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[bookmark: _Toc242099389]Instructions for this template
· [bookmark: _Hlk233639753]Delete this page after you have drafted your plan
· Reflect your own risk context in this plan
· Edit the document so that it meets your needs including deleting or replacing any content in red font
· Add links to your own online content as needed (remembering you cannot rely on having access to online material in an emergency)
· Your emergency procedures also apply, where relevant, to school activities occurring offsite, including Education Outside the Classroom (EOTC). This includes emergency communication, supervision, safeguarding, student accountability and reunification arrangements.
· Further information is available on the Ministry of Education website to support you, including:
Planning and preparing for emergencies - Practical information and guidance


[bookmark: _Toc220395163][bookmark: _Toc220919543][bookmark: _Toc241132800][bookmark: _Toc242099390]School contact information for this plan
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[bookmark: _Toc242099392]Section 1: Immediate response information
This section includes information most likely to be needed in the first few minutes of an emergency.
[bookmark: _Toc242099393]Emergency response priorities
1. Preserve life and safety.
2. Contact emergency services if required.
3. Account for students, staff and visitors.
4. Stabilise the situation.
5. Communicate with parents and caregivers, emergency services and the Ministry as appropriate.
6. Support wellbeing and recovery. 
[bookmark: _Toc241132803][bookmark: _Toc242099394]Basic emergency response process
While every event is unique, there are some basic steps we will follow when responding to an emergency.



[bookmark: _Toc220919545][bookmark: _Toc242099395]Incident Management Team leads
	Name
	
	Name
	

	Position / Role
	
	Position / Role
	

	Phone
	
	Phone
	

	Email
	
	Email
	

	Name
	
	Name
	

	Position / Role
	
	Position / Role
	

	Phone
	
	Phone
	

	Email
	
	Email
	

	Name
	
	Name
	

	Position / Role
	
	Position / Role
	

	Phone
	
	Phone
	

	Email
	
	Email
	



See Appendices 1 and 2 for staff and parent / caregiver contact lists.

[bookmark: _Toc241132804][bookmark: Externalkeycontacts][bookmark: _Toc242099396]External key contacts
Where possible include a primary and alternate number. Please add further important numbers as required.
[bookmark: _Toc220395171]Radio - our local station for emergency information is:
	[Add name of local radio station]
	[Add local radio station(s) details here]


[bookmark: _Toc504992330][bookmark: _Toc220395172][bookmark: _Ref221533452]Emergency services
	Police, Fire, Ambulance
	111
105 for Police, if needing non-urgent assistance
Or complete an online form - www.police.govt.nz/use-105

	Police – local station
	Phone: [add local police station phone number]

	Local Civil Defence Emergency Management Group

	Point of contact: [add details here]
Phone: [add details here]
Mobile: [add details here]
Find your local Civil Defence Group:
Local civil defence groups – National Emergency Management Agency

	National Poison Centre
	Urgent line	0800 764 766
Non-urgent	03 479 7284

	Service doctor
	Name: [add doctor’s name here]
Address: [add physical address here]
Phone: [add number here]
Mobile: [add number here]

	Medical centre
	Name: [add medical centre name here]
Address: [add physical address here]
Phone: [add number here]


[bookmark: _Toc504992332][bookmark: _Toc220395173]Essential agencies/services
	Medical Officer of Health 
(local Public Health Unit)
	Name: [add Medical Officer of Health name here]
Phone: [add number here]
Mobile: [add number here]
Email: [add email address here]

	Ministry of Education 
	Local office: [add local office number]
Traumatic Incident Team - 0800 TI Team (0800 848 326)
Contact Centre: 0800 225 580

	[bookmark: _Hlk53403663]Mataara – 
Emergency contact system operated by the Ministry of Education 
Please note: We cannot initiate the message process. We can only respond when we receive a message.
	Phone: 8707 
Your key emergency contact on file with the Ministry of Education, will receive a text message from this number. That person should save this number to their phone contacts list so that when they receive a message, they will know it is from the Ministry of Education.
Name of person who is point of contact: [add name of your point of contact – noting it is recommended the contact person be the Principal / Deputy Principal]
Go to MoE’s website for more information about Mataara.
Mataara – Ministry of Education

	Oranga Tamariki – Ministry for Children
	Phone: 0508 326 459

	NZQA Code Team (for traumatic incidents impacting International Students)
	0800 697296
code.enquiries@nzqa.govt.nz 
Code resources for school signatories - NZQA


[bookmark: _Toc504992333][bookmark: _Toc220395174]Essential utilities
	Power company
	Account number: 
Phone:

