings to the security officer and respond to
 further instructions;
 Report any missing or injured;
 Assist in securing safe paths during evacuation;
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 Ensure that all employees and visitors proceed to the assembly point
 outside.
 Conduct a head count to ensure everyone is accounted for;
 Assist all involved staff in securing the building;
 Perform duties as assigned in crowd and traffic control.
 5.4.6 Action to be taken by All Employees/ Visitors:
 Upon hearing the fire stage alarm, all staff shall remain alert. Do not
 make unnecessary telephone calls to verify the nature of the alarm.
 Fire Marshals shall evacuate disabled persons immediately upon
 hearing the first stage announcement (via the public address) by
 using lifts.
 All staff and visitors guided by their Warden should immediately
 evacuate by using the nearest exit and proceed to their designated
 Assembly Point when:-
 o The announcement for evacuation is declared over the public-
 address system; or
 o The fire alarm is activated; or
 o Instructed by their Fire Marshal and / or Wardens.
 When evacuation is declared all staff / office workers should guide
 customers / visitors to their respective floor / department to
 immediately evacuate.
 Whilst evacuating do not panic but quickly walk down the staircase by
 the nearest exit and proceed to the nearest assembly point. Do not
 use the lift.
 The assembly points are located inside the campus and outside the
 campus.
 All staff / guests / customers / visitors shall not reenter the Campus
 upon reaching the assembly points unless instructed otherwise by the
 Civil Defense Officer in attendance.
 5.4.7 Campus Management System Support:
 The KU Campus Management System serves as the central control
 station for the main building. All the fire alarm and fire suppression
 systems, features and devices are monitored by the BMS room.
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 In the event of an actual fire incident being registered by the system, the
 following will take place in support of the Campus life safety efforts:
 Elevators will automatically stop and descend to the ground floor level
 (the elevator keys and fireman’s switch are located on the ground
 floor.)
 The magnetic door holders will release and all fire doors will close
 automatically.
 The air conditioning system (A/C) on the floor where the incident is
 registered will shut down.
 5.5 Fire response procedures:
 5.5.1 Action on discovery of a fire:
 A fire may be discovered by a person, or by the operation of an
 automatic fire detection system or an extinguishing system.
 Fire emergency response is defined by the acronym: R.A.C.E. If anyone
 discovering a fire should immediately follow the RACE procedure:
 Remove all persons in immediate danger to a safe area within the
 same Fire Zone.
 Activate manual pull station and call or have someone call 6666.
 Close doors and fire shutters to prevent spread of smoke and fire.
 Extinguish the fire.
 Remove all persons in immediate danger to safety:
 There are four types of evacuation that may be utilized in KU Campus
 and the type of evacuation used depends upon the extent of the fire. The
 fire warden is responsible to decide the type of evacuation according to
 the situation:
 o Zone Evacuation: Movement of personnel away from immediate
 danger areas within the same Fire Zone. This usually involves the
 movement of a few personnel away from the fire to a safer area
 within the same level.
 o Horizontal Evacuation: Movement of personnel to Designated
 Evacuation Zone on the same floor (horizontally). This is the most
 common form of evacuation and is the type of evacuation practiced
 during Fire Drills.
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 o Floor Evacuation: Movement of personnel to another floor,
 generally to the floor below the affected area. This is usually
 required when there is a need to remove personnel to a safer
 level but the threat does not require evacuation of the building.
 o External Campus Evacuation: Movement of personnel completely
 out of the Campus and to the designated Emergency Assembly
 Point (EAP).
 5.5.2 Warning and evacuation signals:
 The fire alarm evacuation signal normally consists of a continuous signal
 by means of bells, indicating that all persons have to evacuate the
 Campus immediately.
 In a KU Campus which will use a staged alarm system, the staff, on
 being alerted, should take up their pre-arranged emergency positions
 before the general alert is given.
 Where a phased evacuation strategy has been adopted, staff with
 specific responsibilities, e.g. fire marshal, should proceed to their allotted
 duties to supervise the evacuation procedure.
