Quick checklist - Emergency closures
Ensuring the safety of everyone at our school is important to us. While we will always look for ways to safely keep the school open, there may be some situations where our Board needs to close the school onsite as a result of an emergency event, such as fire, flood or epidemic.
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Closure factors to consider
· We have been directed to close the school by a Medical Officer of Health/ the Secretary for Education
· A state of emergency has been declared, and schools are being asked to close onsite / evacuate
· NZ Police have asked that our school be evacuated
· Staff and students cannot safely get to school
· The school site, buildings, and/or infrastructure make it unsafe for us to operate.
· A large proportion of staff have been unable to get to school resulting in an unsafe level of supervision
· Staff and students who are able to get to school are at a high risk of not being able to safely return home.

Factors to consider when re-opening
· The authority that closed the school to onsite learning has lifted their requirement
· Staff and students can safely get to school.
· The school site, buildings, and/or infrastructure are assessed as safe.
· No direct risk that staff and students once at school, will be unable to safely return home.
Decisions made by:
Date and time:

Communications
Communications - immediate
· Staff, students and whānau communicated with
· Neighbouring Principals’ txt group
· Transport providers
· School community
Communications - as soon as possible 
· Ministry informed through Education Advisor or in response to 8707 text message
· School closure noted (with Emergency as the reason) on SMS calendar
· Emergency Property Response 0800 111 775 (if needed)
· Traumatic Incident 0800 TI TEAM (0800 848 326) (if needed)

Note - Emergency-related text messages from Te Mahau | Ministry of Education may come from 8707, please save this number into your phone and respond to messages with the relevant digit (eg, 1 = open; 2 = open – need help)
Mataara emergency management tool
Further information on emergency closures
The following information may help inform your recommendation:
· Under the Education and Training Act (Section 127) the Board has the responsibility to ensure that the school “is a physically and emotionally safe place for all students and staff;”
· Section 659 of the Education and Training Act also permits a board to close a school it administers because of an epidemic, a flood, a fire, or any other emergency.
· In practical terms, the Principal and Leadership Team are likely to be best placed to make an assessment of risks and then make a recommendation to the Presiding Member of the Board for a decision.
· This document is for guidance only, as schools are self-governing and will need to make decisions based on their local contexts and unique set of circumstances in accordance with the legislation governing school closures
· While Ministry of Education permission is not needed to close your school in an emergency, they do need to be informed as soon as it is safe for you to do so.
Considerations when reopening
This table provides a more extensive list of considerations to help you identify key local factors, respond to changing conditions, and provide a useful checklist to support decisions and actions needed to reopen (it is not intended to be an expansive or all-encompassing list). 
Customise this table as needed, to suit your risk context. 
	Factors to consider
	Risk Assessment/Reason

	Directed to close - we have been directed to close by NZ Police, a Medical Officer of Health, or the Secretary for Education
	

	Staff and students cannot get to school safely or may not be able to safely return home
	

	Situation and Local Risk
· Nature of emergency
· MetService, Civil Defence, Council and Iwi alerts checked
· Localised hazards assessed (tides, bus routes etc)
· Farm, forestry or industry activity risks
	

	Student Safety 
· Safety if long-distance travel assessed
· Students getting stranded
· Supervision can be extended if needed
· Emergency supplies on site
· Individual medical, learning and transport needs manageable
	

	Staff safety and access
· Staff can get to school
· Accommodation available for staff who can’t get home
	

	Transport and School Buses
· Bus company contacted
· Bus routes assessed
· Cancellations and changes communicated
· Families without alternative transport considered
	

	Weather and Environment
· Wind, rain, rivers etc
· Visibility and daylight hours
	

	Decision, community and review
· Decision maker clearly identified and communicates directly to community
· Connect with neighbouring schools
· What impacts on the community?
· When will this be reviewed and outcomes communicated?
	

	The school site, buildings, and/or infrastructure make it unsafe for us to operate
	

	Power, water, sewerage
· Power out or likely for a significant period of time
· Emergency power
· Water supply (drinking/toilets)
· Sewerage system
· Heating
	

	Building, grounds and isolation risks
· Buildings safe and clean
· Ground access safe
· Safe to stay overnight?
	

	Communication (loss of connectivity)
· Loss of communication channels to staff and whānau
· Implications of low connectivity (emergency etc)
· Loss of capacity to provide updates and changes eg, buses/transport
	




	Students, staff and whānau affected by the event offered appropriate wellbeing support
	

	Damaged resources, equipment and learning materials identified and replaced where needed
	

	Attendance concerns identified and plans in place to support student engagement
	

	Curriculum, assessment and reporting requirements reviewed and adjusted as necessary
	

	Additional staffing, counselling, property or financial support accessed where required
	

	Response and recovery reviewed, lessons identified, and emergency plans updated
	


Linked Documents
· Recording School Closed-Day Reasons
· Prepare for an emergency or traumatic incident - Ministry of Education
· Respond at school to an emergency or traumatic incident - Ministry of Education 
· States of Emergency and Closing Schools - Ministry of Education