	Gas company
	Account number: 
Phone: 

	Electrician
	

	Builder
	

	Plumber
	

	[Add other essential providers]
	


[bookmark: _Toc504992335][bookmark: _Toc220395175]Essential security
	Security
	

	Alarm monitoring
	

	Fire alarm/equipment maintenance 
	


[bookmark: _Toc504992336][bookmark: _Toc220395176]Other miscellaneous contact information
	Bus company/transportation
	

	Lawyer
	

	Insurance
	

	Bank
	

	Local marae
	

	Local church
	

	[Other]
	


[bookmark: _Toc220395177][bookmark: _Toc504992337]Local early learning services and schools
	[Add name of service/school]
	Contact name: [add name of contact]
Phone: [add phone number]
Mobile: [add mobile number]

	[Add name of service/school]
	Contact name: [add name of contact]
Phone: [add phone number]
Mobile: [add mobile number]

	[Add name of service/school]
	Contact name: [add name of contact]
Phone: [add phone number]
Mobile: [add mobile number]

	[Add name of service/school]
	Contact name: [add name of contact]
Phone: [add phone number]
Mobile: [add mobile number]

	[Add other business/service sharing site]
	Contact name: [add name of contact]
Phone: [add phone number]
Mobile: [add mobile number]





[bookmark: _Toc241132811][bookmark: Emergencyalarms][bookmark: _Toc242099397]Emergency alarms and signals
Add a list of signals you will use to let people know what to do in an emergency
Refer to the following guidance for considerations when planning your alarms and signals
Planning and preparing for emergencies – Ministry of Education
	Emergency event
	How to raise the alarm

	Fire / evacuation
	[continuous alarm]

	Move inside / shelter in place
	[add an appropriate alarm/signal]

	Attacker on site (lockdown)
	[add a coded phrase you will use]

	Gas leak/chemical spill
	[Use word-of-mouth or other system (eg, air horns). Do not use alarm system as may cause an electrical spark (or seek advice from your alarm specialist)]

	[add more types of events as needed]
	[add an appropriate alarm/signal]




[bookmark: _Toc241132805][bookmark: _Toc242099398][bookmark: _Toc296686561]Site map
Insert a copy of your site map here – replace this example page
Important: Do not publish this map on your website
Share your site plan with NZ Police to support their response in an emergency. Email your site plan to plans@police.govt.nz
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[bookmark: _Toc242099399]Emergency communications plan
This section outlines how we will communicate before, during, and after an emergency.
Communication arrangements will consider:
Who needs to be contacted.
What information they may need.
How information will be shared in a timely way.
Who is responsible for preparing and issuing communications.
Alternative communication methods if normal systems are unavailable.
How communication systems can be accessed if key staff are unable to be onsite.
Preparedness
Parents and caregivers need to understand our emergency procedures and what their role is during an emergency (for example, staying away from the school until asked to collect students). Our planned communications include:
Beginning-of-year information for parents and caregivers.
Regular reminders about emergency procedures and reunification arrangements.
Reminders to update emergency contact details and authorised collection arrangements.
Information about emergency drills undertaken by the school.
Information sessions, newsletters, website updates, or other communication channels.
Engagement with local emergency services and community partners.
Planning with students who have disabilities or additional needs, their whānau, and relevant staff to support effective communication during an emergency.
Parents and caregivers will be encouraged to:
Keep emergency contact information current.
Ensure authorised collection arrangements are up to date.
Understand the school's emergency procedures.
Develop their own family or whānau emergency plans.
Accessible communications
Describe how emergency communications will be made accessible for students, staff, parents and caregivers. Examples may include:
Plain language communications.
Translated information.
Alternative formats.
Interpreters, support people, or communication aids.
Alternative methods of contact where required.


[bookmark: _Toc242099400]Communication contact list
Edit the table below and add additional rows as needed.
	Group
	How they will be contacted
	Who is responsible
	Information they may need

	Emergency services
	Phone (111)
	[Insert role]
	Nature of emergency, assistance required, location

	Parents and caregivers
	[Text, email, app, social media, website, phone]
	[Insert role]
	Situation updates, student safety, collection arrangements, school closure information

	Staff
	[Text, email, phone, messaging systems]
	[Insert role]
	Situation updates, instructions, operational arrangements

	Board
	[Phone, email]
	[Insert role]
	Situation updates and decisions required

	Ministry of Education
	[Phone, email]
	[Insert role]
	Significant incidents affecting school operations