 5.5.3 Calling Civil Defense:
 The civil defense should always be called by Emergency Control Room
 Operator based on the order from Emergency Coordinator / Deputy
 Coordinator or Fire Marshal / Deputy Fire Marshal, however small the
 incident may appear. Notices giving the correct calling procedure should
 be posted conspicuously in appropriate positions.
 These procedures form an important part of staff training and should
 form part of any fire drill or exercise.
 5.5.4 Fighting the fire:
 Attempts at fighting a fire with the equipment provided should never
 take priority over giving the alarm, calling the Emergency Control
 Room operator or any action in the fire procedure.
 It should only be undertaken if:
 o Trained staff are available for the purpose;
 o It is safe to do so;
 o Such action would contain or extinguish the fire.
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 o If it is necessary to abandon firefighting, the staff involved
 should withdraw, closing doors behind them and leave the
 building.
 All personnel have been trained as first responders and in the use of
 the fire extinguisher.
 The acronym PASS defines the proper procedure:
 P = Pull the pin breaking the plastic seal;
 A = Aim at the base of the fire;
 S = Squeeze the handles together; and
 S = Sweep from side to side.
 5.5.5 Evacuation procedure:
 In the event of a general alarm to evacuate the Campus being given, all
 staff who have not been allocated specific fire duties should leave in an
 orderly manner, without stopping to collect their personal belongings.
 Specific fire duties include the following:-
 Fire Wardens on each floor should supervise the evacuation from that
 floor and check that no one is left behind. They should report to that
 effect to the Fire Marshal.
 Those members of staff in the vicinity of a fire may tackle the fire with
 the portable equipment provided if it is safe to do so.
 Doors should be closed as each floor or section is cleared.
 A member of the staff should be designated to meet the civil defense
 on their arrival and give all relevant information.
 Cars parked within the Campus or nearby should be left there until
 after the emergency because the occupants should be reported at
 assembly points and because of the risk of impeding access by the
 civil defense.
 5.5.6 Completion of evacuation:
 On completion of evacuation, staff should report to the previously
 determined assembly points. No one should re-enter the Campus without
 the permission of the Civil Defense officer in charge.
 5.5.7 Crowd management:
 Overcrowding can cause additional dangers. Steps need to be taken
 to minimize the risk.
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 Arrangements should be made to ensure that overcrowding does not take
 place. An “active” public address system should be used regularly as a
 principal means of reducing crowd congestion and co-coordinating
 evacuation.
 Additional, trained staff may be necessary to deal with any emergency
 situation
 5.6 Fire Evacuation Drills:
 Fire evacuation drills shall be conducted at least once a year.
 All persons in the Campus shall participate in the drill.
 The Civil Defense should be notified in advance of the date and the time
 of the drill.
 5.7 General:
 Remember, it is in your own interest:
 o To know how to report a fire – sound the alarm without delay.
 o To know what to do in the event of fire - avoid panic and confusion.
 o To know the locations of nearby fire extinguishers and hose reels –
 learn the proper way to use them.
 o To know the means of escape in case of fire and to keep staircases,
 landings and other escape routes clear of obstructions at all time.
 5.8 Action on Threats:
 5.8.1 Report the find to the Security Coordinator / Security Manager
 who will call the Police:
 All rooms below, above or either side of the incident area should also
 be evacuated. The person who discovered the package must stay on
 hand to assist the Police.
 5.8.2 The Security Coordinator / Security Manager will make the
 decision to evacuate the Campus or to initiate a search:
 If time permits an appointed search team will be directed to search
 public areas of the building. Individual staff will be asked to search their
 own working areas.
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 If a device is located then its position will be passed to the Security
 Coordinator / Security Manager and a decision will be made if the
 search is to continue or if the Campus should be evacuated.
 5.8.3 Other Threats to KU Property and Personnel
 1. Employees may receive the following threats:-
 Threats against individual employees or KU staff in general.
 Threats to KU buildings and equipment.
 2. Threats may be conveyed by:
 Telephone
 Fax
 Post
 Courier
 3. Actions on receiving threat
 a) By Post: Read threat letter but do not show letter to other employees or let them
 handle the letter.
 Place the letter and the envelope in two separate clear plastic
 folders.
 Initiate a log of who has handled the letter.
 Take the letter immediately to a Directorate or to the
 Undersecretary who will at once inform the Chairman.
