[image: ] 	SMSA BAHRAIN – EVACUATION AND EMERGENCY GUIDELINES
(War-Related Emergency Protocol)
	Objective 
	To provide clear, actionable procedures for the safe evacuation or sheltering of all employees, visitors, and contractors during war-related emergencies affecting the workplace.

	Purpose
	To protect life, minimize injury, and ensure orderly response through defined roles, communication channels, and evacuation/shelter protocols.

	Persons Affected
	All employees, on-site contractors, visitors, and third-party personnel.

	Primary Responsibilities
	All Department Heads, Supervisors, Security Team Leaders, and all employees.

	Guidelines
	1. ACTIVATION CRITERIA
This protocol may be activated when any of the following conditions are met:
· Ministry of Interior (MOI) or government authorities issue an official evacuation order.
· A verified explosion occurs within audible or visible range of the facility.
· Military activity (e.g., airstrikes, ground engagement) presents an immediate risk to the facility.
· Verified threat intelligence is received from security agencies or internal security teams.
· Management determines, in consultation with security advisors, that continued operations place employees at unacceptable risk.
2. UPON NOTIFICATION OF EMERGENCY ACTIVATION
When the emergency is declared, all personnel must immediately:
· Halt all activities – secure all equipment and warehouse operations. 
· Shut down machinery only if it can be done safely and without delaying protective actions.
· Secure hazardous operations (e.g., chemicals, fuels, pressurized systems) if time permits.
· Close all fire-rated doors where safe to do so, to slow potential fire or blast spread.
· Follow all instructions issued by management, Security Team Leaders, or government authorities.
· Do not wait for confirmation – act promptly but calmly.
3. ROLES AND RESPONSIBILITIES
Security Team Leaders
· Immediately direct all employees, visitors, and contractors to evacuate to the primary designated assembly point.
· If the primary assembly point is compromised, direct personnel to the secondary assembly point (pre-identified).
· Conduct a physical headcount using a portable printed roster (paper backup) – do not rely solely on digital systems.
· Ensure Security Officers evacuate last, after confirming all areas are cleared and the workplace is locked/secured.
· Communicate headcount results to the Emergency Control Centre (or management) within 10 minutes of arrival at assembly point.
· Coordinate with local authorities if they arrive on-site.
Department Heads / Supervisors
· Direct employees under their supervision to the designated safe area or evacuation route.
· Verify that assigned work areas (including restrooms, break rooms, and storage areas) have been completely cleared.
· Account for all visitors, contractors, and third-party staff in their area and report any missing persons to Security.
· Ensure that employees with disabilities or mobility limitations receive buddy assistance.
· Remain at the assembly point until a full headcount is confirmed and management releases them.
Employees
· Immediately stop all work activities upon notification.
· Follow instructions from Supervisors and Security Team Leaders without delay.
· Do not use elevators (if any) – use stairwells and designated emergency exits.
· Evacuate or shelter as directed (see Section 6 for shelter-in-place).
· Proceed directly to the designated assembly or relocation area.
· Assist colleagues who may need help, especially those with physical or sensory impairments.
· Do not return to the building for personal belongings.
· Report to your Supervisor upon reaching the assembly point for headcount.
4. EVACUATION PROCEDURE
· Leave the warehouse calmly and quickly – do not run, push, or shout.
· Use only designated emergency exits – do not use main entrances unless directed.
· Proceed directly to the primary assembly point (or secondary if announced).
· Avoid all hazardous or damaged areas – including fallen power lines, debris, or smoke.
· Stay together in groups and await further instructions from Security or management.
· Do not re-enter the facility under any circumstances until official clearance is given (see Section 10).
5. IF EMPLOYEES ARE DRIVING AT THE TIME OF THE EMERGENCY
· Remain calm and continue driving safely – do not stop on roads or block intersections.
· Clear the left lane immediately to allow emergency vehicles to pass.
· Proceed to the nearest safe, covered location (e.g., parking structure, designated public shelter).
· Avoid tunnels, bridges, and overpasses where possible, as these may be targeted or structurally vulnerable.
· Keep vehicle windows closed and set air conditioning to recirculation mode to reduce exposure to airborne contaminants.
· Follow official media instructions via radio (see Section 8).
· Once safe, inform your Supervisor of your location and status via phone or text message.
6. SHELTER-IN-PLACE PROCEDURE
(If evacuation is not safe – e.g., active bombardment outside)
· Move immediately to internal, windowless rooms (e.g., core corridors, basements, or designated shelter areas).
· Close all doors and, if possible, stay away from exterior walls and glass.
· Drop to the floor and cover your head if explosions are heard nearby.
· Maintain communication via mobile devices – send status updates to Security/Management.
· Do not leave the shelter area until an "all-clear" is announced by authorities or management.
· If a fire breaks out inside, follow fire evacuation protocols only if the external threat has passed.
7. GENERAL INSTRUCTIONS
· Always remain calm – panic hinders safe evacuation.
· Follow official announcements (government, civil defense, and company communications).
· Know the location of safe areas, shelters, and emergency exits in advance.
· Carry personal identification (e.g., CPR card, ID badge) and any essential medication during evacuation.
· Designate a family emergency contact outside Bahrain for check-ins – share this with your Supervisor.
· No employee shall return to the warehouse until:
1. MOI or Government authorities have declared the area safe, and
2. Company management has formally authorized re-entry.
8. EMERGENCY COMMUNICATION CHANNELS 
	Channel
	Details