	Contractors and regular visitors
	[Text, email, phone]
	[Insert role]
	Access arrangements and operational updates

	Community and media
	[Website, social media, media statements]
	[Insert role]
	Public information and updates


[bookmark: _Toc242099401]Parent and caregiver communications
When communicating with parents and caregivers during an emergency, we will aim to provide:
Information about what has happened.
Information about student safety and wellbeing, where known.
Information about actions being taken by the school.
Instructions on whether parents and caregivers should remain away from the school.
Reunification and student collection arrangements.
Updates as information becomes available.
[bookmark: _Toc242099402]Student collection and reunification
We will:
Verify authorised adults collecting students.
Consider any court orders, protection orders, parenting arrangements or custody restrictions recorded by the school.
Record when students are released and to whom.
Maintain accurate records throughout the reunification process.
Escalate any concerns regarding a student's safety or welfare through appropriate school processes.
[bookmark: _Toc242099403]Student use of mobile phones
Describe here how student access to mobile phones and personal devices will be managed during an emergency and after an emergency.
[bookmark: _Toc242099404]Message templates
You may wish to prepare communication templates that can be quickly adapted during an emergency.
Initial alert (evacuation)
URGENT: The school has been evacuated due to [reason]. All students and staff are safe and accounted for. Please do not come to the school at this time. Updates will be provided via [communication method].
Initial alert (lockdown or shelter in place)
URGENT: The school is currently undertaking a lockdown/shelter-in-place response due to [reason]. All students and staff are safe. Please do not come to the school at this time. Updates will be provided when possible.
Reunification notice
UPDATE: Students may now be collected from [location]. Please follow staff instructions. Only authorised caregivers will be permitted to collect students.
Post-emergency update
UPDATE: The emergency has concluded. All students and staff are safe. The school will [remain open / close for the remainder of the day]. Further information: [insert details].
Closure notice
NOTICE: Due to [emergency event], the school will be closed on [date]. Information about reopening will be provided as soon as possible. Please follow advice from emergency services and local authorities.


[bookmark: _Toc242099405]Section 2: Preparedness and readiness
[bookmark: _Toc242099406]Safety and emergency supplies
Safety and emergency supplies and resources are stored in [add locations of safety and emergency supplies].
The supply levels and expiry dates are checked every [insert how often supplies will be checked] by [insert name of person or role]. 
See Appendix 4 for safety and emergency supplies checklist. 
Grab/go bags
If you have grab bags, note their locations, how to access them, what is in them eg, staff list with contact information, class lists and contacts for parents and caregivers
[bookmark: _Toc242099407]Our role in a civil defence emergency
Civil defence preparedness for schools generally falls into two categories:
Ensuring the safety of students and adults at our school in a civil defence emergency
Where appropriate, helping the wider local community during a civil defence emergency, as part of a response coordinated by the local territorial authority.
If your school has agreed to be identified as a Civil Defence centre the local Civil Defence and Emergency Management Group will provide advice and any equipment that may be required.
Note - following an emergency there will be an expectation that schools continue to operate or return to full operation, as soon as possible. Schools cannot operate onsite if they are still being used as a Civil Defence centre. 
	Note here any specific details of your school role in a Civil Defence (CD) emergency (eg become a Civil Defence relief centre, etc). Make sure your contact list reflects contact details for your local civil defence group.  




[bookmark: _Toc242099408]Child protection and safeguarding considerations
Emergency arrangements will support the safety, wellbeing and supervision of children and young people before, during and after an emergency. 
Describe here any school-specific child protection measures that will be implemented during emergency responses, reunification processes, offsite activities.
[bookmark: _Toc242099409]Calendar - Planned drills and training
Add the date for planned activities and tick () when completed. 
	Activity
	Term 1
	 
	Term 2
	
	Term 3
	
	Term 4
	

	Fire Drill
	Eg, 10 Feb – 2pm
	
	
	
	Eg, 29 July 10am
	
	
	

	Earthquake Drill
	
	
	
	
	
	
	Eg, Oct to coincide with Shake Out
	

	Shelter-in place/lockdown drill
	
	
	Eg, 7 May - lunchtime
	
	
	
	
	

	Other drill (eg, tsunami)
	
	
	
	
	
	
	Eg, 2 Dec
	

	Incident Management Team Refresher
	Eg, no later than 31 January
	
	
	
	
	
	
	

	Board standing agenda item
	
	
	
	
	
	
	
	

	Staff refresher training (eg, regular item at staff meetings)
	
	
	
	
	
	
	
	