 The Chairman or Undersecretary will inform the police.
 Do not mention the incident to another employee. Make your
 Directorate aware of your whereabouts in case you are required by
 the police.
 b) By Fax:
 Read Fax, but do not show fax to other employees.
 Take the fax immediately to your Directorate or to the
 Undersecretary who will at once inform the Chairman.
 The Chairman will call the police.
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 Do not mention the incident to other employees.
 Make your Directorate aware of your whereabouts in case you are
 required by the Police.
 c) By Telephone:
 Write down the threat word and try and get as much information
 from the caller as possible. If possible record the conversation.
 Immediately write down any information you can give to the caller
 such as:-
 o Sex and estimated age of the caller
 o Accent if any
 o Call box, mobile, or private telephone
 o Background noises
 o Tone of caller (serious, joking, disturbed)
 o Length of call
 o Any other information which might prove relevant
 Take all the information immediately to your Directorate or to the
 Undersecretary who will at once inform the Chairman.
 The Chairman will call the Police.
 Do not mention the incident to other employees
 Make your Directorate aware of your whereabouts in case you are
 required by the Police
 d) By Courier:
 If courier is still in the building try and persuade him to remain until
 the Chairman is informed.
 Take all the information immediately to your Directorate or to the
 Undersecretary who will at once inform the Chairman.
 The Chairman will call the Police.
 Do not mention the incident to other employees.
 Make the Chairman aware of your whereabouts in case you are
 required by the Police.
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 5.8.4 A device inside the building:
 If member of staff discovering suspect package:
 Pass details to the Security Coordinator / Security Manager
 quickly, he will make an assessment on whether to evacuate the
 building.
 Evacuation is based on information available concerning the
 location and type of device.
 On evacuation staff should take personal belongings and take
 damage limitation measures such as covering computer screens
 and closing doors and windows.
 5.8.5 Device outside the building
 Evacuation will be to within the Campus away from the blast
 damage zone or out of the Campus to clear staff from the danger
 area.
 In the event of a large device evacuation assembly point will be a
 safe distance from the building.
 Staff should always follow the instructions of nominated search
 teams and other marshals unit control is taken by the police.
 5.8.6 Responsibilities for the preparation of Bomb Threat Plans,
 Training and Exercises:
 Emergency Security manager / Officer:
 o Writing and coordinating policy.
 o Training Campus managers.
 Section Heads / Campus Directorate/ Undersecretary in the
 Building:
 o Ensuring that plans are written for their building
 o Ensuring that staff are aware and able to carry out the plans
 o For appointing a number of security co-coordinators for KU Main
 Building.
 o Ensuring that the necessary exercises are carried out.
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 Security Coordinator (Where there is one) / Senior Manager:
 o Implementing the plan during an incident.
 5.9 Earthquake:
 5.9.1 Scope:
 Hazards resulted from the earthquake disaster.
 Hazards resulted from the collapse of buildings (residual-
 commercial- industrial- etc.).
 The disaster could cause collapse or cut of sources of power, water
 and or main roads.
 The disaster could be associated with medical emergencies and
 needs emergency evacuation
 5.9.2 Procedure:
 Quick mobilization and dividing of teams to work in different areas
 in the collapsed building.
 To take the necessary procedure to examine and implement the
 special precautions to save lives and properties and give first aid for
 injured.
 To continue the saving and salvage operations round the clock and
 to exert the efforts in the first hours to save the biggest number of
 lives.
 To evaluate the situation continued with the concerned authorities.
 To shelter the homeless and give the appropriate social care for
 them.
 To take the procedure for removing of … and fixing of infrastructure
 to restore the normal situation of the affected areas.
 To prepare the concerned authorities to deal with the expected
 consequences of the earthquake.
 5.9.3 Concern Authorities for Implementing the plan :
 Leadership:
 o Ministry of Interior (General Directorate for Civil Defense)
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 Assistant Authorities:
 o Ministry of Interior (Abu Dhabi Police General Directorate)
 o ADWEA
 o Ministry of Health
 o General Directorate for Arm Force
 o Ministry of Education & Youth
 o Ministry of Labor & Foreign Affairs
 o ERWDA
 5.10 Floods:
 5.10.1 Scope:
 Hazards of sweeping floods in residential areas.
