
Yangon Academy International School 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

       

         Updated, July 2022 



TABLE OF CONTENTS 

A. Introduction to Safety and Security at Yangon Academy 

 

 

B. Emergency Contact Information 

 

 

C. Security Scenarios and Emergency Response Plans 

 

D. Emergency Preparations and Security Recommendations for Expat Faculty 

 

 

E. Appendix 

i. 2022-23 Emergency Procedures Calendar 

ii. Fire, Earthquake, and Emergency Evacuation Procedures 

iii. Emergency Lockdown Procedures Plan 

iv. Medical Emergency:  On-Campus Protocols 

v. Campus Evacuation Maps 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



A. Introduction to Safety and Security at Yangon Academy 
 

This Safety and Security Manual provides the members of the Yangon Academy community 

with the plans and procedures to follow in the unlikely event of a schoolwide emergency.  

While no emergency planning document can fully anticipate the exact nature of an emergency 

crisis, this manual does provide a framework that the administration, faculty, and staff as well 

as the students and parent/guardians can turn to when faced with a sudden school emergency. 

 

At the beginning of each school year, this manual will be distributed to all faculty and staff, 

and copies of the manual will be made readily available at the School’s main office as well as 

to first responders.  Faculty and staff will undergo a review of the manual during Faculty 

Orientation Meetings, and various Emergency Drills will be conducted periodically throughout 

the school year.  At the end of each school year, this manual and its plans and procedures will 

be reviewed and, if necessary, revised for improvement. To ensure a comprehensive 

understanding of these plans and procedures by all school stakeholders, a version of this 

manual will be translated into Burmese. 

 

 

David Miller, Director 

July 2022 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



B. Emergency Contact Information 
 

 

Ambulance Service   192, 01-500-005 
 

 

 

Kembangan UHC Hospital  09772458611  09448026197 
 

 

 

Parami Hospital    095418915   2636942  

  

 

 

Police Department    01-554630   01-545595 
 

 

 

Fire Department    192, 01-252011  01-252022 

 

 

 

United States Embassy   Office Hours:   (95) 1-753-509 

      Emergency:    01-753509   

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



C. Security and Safety Scenarios and Emergency Response Plans 
 

Yangon Academy has developed several action-response plans to respond to a variety of 

emergency situations. Please review the accompanying Emergency Plans for detailed 

information. All Plans will be widely distributed and posted, with regular emergency-response 

training for faculty, staff, and students.  

 

Scenario #1  School Closure Due to Emergency (Non-School Hours) 

If there is a need to close the school due to an emergency, and this determination is made 

during non-school hours, the Yangon Academy “telephone tree” will be implemented, 

notifying all faculty and staff. Parents and students will be notified through regular 

communication channels; i.e., Viber, Facebook, and the School Website.  In the event of 

an extended campus closure, the School will implement its Distance Learning Program 

(DLP), via Google Classroom, See Saw, and Zoom Videoconferencing.  

 

 

Scenario #2  Evacuation from School Buildings 

At the sound of the emergency evacuation alarm, all students, staff, and visitors to campus, 

must evacuate the building and report to Meeting Point-1, which is directly in front of the 

school entrance. Attendance will be taken, and once the School Director deems it is safe, 

all persons may re-enter the building. Important Note: In the event of an emergency that 

requires physical distance from the campus grounds and building, all persons will report 

to Meeting Point-2, which is the parking lot across from Condo B.  

 

 

Scenario #3  Earthquake “Stop and Drop” Procedures 

Keeping in mind the instantaneous and brief nature of earthquakes, regular response-

training is especially important. All faculty, staff, and students will be trained to react 

quickly following the standard protocols: Drop to the floor; Cover one’s head; and, Hold 

onto a desk or stable furniture. More specific details can be found in the accompanying 

document.  

 

Scenario #4: Departure from Campus During an Emergency 

After an emergency evacuation, there may exist a scenario where it is deemed unsafe for 

students and staff to return to the school building. In such an event, the School Director 

will order the departure from school campus of all students and staff. This departure plan 

will be communicated to parents via regular communication channels, with a pick-up 

location at Meeting Point-2. 