	Official Government Announcements
	MOI, Civil Defense, National Emergency Management

	Civil Defense Alerts
	SMS / mobile alerts (register with local system)

	Company Communication Channels
	PA system, SMS blast, internal email, WhatsApp group

	Radio Frequencies
	Bahrain Radio (English/Arabic FM) for real-time updates

	MOI Social Media
	Instagram / Facebook / X (Twitter): @moi_bahrain

	MOI Website
	www.moi.gov.bh (for official statements)


9. EMERGENCY CONTACT
For any life-threatening emergency, call Bahrain Emergency Services immediately:
📞 999 (Police, Ambulance, Civil Defense)
10. POST-EMERGENCY RE-ENTRY PROTOCOL
· Re-entry shall be authorized only by Management after:
· Government authorities declare the area safe.
· A damage assessment is conducted by trained personnel (Security/Facilities).
· Structural integrity, fire hazards, and chemical spills are evaluated and mitigated.
· Only essential personnel (e.g., Facilities, Security, Management) shall enter first.
· All other employees will receive a re-entry notification via company communication channels.
· A debrief session will be held within 48 hours to review response effectiveness and update the plan if needed.
11. SHELTERS BY GOVERNORATE
	Governorate
	Shelter Locations

	Capital
	· Khawla Secondary Girls School (Cap 1,015)
· Bilad Al Qadeem Primary Girls School (Cap 376)
· Ahmed Al Omran Secondary Boys School (Cap 920)
· Sanabis Intermediate Boys School (Cap 916)
· Wyndham Hotel (Cap 100)
· The Avenues Mall (Cap 750)
· Seef Mall (Cap 800)
· Al Waha Mall (Cap 770)
· Diplomatic Area, MOIC Building (750)
· Bahrain Financial Harbour (Cap 1,000)
· Alta'awon Secondary Boys School (Cap 980)
· Al Jariya Secondary Industrial Boys School (Cap 750)
· Al Rajaa School and Al Farooq Mosque (Cap 450)
· Sitra Mall and its facilities (Cap 2,000)
· Bahrain International Exhibition and Convention Centre (Cap 10,000)
· Isa Cultural Centre (Cap 8,000)
· Water Garden City (Cap 3,000) 
– subject to MOI update