 Hazards of collapse of dams.
 Preparations for expected flood, and pre-organization for
 evacuation and shelter.
 The disaster could be associated with medical emergencies and
 may need emergency evacuation.
 5.10.2 Procedure:
 To announce a public warning for the areas threatened by the flood
 to take the necessary precautions.
 To implement the management procedure and coordinate efforts to
 include saving of trapped and injured people, evacuate the disaster
 areas, change directions of the floods by digging other channels for
 the flood, protect the buildings by sand blocks, etc.
 To conduct an aerial survey to investigate the affected area and
 estimate the damage. Such surveys are great in the rescue
 operations by the air force especially in the isolated areas and also
 for medical evacuation.
 To take general health procedure to prevent spreading of diseases.
 To treat the stagnant and accumulated water in the affected areas.
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 5.10.3 Concern Authorities for Implementing the plan :
 Leadership:
 o Ministry of Interior(General Directorate for Civil Defense)
 Assistant Authorities :
 o Ministry of Interior (Abu Dhabi Police General Directorate ,
 o ADWEA
 o Ministry of Health
 o General Directorate for Arm Force
 o Ministry of Education & Youth
 o Ministry of Labor & Foreign Affairs
 o ERWDA
 5.11 Accident Response Procedure:
 Should any member of Staff, a Visitor or a Customer be unfortunate
 enough to have an accident/injury the following Reporting Procedure will
 apply:
 If the injury sustained requires treatment, contact one of the trained first
 aiders who will treat the injury as appropriate.
 Enter details of the accident in the accident book located next to the
 first aid box, ensuring that you complete all sections.
 Note: (if you are unable to enter the details yourself for any reason, the
 first aider will complete this on your behalf)
 Inform your direct superior of the accident and assist him in completing
 the ‘personal accident report form’
 Direct superior/ head of section to inform the head or deputy head of
 h&s division of the accident and complete ‘action to prevent a
 recurrence’ section of the ‘personal accident report form’.
 ALL INJURIES, HOWEVER SLIGHTARE SUBJECT TO THE
 ABOVE REPORTING PROCEDURE
 5.11.1 First Aid Room :
 Availability of First Aid Room equipped with qualified Nurse and
 adequate medical equipment (e.g. Stretcher, oxygen etc.) and
 First Aid materials;
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 The availability of one first aider on each floor for prompt medical
 attention shall be ensured.
 The name of the Medic Nurse and First Aider shall be displayed at
 each floor.
 An appointed first aider shall be trained and certified in first aid and
 should be able to handle an emergency, and also be responsible
 for any first aid equipment on his floor.
 The telephone numbers of hospitals, ambulances, fire, and police
 shall be conspicuously posted adjacent to the first aid facility.
 First aid box shall be placed in a clearly identified and readily
 accessible location and must contain a sufficient quantity of
 suitable first aid materials.
 The first aid box or cupboard shall protect the contents from
 dampness and dust.
 All first aid cases shall be recorded in the Accident Register and
 shall be readily available.
 The first aider in each floor shall maintain adequate supplies of
 first aid materials at all times and control them.
 Any suspected case of contagious disease shall be reported
 immediately to the section head, Administration Manager, and
 H&S Section.
 5.12 Staff Training:
 An essential part of the management's duties in respect of fire safety is
 the training of staff. All staff, including part-time members, cleaning
 staff and contractors need to be familiar with the actions to be taken in
 the event of fire, with how to call the Civil Defense, basic fire prevention
 and with the exits and exit routes.
 The training needs to be based on the written instructions appropriate
 to their specific responsibilities in the event of emergency.
 Many of the staff, e.g. control room, security (including night security
 patrols), warden and maintenance staff, will need to have specific
 responsibilities in respect of fire safety and the instruction and training
 will need to cater for such staff.
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 Outside contractors can pose a greater fire risk than the building’s own
 employees. As they are not as familiar with the Campus as the people
 permanently employed . They cannot be expected to know the fire
 risks, necessary precautions and correct action in the event of fire. Yet
 these contractors may have to carry out operations which are much
 more hazardous than those normally occurring in the building. Every
 effort should be made to make contractors and sub-contractors aware
 of the risks involved in their work.