 

Scenario #5: Lockdown on Campus (After-School Hours) 

In the event of an imminent external or internal threat, the School may need to implement 

a lockdown plan, which requires all students, staff, and visitors on campus to remain secure 

in a classroom or in an office. Please refer to the accompanying Emergency Lockdown 

Procedures for specific action details. 

 

 



D. Emergency Preparations and Security Recommendations for Expat 

Faculty 

 
As foreign guests residing in Myanmar, expat faculty should adhere to the best security practices 

for emergency preparations, to include the following: 

 

1. Ensure you have enough potable water, non-perishable food, and any medications at your 

apartment to last for a two-week period. 

 

2. Keep your contact information up-to-date with your section principal as well as Ms. Chit 

Hnin, our Human Resources manager. All teachers should have a local phone number as 

well as a Viber phone number.  

 

3. Be sure you have easy access to important contact information – email addresses and phone 

numbers, to include your section principal, local friends, and family members back home.  

 

4. Gather in one place your important documents, such as passport, insurance documents, 

financial documents, and the like. Keep these important documents in a convenient place 

in the event you need to depart your apartment quickly. 

 

5. Put aside enough USD$ cash to cover any emergency expenses and/or sudden travel needs 

and have a credit card available to use if needed.  

 

6. Identify those personal items you wish to take with you in an emergency departure, all of 

which should fit into 1 carry-on piece of luggage.  

 

7. Upon arrival to Myanmar, and if applicable, please notify your embassy/consulate of your 

stay in Myanmar with your address and contact information. For US citizens, enrolling in 

The State Department’s STEP program (Smart Traveler Enrollment Program) is 

recommended. 

 

8. When traveling around Yangon, always be situationally aware: Avoid large crowds, 

demonstrations, and protests. Avoid gatherings of soldiers and policeman.  

 

9. If you are living with family members, always have an emergency plan with a rendezvous 

point outside of your apartment.  

 

10. Be cautious, conservative, and responsible in your use of social media. Avoid any 

commentary regarding the political situation in Myanmar. 

 

 

 

 

 

 



2022-23 EMERGENCY PROCEDURES CALENDAR 
 

 

1. Friday, August 19   SCHOOLWIDE SAFETY MEETING 

 

 

 

2. Friday, August 26   Earthquake Drill 

 

 

3. Friday, September 30   Lockdown Drill 

 

 

 

4. Friday, November 1   Fire Drill 

 

 

 

5. Thursday, January 12   SCHOOLWIDE SAFETY MEETING 

 

 

 

6. Friday, February 10  Lockdown Drill 

 

 

 

7. Friday, May 19    Earthquake Drill 

 

 
 

 

 

 

 

 

 

 

 



 
Fire, Earthquake, & Emergency Evacuation Procedures 

 

Each classroom will have this “Emergency Plan” posted on the interior of the room next to the door in a conspicuous location.  It 
is the teacher’s responsibility to familiarize her/himself with the evacuation procedures in case of a fire, earthquake, or other 
emergency and to train his or her students as to the proper emergency procedures.   
 

Fire Procedures  
At the sound of the fire alarm (3-short rings of the bell, followed by a short pause, then repeated), the 
teacher will direct students to line up and depart the classroom quickly and quietly to the nearest building 
exit, which is shown on the posted evacuation plan.  Throughout the evacuation procedure, it is critical that 
students remain on silence and follow closely all directions given by the teacher.   
 
The meeting point for all members of the school community is the gymnasium court, where there is pre-
designated grade-level/homeroom signage.  All students should report to their specific homeroom location 
and line up on silence.  To ensure accurate and quick attendance is taken, teachers will bring with them and 
then display prominently the Green/Red roster card.  Holding up a Green card informs full attendance; 
holding up a Red card indicates a student is missing.  In such a circumstance, the Principal/designee will 
inform security and a search of the buildings will commence. 
 
Students in the hallway, in the bathroom, or in similar unsupervised areas should join the nearest classroom 
group, go immediately to the meeting point, and then join their homeroom location.   
 