	Parent and caregiver updates and reminders
	Eg, send out with other orientation pack / newsletter / web content
	
	Eg, send reminder to update emergency contacts with newsletter
	
	Eg, provide an update following practice drills
	
	Eg, send info about Shake Out drill / remind families /whānau to review their own emergency plans / reminder to update emergency contact info
	


[bookmark: _Toc242099410]Section 3: Core emergency procedures
Planning and preparing for emergencies, published by the Ministry of Education provides information about the difference between lockdown and shelter in place and how they are initiated. 
Prepare for an emergency or traumatic incident - Ministry of Education
Drills for lockdown/shelter in place should be practiced with students present. However, to minimise anxiety practice drills should be explained, and scenarios used should be age appropriate. For example, a bee swarm or chemical spill.
Staff should be aware of lockdown/shelter in place procedures and able to carry these out if the school has been alerted to an immediate threat.
[bookmark: _Toc242099411]Evacuation
Evacuation from the school may be required to ensure the safety of staff and students in an emergency event. In all cases, evacuations need to be planned and practiced.  
When required to evacuate the premises follow the procedure for the type of emergency event e.g. fire, tsunami, gas leak, chemical spill.
Go to Section 3: Hazard and Incident-Specific Procedures for details. 
Designated assembly areas
Add details below about the different evacuation areas for your school. Include these areas on your site map.
Include where you will go and how you will get there if your evacuation point is off site. How will everyone get to the designated area?
We strongly recommend that you work with Civil Defence to identify the best evacuation points for your school.
Fire evacuation area(s)
[add fire evacuation area location(s)]
Earthquake evacuation area(s)
[add earthquake evacuation area location(s) (After you Drop, Cover and Hold)]
Tsunami and flooding evacuation area(s) 
[add tsunami and flooding evacuation area location(s) and how to get there.] 
In most cases it is advisable to walk to your tsunami evacuation point as roads may become jammed. Consider other transport methods for young children and those with additional needs.
Gas leak/chemical spill evacuation areas
[add gas leak/chemical spill evacuation area location(s) - this may require a “word-of-mouth” alarm i.e. no cell phones or alarms.

If evacuating, advise staff who are engaged in offsite activities (eg, EOTC) of situation and evacuation location if moving offsite


[bookmark: _Toc242099412][bookmark: _Hlk120526010]Shelter in place
Shelter in place involves students and staff moving quickly inside for a period of time because of an external threat not directed at our school, like a chemical spill or swarm of wasps. The entries and exits to the building(s) are restricted but normal activities continue as much as possible.
Instructed to shelter in place
Note the time you were instructed to shelter in place.
Note who instructed you to shelter in place e.g. the Police. 
Call anyone who is outside to come inside as quickly as possible.
Close the building(s). 
Complete a roll call/check everyone is accounted for, including visitors.
Notify emergency services where you are and the number of people present if the situation requires it (if they are not already aware).
Advise staff who are engaged in offsite activities (eg, EOTC) to stay away from school site.
Inform parents and caregivers – use the emergency communications plan:
Tell parents/caregivers what is happening.
Let parents/caregivers know their children are safe and what they should do.
Advise parents/caregivers you will keep them up to date with what is happening.
Listen for announcements from emergency services/Civil Defence
Stay inside until told that it is safe to leave.
Situation dependent actions
Where required by the nature of the hazard, move students, staff, and visitors to interior rooms or areas away from external windows and doors.
Close windows, external doors, and other openings to the outside, and switch off ventilation systems.
If the event may last several hours, gather essential emergency resources and supplies. 
Be ready to evacuate at short notice should the situation change.
Advised to evacuate after being under a shelter in place instruction
Initiate appropriate evacuation plan.
If possible/appropriate, place a notice on the front gate/door advising where you have headed and the time you left.
Advise parents/caregivers that you have evacuated – use emergency communications plan.
Instructed that it is safe to come out of shelter in place
Principal to advise Presiding Member whether to temporarily close the school or otherwise decide to continue to operate for the rest of the day.
If closing
Initiate reunification plan.
Continue to monitor the wellbeing of students and staff.
If remaining open
Advise parents/caregivers what has happened, what you plan to do, etc
Continue to monitor the wellbeing of students and staff.