 Fire safety training needs:
 o To be a continuous feature commencing on the first day of
 appointment of new staff and continuing in the form of regular
 refresher training;
 o To form part of the planning, training and monitoring activity.
 Details of the training given or received need to be recorded in a log
 book.
 All training should be given by a competent person.
 All staff, including part-time staff, cleaners and contractors should be
 trained and instructed in the following matters:
 o The action to be taken upon discovering a fire;
 o Raising the alarm, including the location of alarm indicator panels;
 o The action to be taken upon hearing the fire alarm;
 o The arrangements for calling the civil defense;
 o The location of fire -fighting equipment;
 o Knowledge of the escape routes, especially those not in regular use;
 o Appreciation of the importance of fire doors and of the need to close
 all doors at the time of a fire and on hearing the fire alarm;
 o Stop machines and isolate power supplies, where appropriate;
 o Evacuation of the Campus (this will include reassuring any members
 of the public, escorting them to exit, and encouraging them to get
 well clear of the building).
 Induction training for new staff should be given on the first day of their
 appointment and should include instruction on what to do if a fire is
 discovered, what to do when hearing the fire alarm, and should also
 involve a walk over the various escape routes.
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 Thereafter staff should receive sufficient training at regular intervals (at
 least once a year) to make sure that they remain familiar with the fire
 precautions and are reminded of the action to be taken in an
 emergency Training will need to be more frequent where there is a high
 turnover of staff or where there is a high risk of fire.
 All activities of outside contractors should be strictly supervised and
 controlled, and management should ensure that all necessary
 precautions against fire are taken.
 Details of the training given/received should be recorded in a log book.
 Staff with specific responsibilities in the event of a fire should receive
 additional instruction and training appropriate to their role it may be
 appropriate to train specific staff on the use of fire fighting equipment
 provided.
 Staff with specific duties in the event of fire (e.g. Kitchen staff,
 engineering staff and maintenance staff, receptionists and telephonists)
 should receive detailed instruction in their own duties. Such staff
 should receive appropriate refresher training at least once, and
 preferably twice, in each period of 12 months.
 All staff having a supervisory role in the event of fire (e.g. Departmental
 heads, fire marshals, and firefighting teams) should receive additional
 training. Such training could include procedures for the following:
 o Checking that the staff and members of the public are safely
 evacuated.
 o Liaising with the civil defense on arrival and confirming whether
 everyone has been evacuated, and the location of the fire and any
 special risks , and
 o Where necessary, making arrangements for the civil defense
 vehicles to enter KU compound.
 Outside contractors should be given at least the minimum instruction
 as recommended for new employees. They should also be trained in
 the fire safety precautions relating to their special tasks. If they do not
 have such training, they should be allowed to work only with
 supervision or after suitable training has been given.
 Points to be included are:
 o The procedure for obtaining a hot work permit;
 o Preparation of the place of work;
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 o Care and attention during work;
 o Leaving the workplace clean and safe;
 o The need for a check after the job is completed and for a final check
 at a later time;
 o Training in the operation of available fire extinguishers;
 o Particular precautions needed where there are special risks in the
 building.
 The training needs should be based on the written instructions appropriate to
 their specific responsibilities. Details of all training and instruction
 given/received should be recorded in a log book.
 The following are examples of matters that should be recorded in the log
 book:
 o Date of the instruction or exercise;
 o Duration;
 o The name of the person giving the instruction;
 o The names of the persons receiving the instruction;
 o The nature of the instruction, training or drill.
 6. Reference Standards:
 6.1 ISO 14001:2004 Environmental Management System – Requirements 4.4.7.
 6.2 BS OHSAS 18001:2007 – Occupational Health and Safety Management
 Systems – Requirements 4.4.7.
 6.3 Abu Dhabi Environment, Health and Safety Management System (AD
 EHSMS RF), COP 06 – Emergency Management.
 6.4 National Fire Prevention Association – Life Safety Code; 101.Quincy, MA:
 NFPA; 2000.