Please Note:  Prior to exiting the classrooms, teachers should turn off the lights and air-conditioners, but they 
should not waste precious time by turning off the computer.  Teachers and TAs will stay with their students 
throughout the entire emergency procedure.  The Principal and his designees will stay behind to check 
classrooms and bathrooms before exiting the buildings.  All personnel are expected to exit the building during 
a fire drill.  
 

Earthquake Procedures 
Keeping in mind the instantaneous and brief nature of earthquakes, the following common-sense actions are 
essential as all employees and students will need to react quickly: 
 
If the building starts to shake, teachers should direct the students to get under desks and tables and follow 
these procedures: 

• Face – away from windows, Drop – to the floor, Cover – head; and Hold – onto a desk 

• Assume “CRASH” position:  on knees, head down, hands clasped over head with a book or similar 
protective object. 

• Teachers should open door and place the door stop in the door. 

• To help ensure calm, students should be trained to count silently for 60 seconds. 

Please Note:  No one should be in the open, in the stairway, etc.  If students are too large to seek protection 
under desks, they should move toward the support beams and by the walls.  Next, students and teachers 
should stay in place for approximately two minutes AFTER the shaking has stopped; at that time, the teacher 
will direct students to line up and move quietly and quickly to the nearest exit.  
 
Earthquake-Drill 
At the sound of the earthquake alarm (1-long ring of the bell, a pause for a count of 4, then 1-long ring of 
the bell – repeat), the teacher will direct students to “Face Away-Drop Down-Cover Up-Hold On & 
Count to 60” .  At the conclusion of 2-minutes, students will line up and move quietly and quickly to the 
nearest exit and gather at the meeting point for attendance (Secondary School Location = parking lot by PE 
Court) 
 
In all evacuations, the Principal or designee will give the all clear signal when it is safe to re-enter the building.  Once back inside 

the classroom, teachers should debrief the drill, discussing strengths and areas in which to improve.  



  
Emergency Lockdown Procedures Plan 

 

In the event of an internal or external threat, the School may implement this “lockdown” plan. 
Each classroom will have this “Emergency Lockdown Procedures Plan” posted on the interior of the room next to the door in a 
conspicuous location.  To complement on-going safety training, it is the teacher’s responsibility to familiarize her/himself with the 
Emergency Lockdown Procedures; further, teachers are responsible to train his or her students as to the following Emergency 
Lockdown Procedures.  
 

Emergency Lockdown Procedures in the Classrooms 
 

At the sound of the emergency lockdown signal (1 long continuous bell) or upon being notified by an 
administrator/designee that an emergency lockdown procedure is being initiated, the classroom teacher will 
take the following actions: 
 

1. Quickly check outside of immediate classroom area to direct any students or staff to report to your 
classroom. 

 
2. Lock the classroom door and lower/close any window blinds. 

 
3. Place students against a wall, away from door (identify your “safe corner” of the classroom). 

 

4. Keep students on silent and have them turn off all cell phones.  Teacher should turn his/her cell phone 
to vibrate. 
 

5. Await for a First Responder or for an Administrator to notify you directly that the Lockdown has 
ended. 
 

6. At the conclusion of the lockdown, report with students to the primary meeting point for roll call 
attendance and debriefing meeting.  Homeroom teachers, you must bring with you the emergency 
roster cards for attendance. 
 

If Student or Staff is Located Outside of Classroom or Office 
Students, teachers, and staff outside of a classroom or office:  If in a stairwell, hallway, lobby etc. - immediately report to the 
nearest classroom or office for lockdown; if in the bathroom -  move to a stall, lock the door, and stand on the toilet; if at the PE 
court – immediately report to the changing room and follow lockdown procedures;  if at recess or lunch time – listen carefully for 
faculty instructions and immediately report to the nearest classroom or office for lockdown procedures. 
 
An Important Note  
Should a teacher be aware of an intruder entering the area near his or her classroom, then more proactive defesive measures are 
required:  Blocking the entrance to the classroom by piling desks, chairs, and furniture in front of the locked door is appropriate.  
Further, should the intruder/active shooter begin to gain entry to the classroom, the teacher and, if age appropriate, the students, 
should be prepared to defend themselves.  