[bookmark: _Toc242099413][bookmark: _Hlk120525969]Lockdown
Lockdown involves students and staff moving quickly to a secure location because of a threat targeting our school. Access to and movement within the school are restricted, doors and windows are secured, and everyone remains out of sight where possible. Teaching and learning activities may continue only if it is safe and appropriate to do so. The lockdown remains in place until Police or an authorised person gives the all clear.
Threat to school identified
Call 111 (if lockdown initiated by school) – provide details of situation, location and any immediate risks
Activate lockdown by [add method e.g. a calm, neutral verbal instruction like “Lockdown. Please move inside.”]
If safe to do so, move everyone to [add predetermined lockdown safe location(s) that is/are large enough for the number of students and adults]. 
Use positive, familiar prompts to move people inside
Help students who need additional support. [Add details of what you need and your plan for supporting students with disabilities – See Appendix 5 and 6]
Quietly and quickly check all students, staff and visitors are present
Lock or barricade doors and windows.
If possible, move students to an area out of sight of the doors and windows.
Keep everyone as quiet as possible.
Put mobile phones on silent mode and instruct others with phones to do the same.
Shut down ventilation/air conditioning systems if the situation requires it.
If safe to do so, send a message to [add the role title / mailbox / phone number] indicating:
· where you are
· who is present
· any unaccounted for or additional people
· any injuries. 
Advise staff who are engaged in offsite activities (eg, EOTC) to stay away from school site
Do not respond to knocks, doorbells, or voices unless verified through an official “all clear” message.
Do not leave the space unless it is safe to do so.
Continue calm, quiet activities.
Stay in lockdown until [add an authorised person e.g. Principal] or Police/emergency services lift the lockdown.
Use our communications plan to communicate with parents and caregivers about the situation and request them not to enter the premises. 
Liaise with Police when they arrive on the scene.
Instructed that it is safe to come out of lockdown
Principal to recommend to Presiding Member whether to temporarily close the school.
If closing
Initiate reunification plan.
Continue to monitor the wellbeing of students and staff.
If remaining open
Advise parents/caregivers what has happened, what you plan to do, etc
Continue to monitor the wellbeing of students and staff.
Seek support 
Consider the need for additional pastoral care, counselling, cultural support.
Contact Ministry of Education Traumatic Incident Team on 0800 84 83 26 or contact our local Ministry of Education office [add local Ministry of Education office contact details]



[bookmark: _Toc242099414]Reuniting students with families
After an emergency, use this process to reunite students with their parents/caregivers.
Parents/caregivers will be aware of any emergency events that have happened through earlier emergency communications. 
Initiate reunification with family
Advise parents/caregivers that they may come and collect their child(ren) – use our emergency communications processes.
Let parents know when, how and where they may collect their child(ren).
Only release students to: 
the person providing day-to-day care
or a person authorised in writing
Refer to the parents and caregivers contact list in Appendix 2. 
Record who picked up the student and the time the student was collected.
[Add details about how you will care for students if a parent or carer does not pick them up]



[bookmark: _Toc242099415]Disability support needs in an emergency
This journal article may help when developing your plan and when developing individual plans for those with additional needs - Supporting Students With Disabilities During School Crises: A Teacher’s Guide
Individual emergency/crisis plans for students with disabilities will be developed if they require additional support in an emergency event, working with the students, their parents, caregivers and teachers to do so.
Teachers, Learning Support coordinators / SENCO’s and administration staff will understand what is required to help child(ren) in an emergency, and will contribute to the development and review of this plan.
See Appendix 5 for our Disability support needs checklist, which notes the preparations we have taken to be able to support those with a disability, in an emergency.
See Appendix 6, which summarises the range of disabilities and additional needs represented within our school community, and notes if safety care plans are in place for those individuals.
Appendices 5 and 6 will be reviewed and updated in the first week of each term and when individuals new to the school are identified as requiring additional support in an emergency, including those with a temporary disability (eg, broken leg). 
Individual emergency/crisis plans for students with disabilities will be reviewed at least annually.
The responsibility for maintaining the checklist will be [insert name of person / role].