 6.5 National Fire Prevention Association – Flammable and Combustible Liquid
 Code. NFPA 30 Safety Code; 101.Quincy, MA: NFPA; 2000.
 7. Annexure:
 7.1 Annexure 1 – Standard Announcements.
 7.2 Annexure 2 – Assembly Points KU Main Building.
 7.3 Annexure 3 – Building B Ground Floor Plan – Emergency Evacuation
 Routes.
 7.4 Annexure 4 – Building B Ground Floor Zone A Plan – Emergency
 Evacuation Routes.
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 7.5 Annexure 5 – Building B Ground Floor Zone B Plan – Emergency
 Evacuation Routes.
 7.6 Annexure 6 – Building B 1st Floor Plan – Emergency Evacuation Routes.
 7.7 Annexure 7 – Building B 1st Floor Zone A Plan – Emergency Evacuation
 Routes.
 7.8 Annexure 8 – Building B 1st Floor Zone B Plan – Emergency Evacuation
 Routes.
 7.9 Annexure 9 – Building B 1st Floor Zone C Plan – Emergency Evacuation
 Routes.
 7.10 Annexure 10 – Building B 1st Floor Zone D Plan – Emergency Evacuation
 Routes.
 7.11 Annexure 11 – Building B 2nd Floor Plan – Emergency Evacuation Routes.
 7.12 Annexure 12 – Building B 2nd Floor Zone A Plan – Emergency Evacuation
 Routes.
 7.13 Annexure 13 – Building B 2nd Floor Zone B Plan – Emergency Evacuation
 Routes.
 7.14 Annexure 14 – Building B 2nd Floor Zone C Plan – Emergency Evacuation
 Routes.
 7.15 Annexure 15 – Building B 2nd Floor Zone D Plan – Emergency Evacuation
 Routes.
 7.16 Annexure 16 – Building B 3rd Floor Plan – Emergency Evacuation Routes.
 7.17 Annexure 17 – Building B 3rd Floor Zone A Plan – Emergency Evacuation
 Routes.
 7.18 Annexure 18 – Building B 3rd Floor Zone B Plan – Emergency Evacuation
 Routes.
 7.19 Annexure 19 – Building B 3rd Floor Zone C Plan – Emergency Evacuation
 Routes.
 7.20 Annexure 20 – Building B 3rd Floor Zone D Plan – Emergency Evacuation
 Routes.
 7.21 Annexure 21 – Building F Ground Floor Plan – Emergency Evacuation
 Routes.
 7.22 Annexure 22 – Building F Ground Floor Zone A Plan – Emergency
 Evacuation Routes.
 7.23 Annexure 23 – Building F Ground Floor Zone B Plan – Emergency
 Evacuation Routes.
 7.24 Annexure 24 – Building F 1st Floor Plan – Emergency Evacuation Routes.
 7.25 Annexure 25 – Building F 1st Floor Zone A Plan – Emergency Evacuation
 Routes.
 7.26 Annexure 26 – Building F 1st Floor Zone B Plan – Emergency Evacuation
 Routes.
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 7.27 Annexure 27 – Building F 1st Floor Zone C Plan – Emergency Evacuation
 Routes.
 7.28 Annexure 28 – Building F 1st Floor Zone D Plan – Emergency Evacuation
 Routes.
 7.29 Annexure 29 – Building F 2nd Floor Plan – Emergency Evacuation Routes.
 7.30 Annexure 30 – Building F 2nd Floor Zone A Plan – Emergency Evacuation
 Routes.
 7.31 Annexure 31 – Building F 2nd Floor Zone B Plan – Emergency Evacuation
 Routes.
 7.32 Annexure 32 – Building F 2nd Floor Zone C Plan – Emergency Evacuation
 Routes.
 7.33 Annexure 33 – Building F 2nd Floor Zone D Plan – Emergency Evacuation
 Routes.
 7.34 Annexure 34 – Building F 3rd Floor Plan – Emergency Evacuation Routes.
 7.35 Annexure 35 – Building F 3rd Floor Zone A Plan – Emergency Evacuation
 Routes.
 7.36 Annexure 36 – Building F 3rd Floor Zone B Plan – Emergency Evacuation
 Routes.