 
Lockdown Drill 

At the sound of lockdown signal (one long continuous bell), all students, faculty, and staff should remain in their classrooms or offices and 
follow steps #1-4 as outlined above.  All students, faculty, and staff outside of the classrooms or offices, must immediately report to the closest 
safe room-classroom or office.  Further, while awaiting the conclusion of the lockdown drill (5-minutes in length), supervising adults should 
review with students the age-appropriate protocols and best practices for various lockdown scenarios.  Lockdown drills will conclude by two 
quick bells.  At the conclusion of the drill, all students, teachers, and staff should report to the PE court for attendance and debriefing meeting. 

Please note that drills will vary in scope and in scenarios, to include barrakading doors to prevent intruder entry.  Specific instructions and 

expectations will be communicated to all faculty and staff prior to the commencement of all Emergency Lockdown Procedure Drills. 



Yangon Academy International School 

 Medical Emergency:  On-Campus Protocol  
This protocol will be posted at the PE Courts, distributed to all faculty and staff, and kept on all school 

vans and buses.  A Burmese translation will be posted and made readily available. 

 

❖ Assess the injured or ill person:  Serious - follow Protocol #1; Stable - follow Protocol #2. 

❖ First Aid supplies are available in the following locations: 

o Main Offices 

o The School Vans/Buses 

o Clinic Room 

 

PROTOCOL #1:  If the injury or illness is SERIOUS and the person requires monitoring and 

immobilization, a staff member will call an ambulance (See contact information below).  If the injured 

or ill person is a student, a supervisor and local staff member will accompany the child in the ambulance 

to the hospital (if permissible) or will follow closely in a school van.  School staff will immediately notify 

the parent/guardian. The local staff member and the supervisor will remain with the student until a 

parent/guardian arrives.  In the interim, the supervisor or the local staff member will keep the 

parent/guardian informed while treatment is ongoing.  And, when possible, the supervisor will seek 

parent/guardian approval prior to any invasive medical procedures.  When not possible, due to 

emergency time considerations or the parent/guardian being unavailable, the supervisor will act “in 

loco parentis” and is responsible for making medical procedure approval decisions on the behalf of the 

parent/guardian. 

 

PROTOCOL #2:  If the injured or ill person is STABLE, a designated school driver, a local staff 

member, and a supervisor will transport the injured/ill person to the nearest hospital in a school van. 

The local staff member and the supervisor will remain with the student until a parent/guardian arrives.  

In the interim, the supervisor or the local staff member will keep the parent/guardian informed while 

treatment is ongoing.  And, when possible, the supervisor will seek parent/guardian approval prior to 

any invasive medical procedures.  When not possible, due to emergency time considerations or the 

parent/guardian being unavailable, the supervisor will act “in loco parentis” and is responsible for 

making medical procedure approval decisions on the behalf of the parent/guardian. 

 

As soon as possible, the supervisor or local staff member will contact a member of the Administration 

Team*.  All injuries or illnesses requiring medical attention will be followed-up by a written incident report, 

which will be submitted to the School Director and kept on file. 

Medical Contact Information 

 

❖ Ambulance Service………………………………………………………Phone: 500-005 

❖ Kembangan UHC Hospital, No 439, 441 New University Ave. Rd…...Phone: 01-540 661 

❖ Police Department……………………………………………………… Phone: 199   

❖ Parami Hospital……………….…………………………………………Phone 657-228 (Ext. 7) 

❖ Local Fire Department…………….…………………………………….Phone:  01 554 893 

School Contact Information 

*Secondary Principal:   Mr. Mike Gordon    Phone: 09-250 686 388 

Secondary Office   Ms. Naw Gay Blut Moo  Phone: 09-456 820 259 

*Elementary Principal:  Dr. Frano Ivezaj   Phone: 09-899 872 780 

Elementary Office   Ms. Su Lei Phyu   Phone: 09-424 335 820 
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