[bookmark: _Toc242099416]Supporting international students in an emergency
International students may have additional needs during an emergency or traumatic incident. We will take reasonable steps to ensure that international students are supported before, during, and after an emergency event. This includes considering cultural, language, communication, wellbeing, accommodation, and family support needs.
The NZQA has resources to help you plan for emergencies that impact international students.
Critical incidents and emergencies – NZQA
Supporting international students
We will:
Maintain up-to-date contact details for international students, their parents or legal guardians, homestay providers, and emergency contacts.
Identify the staff member(s) responsible for supporting international students during an emergency.
Ensure international students are included in emergency drills, communications, and welfare planning.
Maintain key contact details for relevant agencies, including NZQA, embassies or consulates, and the Ministry of Education where appropriate.
During and following an emergency or traumatic incident, we will:
Check on the safety and wellbeing of all affected international students.
Communicate with parents, caregivers, agents, homestay providers, and other appropriate contacts as soon as practicable.
Provide information in a way that supports understanding and addresses language or cultural needs where possible.
Consider the need for additional pastoral care, counselling, cultural support, or Ministry of Education Traumatic Incident Team support.
Liaise with NZQA, embassies, consulates, insurers, or other agencies where required.
Keep records of significant decisions, actions, and communications relating to affected international students.
If a critical incident involves an international student
We will contact the New Zealand Qualifications Authority (NZQA).
Freephone (NZ only): 0800 697 296
[Insert details of the staff member responsible for international student welfare and any school-specific procedures, contacts, or resources.]
[bookmark: Section3][bookmark: _Toc242099417]Section 4: Hazard and incident-specific procedures
[bookmark: _Toc242099418]Fire
Your evacuation procedures outline how the occupants of a building will be evacuated safely, promptly and efficiently.
Fire evacuation procedures - Ministry of Education
NOTE: To comply with Part 2 of the fire regulations, your school must have an evacuation scheme approved by FENZ if you have 100 or more students or 10 or more staff. Go to the Ministry website for more information on these requirements and further criteria that will require an approved evacuation scheme.
Fire evacuation scheme - Ministry of Education
You discover a fire
Set off the fire alarm.
Call 111.
If safe to do so, extinguish the fire.
You hear the fire alarm
Immediately evacuate to [add fire evacuation designated assembly areas and how to get there] taking the nearest emergency exit.
Wardens put on hi-viz vests (so you are easily identifiable) and assist with the evacuation.
Direct students and visitors to evacuate to [add the designated assembly area].
Take your [insert roll/emergency evacuation kit/grab bag/go bag (contents list in Appendix 3)] with you.Remember:
· Ensure people with additional needs are assisted to evacuate
· Remain calm – move quickly
· Walk – don’t run

[Insert who is responsible eg teachers/warden(s)/IMT member(s) to check all rooms are clear (including bathrooms).]
Do not return to the premises/buildings until given clearance to do so.
At evacuation point
Account for everyone. Do a headcount/check students against roll.
Report to [Chief warden/Principal/Other].
Remain at the designated assembly area – do not go back into the building(s) until given the “all clear”.
Inform parents/caregivers what is happening – use emergency communications plan.
Ongoing operations
· The [Principal will recommend to the Presiding Member] whether operations will continue after the event. The decision will be based on:
· the nature of the event
· the safety of the buildings and other facilities including running water, power, heating etc
· health and wellbeing of staff and students.
If closing
Initiate reunification plan.
Continue to monitor the wellbeing of students and staff.
If remaining open
Advise parents/caregivers what has happened, what you plan to do, etc
Continue to monitor the wellbeing of students and staff.
Seek support 
Consider the need for pastoral care, counselling, cultural support.
Contact Ministry of Education Traumatic Incident Team on 0800 84 83 26 or contact our local Ministry of Education office [add local Ministry of Education office contact details]



[bookmark: _Toc242099419]Earthquake
Remember: Drop, cover and hold.
During an earthquake
If you’re inside
Drop, cover and hold until the shaking stops. If you can, take cover under a desk or table. 
Keep away from shelves containing heavy objects and other large items of furniture
Keep away from windows
Stay indoors until the shaking stops and it's safe to go outside.
If you’re outside
Find a clear spot and drop, cover and hold.
Keep away from buildings and power lines.
Students to stay in the grounds until a staff member comes to get them.
If you are near a young child
Pick them up and hold them against your chest as you Drop, Cover and Hold.
If you can’t get under a table or piece of furniture, drop to the ground and protect the child with your body while doing your best to cover your own head and neck.
If you are near someone who cannot safely get under a table – e.g. someone who is disabled or in a wheelchair
Immediately Drop, Cover and Hold.
Call out to the person and tell them to move near an inside wall away from windows and items that can fall on them.
Tell them to Lock, Cover and Hold if they are in a wheelchair.
When the shaking stops
Expect aftershocks.
Ensure your personal safety first.
Check those around you and offer help if necessary.
If anyone needs medical assistance, administer first aid and call 111 
Roll call/check students and staff are accounted for.