 7.37 Annexure 37 – Building F 3rd Floor Zone C Plan – Emergency Evacuation
 Routes.
 7.38 Annexure 38 – Building F 3rd Floor Zone D Plan – Emergency Evacuation
 Routes.
 7.39 Annexure 39 – Building H Ground Floor Plan A – Emergency Evacuation
 Routes.
 7.40 Annexure 40 – Building H Ground Floor Plan B – Emergency Evacuation
 Routes.
 7.41 Annexure 41 – Building H Ground Floor Zone A – Emergency Evacuation
 Routes.
 7.42 Annexure 42 – Building H Ground Floor Zone B – Emergency Evacuation
 Routes.
 7.43 Annexure 43 – Building H 1st Floor Plan A – Emergency Evacuation
 Routes.
 7.44 Annexure 44 – Building H 1st Floor Plan B – Emergency Evacuation
 Routes.
 7.45 Annexure 45 – Building H 1st Floor Zone A Plan – Emergency Evacuation
 Routes.
 7.46 Annexure 46 – Building H 1st Floor Zone B Plan – Emergency Evacuation
 Routes.
 7.47 Annexure 47 – Building H 1st Floor Zone C Plan – Emergency Evacuation
 Routes.
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 7.48 Annexure 48 – Building H 1st Floor Zone D Plan – Emergency Evacuation
 Routes.
 7.49 Annexure 49 – Building H 2nd Floor Plan A – Emergency Evacuation
 Routes.
 7.50 Annexure 50 – Building H 2nd Floor Plan B – Emergency Evacuation
 Routes.
 7.51 Annexure 51 – Building H 2nd Floor Zone A Plan – Emergency Evacuation
 Routes.
 7.52 Annexure 52 – Building H 2nd Floor Zone B Plan – Emergency Evacuation
 Routes.
 7.53 Annexure 53 – Building H 2nd Floor Zone C Plan – Emergency Evacuation
 Routes.
 7.54 Annexure 54 – Building H 2nd Floor Zone D Plan – Emergency Evacuation
 Routes.
 7.55 Annexure 55 – Building H 3rd Floor Plan A – Emergency Evacuation
 Routes.
 7.56 Annexure 56 – Building H 3rd Floor Plan B – Emergency Evacuation
 Routes.
 7.57 Annexure 57 – Building H 3rd Floor Zone A Plan – Emergency Evacuation
 Routes.
 7.58 Annexure 58 – Building H 3rd Floor Zone B Plan – Emergency Evacuation
 Routes.
 7.59 Annexure 59 – Building H 3rd Floor Zone C Plan – Emergency Evacuation
 Routes.
 7.60 Annexure 60 – Building H 3rd Floor Zone D Plan – Emergency Evacuation
 Routes.
 7.61 Annexure 61 – Building K Ground Floor Plan – Emergency Evacuation
 Routes.
 7.62 Annexure 62 – Building K 1st Floor Plan – Emergency Evacuation Routes.
 7.63 Annexure 63 – Building K 2nd Floor Plan – Emergency Evacuation Routes.
 7.64 Annexure 64 – Building G Ground Floor Plan – Emergency Evacuation
 Routes.
 7.65 Annexure 65 – Building G Ground Floor Plan – Emergency Evacuation
 Routes.
 7.66 Annexure 66 – Building E Ground Floor Plan – Emergency Evacuation
 Routes.
 7.67 Annexure 67 – Building B Ground Floor Laboratory A – Emergency
 Evacuation Routes.
 7.68 Annexure 68 – Building B Ground Floor Laboratory B – Emergency
 Evacuation Routes.