	Muharraq
	· Al Hidd Intermediate Girls School (Cap 789)
· Shaikh Khalifa Bin Salman Institute of Technology (Cap 1,189)
· Arad Primary Intermediate Boys School (Cap 781)
· Busaiteen Intermediate Girls School (Cap 815)
· Rogaya Primary Girls School (Cap 912)
· Central Market Basement (Cap 750)
· Lulu Complex Basement (Cap 690)
· Al Hidd Primary Intermediate Boys School (Cap 930)
· Galali Primary Boys School (Cap 910)
· Omer Ibn Abdulaziz Primary Boys School (Cap 780)
· Al Dair Primary Intermediate Girls (Cap 950)
· Muharraq Sports Club (Cap 15,000)
· Dragon City (Cap 8,000)
· Marassi Galleria (Cap 5,000) 
– subject to MOI update

	Northern
	· Jidhafs Secondary Girls School (Cap 1,088)
· Shaikh Mohammed bin Khalifa Al Khalifa Boys School (Cap 839)
· Saar Secondary Girls School (Cap 1,049)
· Mithaq Intermediate Girls School (Cap 883)
· Ghazi Al Qusaibi Secondary Boys School (Cap 1,104)
· Zallaq Primary Girls School (Cap 679)
· IKEA Complex (Cap 1,100)
· Rami Mall (Cap 850)
· Imam Al-Ghazali Intermediate Boys School (Cap 840)
· Al Badi Primary Intermediate Girls School (Cap 750)
· Al Suhaila Primary Intermediate Boys School (Cap 950)
· Shaikh Mohammed bin Khalifa Al Khalifa Primary Intermediate School (Cap 850)
· Hajer Primary Girls School, Al Badi Primary Boys School (Cap 1,100)
· Al Mithaq National Intermediate Boys School (Cap 780)
· Kingdom Mall (Cap 4,000)
· Atrium Mall (Cap 2,000)
· Al Ayam Newspaper Building (Cap 300) 
– subject to MOI update

	Southern
	· Wadi Al Sail Primary Intermediate Boys School (Cap 866)
· Salmabad Primary Girls School (Cap 204)
· Isa Town Primary Intermediate Boys School (Cap 1,002)
· Al Fateh Secondary Boys School (Cap 1,053)
· Jaw Primary Intermediate Girls School (Cap 242)
· Al Enma Mall (Cap 650)
· Al Waha Mall (Cap 500)
· West Riffa Intermediate Girls School (Cap 750)
· East Riffa Primary Boys School (Cap 540)
· Bahrain International Exhibition Centre (Cap 15,000)
· Bahrain International Circuit Facilities (Cap 20,000)
· University of Bahrain (Cap 10,000)
· Bahrain Polytechnic (Cap 6,000)
· Isa Town University of Bahrain (Cap 4,000)
· Ministry of Education (Cap 3,000)
· Bahrain National Stadium and its facilities (Cap 20,000)
– subject to MOI update


Note: Shelter locations are subject to change. Please confirm via MOI official channels at the time of activation.
12. DRILL SCHEDULE & PLAN MAINTENANCE
· A quarterly evacuation drill shall be conducted to test this plan.
· All employees must participate; attendance will be recorded.
· After each drill, a review meeting shall be held to identify improvements.
· This document will be reviewed and updated:
· After any real emergency,
· After any significant change in site layout or staffing,
· At least annually (or more frequently if advised by authorities).
13. VISITOR AND CONTRACTOR BRIEFING
· All visitors and contractors must be briefed on these procedures upon arrival.
· A simplified one-page evacuation card shall be provided at the reception desk.
· Visitors must be accompanied by a host employee during any emergency.
14. EMERGENCY KITS AT ASSEMBLY POINTS
Emergency kits shall be kept in designated locations where they can be quickly accessed during an evacuation:
· First-aid kit
· Flashlights and spare batteries
· Bottled water (minimum 1 liter per person)
· Whistle and signaling device
· Printed employee roster (updated monthly)

	15. VERSION CONTROL
	Version 1
Date: July 2026
Status: Final Draft
Next Review: October 2026 (post-Q3 drill)
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