[Use this if you are in a tsunami evacuation area]
· If you felt the earthquake was long (longer than a minute) or strong (hard to stand up in), evacuate to higher ground or as far inland as possible. Do not wait for official instructions. 
Initiate tsunami evacuation plan.
[Use this if you have gas at your premises]
If you smell gas or hear a blowing or hissing noise, follow our gas leak procedure.
Open windows and doors
Get everyone out quickly
Turn off the gas at the main valve {insert location of valve] if you can.
Do not turn the gas back on. It must ONLY be turned back on by a registered plumber or gas fitter. 
Inform parents/caregivers what is happening – use communications plan
Ongoing operations
· The [Principal will recommend to the Presiding Member] whether operations will continue after the event. The decision will be based on:
· the nature of the event
· the safety of the buildings and other facilities including running water, power, heating etc
· health and wellbeing of staff and students.
If closing
Initiate reunification plan.
Continue to monitor the wellbeing of students and staff.
If remaining open
Advise parents/caregivers what has happened, what you plan to do, etc
Continue to monitor the wellbeing of students and staff.
Support from the Ministry of Education
Consider the need for pastoral care, counselling, cultural support.
Contact Ministry of Education Traumatic Incident Team on 0800 84 83 26 or contact our local Ministry of Education office [add local Ministry of Education office contact details]


[bookmark: _Toc242099420]Tsunami
Check if your school is in a tsunami evacuation zone by contacting your local council or Civil Defence Emergency Management Group. You can also check on the Tsunami evacuation zones map on the Get Ready website.
Tsunami evacuation zones — Get Ready – NZ Civil Defence
If you are in a tsunami evacuation zone, you need to have a tsunami procedure
For more information about how to be prepared for a tsunami go to the get ready website.
Tsunami — Get Ready – NZ Civil Defence
Local source tsunami can arrive in minutes, so there won’t be time for an official warning. It is important to recognise the natural warning signs and act quickly.
If you:
feel a long (more than a minute) or strong (hard to stand up) earthquake
see a sudden rise or fall in sea level
hear loud or unusual noises from the sea 
Take action. Do not wait for official warnings. 
Remember, long or strong, get gone.
Before a tsunami 
Check if your school is in a tsunami evacuation zone by going to Tsunami evacuation zones — Get Ready (NZ Civil Defence) 
Make sure you know where to go, and that all staff and parents know the agreed evacuation point. 
Work out what supplies we need 
Understand the different types of warnings: Natural, Official and Unofficial: Tsunami — Get Ready (NZ Civil Defence) 
Regularly practise a tsunami hīkoi (evacuation walk).
Following an earthquake
If an earthquake has been long or strong, immediately gather all students and staff and prepare to evacuate to [add the agreed evacuation point].  
Take [insert roll/emergency evacuation kit/grab bag/go bag (contents list in Appendix 3)] with you.
[add in how all students, visitors, contractors and staff will be accounted for]
Move to higher ground at [insert pre-determined location] or as far inland as possible.
Go to the evacuation point via [insert route description and/or map]
If possible, walk, run or cycle to reduce the chances of getting stuck in traffic congestion.
Avoid any hazards caused by earthquake damage, especially fallen power lines. 
You receive official warnings advising you to leave 
Implement our tsunami evacuation plan (as above)
Civil Defence issues tsunami warnings in New Zealand. They are published on the National Emergency Management Agency's website. Tsunami warnings will also be broadcast on radio and television. 
An Emergency Mobile Alert may also be issued if there is a threat of flooding of land areas.
Warnings may also be broadcast through:
siren
phone
text message
loud hailer, or
other local arrangements. 
We may not receive an official warning. It is important to recognise the natural warning signs (listed above) and act quickly.

At evacuation point
Check students against roll/ensure everyone, including staff, is accounted for.
Remain at evacuation area until given the “all clear”.
Follow instructions of the local council and Civil Defence Emergency Management.
Inform parents/caregivers what is happening – use emergency communications plan.
Ongoing operations
· The [Principal will recommend to the Presiding Member] whether operations will continue after the event. The decision will be based on:
· the nature of the event
· the safety of the buildings and other facilities including running water, power, heating etc
· health and wellbeing of staff and students.
If we are closing
Initiate reunification plan.
Continue to monitor the wellbeing of students and staff.
If we are remaining open
Advise parents/caregivers what has happened, what you plan to do, etc
Continue to monitor the wellbeing of students and staff.
Seek support if needed
Consider the need for pastoral care, counselling, cultural support.
Contact Ministry of Education Traumatic Incident Team on 0800 84 83 26 or contact our local Ministry of Education office [add local Ministry of Education office contact details]