 7.69 Annexure 69 – Emergency Contacts List.
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 8. Records / Documents / Formats:
 8.1 Emergency Evacuation Training Register No.: KU – FD – EHS – REG – 06.
 8.2 Emergency Preparedness Log Book No.: KU – FD – EHS – REG – 27.
 8.3 List of Emergency Personnel Form No.: KU – FD – EHS – FOR – 82.
 8.4 Fire Drills/Evacuations Form No.: KU – FD – EHS – FOR – 83.
 8.5 Fire Drill Monitoring and Evaluation Form No.: KU – FD – EHS – FOR – 84.
 8.6 Record of Staff Training / Instruction No.: KU – FD – EHS – FOR – 85.
 8.7 Head Count & Roll Call Report Form No.: KU – FD – EHS – FOR – 86.
 8.8 Emergency Contact List Form No.: KU – FD – EHS – FOR – 114.
 8.9 Evacuation Drill Record Sheet No.: KU – FD – EHS – FOR – 115.
 8.10 Standard Announcement Instructions No.: KU FD – EHS – INS – 01.
 ../../MSM/06%20Training,%20Competency%20and%20Awareness/06%20Register
 ../03%20Emergency%20Preparedness/27%20Register
 List%20of%20Emergency%20Personnel%20Form.doc
 Fire%20Drills%20and%20Evacuations%20Form.doc
 Fire%20Drill%20Monitoring%20and%20Evaluation%20Form.doc
 Record%20of%20Staff%20Training%20%20Instruction.doc
 Head%20Count%20and%20Roll%20Call%20Report%20Form.doc
 Emergency%20Contacs%20List.doc
 Evacuation%20Drill%20Record%20Sheet.doc
 Standard%20Announcements.doc
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 Annexure 1
 Standard Announcement
 Text 1:
 ALERT MESSAGES (Via P/A system)
 a. 1st Sequence:
 May I have your attention please
 May I have your attention please
 There has been a fire reported in the building
 While this report is being investigated please remain in your work place
 Further information will follow shortly.
 b. 2nd Sequence (Via Public Address System):
 May I have your attention please
 May I have your attention please
 You are reminded to remain in your work place whilst Fire Alert exists.
 Text 2:
 EVACUATION MESSAGE (Via P/A and Alarm Bell Systems)
 May I have your attention please
 May I have your attention please
 Fire has been reported in the building
 As a precaution please leave the building immediately by the nearest exit.
 Please leave the building immediately by the nearest exit
 Please DO NOT use the lifts since they may be needed
 Do not use the lifts but leave the building by the nearest stairway."
 Text 3:
 TEST MESSAGE
 May I have your attention please
 May I have your attention please
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 Public Address and Fire Alarm Systems are about to be tested
 The Fire Alert Announcement will sound first followed by the Fire Evacuation
 signal ”Please take no further action”
 Signal - Sound alert (P/A) Signal - Sound evacuate (Bell)
 The test is now complete”
 Thank you for your co-operation."
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 Annexure 2
 Assembly Points KU Main Building
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 Annexure 3
 Building B Ground Floor Plan – Emergency Evacuation Routes
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 Building B Ground Floor Zone A Plan – Emergency Evacuation
 Routes
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 Building B Ground Floor Zone A Plan – Emergency Evacuation
 Routes
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 Building B 1st Floor Plan – Emergency Evacuation Routes.
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 Building B 1st Floor Zone A Plan – Emergency Evacuation
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 Building B 1st Floor Zone B Plan – Emergency Evacuation
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 Building B 1st Floor Zone C Plan – Emergency Evacuation
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 Building B 1st Floor Zone D Plan – Emergency Evacuation
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 Building B 2nd Floor Plan – Emergency Evacuation Routes.
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 Building B 2nd Floor Zone A Plan – Emergency Evacuation
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 Building B 2nd Floor Zone B Plan – Emergency Evacuation
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 Building B 2nd Floor Zone C Plan – Emergency Evacuation
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 Building B 2nd Floor Zone D Plan – Emergency Evacuation
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 Building B 3rd Floor Plan – Emergency Evacuation Routes.
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 Building B 3rd Floor Zone D Plan – Emergency Evacuation
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 Building H 3rd Floor Zone D Plan – Emergency Evacuation Routes
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 Annexure 61
 Building K Ground Floor Plan – Emergency Evacuation Routes
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 Building K Ground 1st Floor Plan – Emergency Evacuation Routes
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 Building K Ground 2nd Floor Plan – Emergency Evacuation Routes
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 Building G Ground Floor Plan – Emergency Evacuation Routes
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 Annexure 65
 Building G 1st Floor Plan – Emergency Evacuation Routes
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 Building E Ground Floor Plan – Emergency Evacuation Routes
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