[bookmark: _Toc242099421]Flooding
If you are in a flood-prone area or near water, you must have a procedure outlining how you will respond to a flooding event.
Floods happen often in New Zealand and can cause a lot of damage and loss of life.
Flooding may be caused by heavy rain, overflowing creeks and rivers and high tides or tsunamis in coastal and low-lying areas.
Flooding of a building can be caused by plumbing failures due to wear and tear, vandalism, or earthquake damage.
Before a flood 
Check with your local Civil Defence Emergency Management office or local council if you are in a flood-prone area and if there is a community flood evacuation plan - update your plan to reflect this information. Ask about:
Evacuation plans and local public alerting systems
How you can reduce the risk of future flooding to your home or business
Work out what supplies we need to keep at school 
Practise our emergency plan and our evacuation route to higher ground.
Take measures to reduce potential flood damage and make sure our insurance policy covers us for flood damage.
[insert details of your community’s public alerting system]
[Insert what the warning signs of flooding are for your location]
If flooding is possible 
Stay informed in an emergency. Listen to the radio [insert name of radio station and frequency] or follow our Civil Defence Emergency Management Group online. 
Be prepared to evacuate and keep grab bags nearby. Listen to emergency services and local Civil Defence authorities. Follow any instructions about evacuation of our area. Self-evacuate if feeling unsafe.
Turn off water, electricity and gas if advised to.
Move valuable and dangerous items as high above the floor as possible. This includes electrical equipment and chemicals. Use watertight containers to store important items.
Lift curtains, rugs and bedding off the floor.
During a flood
Put safety first. Don’t take any chances. Act quickly if you see rising water.
Floods and flash floods can happen quickly. If you see rising water do not wait for official warnings. 
Stay out of flood water. Never try to walk, swim or drive through flood water. Many flood fatalities are caused by people attempting to drive through water.
Always assume that flood water is contaminated with farm run-off, chemicals and sewage. Contaminated flood water can make you sick. Make sure you wash hands, clothes and property after contact with flood waters.
Evacuate if required (and get to higher ground). [add flooding evacuation location(s)] 
Follow the instructions and advice of emergency services and civil defence and emergency management authorities.
If flood is due to burst pipes, plumbing failures, etc
 Turn off the water at the mains. [insert location of where the water mains valve is]
At evacuation point
Check students against roll/ensure everyone, including staff, are accounted for.
Remain at evacuation area until given the “all clear”.
Follow instructions of the local council and Civil Defence Emergency Management.
Inform parents/caregivers what is happening – use emergency communications plan.
Implement reunification process if safe to do so.
Notify parents/caregivers using communications plan.
Only release students to approved people.
After a flood
Flood dangers do not end when the water begins to recede. 
Continue to listen to advice from emergency services.
Don’t return to the premises until authorities indicate it is safe to do so. 
Get medical care if necessary. Remember: contaminated water can cause infection. 
Stay away from damaged areas. Your presence might hamper rescue and other emergency service operations.
Seek support if needed
Consider whether support from the Ministry of Education, including the Traumatic Incident Team, would assist recovery [add local Ministry of Education office contact details]


[bookmark: _Toc242099422]Volcanic activity
If you are not at risk from volcanic activity – delete this section
Auckland, Bay of Plenty, Tairāwhiti, Hawke's Bay, northern Manawatū, Northland, Taranaki and Waikato are most at risk for volcanic ash fall.
Find out about the volcanic risk in your community. Talk to your Civil Defence Emergency Management Group to find out how they will warn you of a volcanic eruption.
Volcanic activity can include ashfall, falling rocks, hot gases and volcanic rock, lava flows, and massive mudflows.
Supplies
Work out what supplies you might need to keep at your school. Consider the personal protective equipment needs of staff and students.
If you are at risk from volcanic ash fall, add the following to your emergency supplies.
Certified disposable dust masks (rated P2 or N95) and goggles 
Plastic wrap or plastic sheeting (to keep ash out of electronics)
Cleaning supplies including an air duster, a broom, a shovel, and a vacuum cleaner with spare bags and filters
Heavy-duty plastic bags to dispose of ash
If ashfall is forecast for our region 
Before ash fall starts, go home if possible, to avoid driving or walking during ash fall.
If you have a visual impairment, wear eyeglasses. Do not wear contact lenses because trapped ash can scratch eyes.
Close all windows and doors and shut down heat pumps to limit the entry of volcanic ash. 
Set up a single-entry point for school/buildings. Place damp towels at the threshold to prevent ash being tracked indoors.
Cover sensitive electronics. Do not remove covers until the indoor environment is completely ash free.
Cover vehicles and outdoor equipment to avoid ash causing damage. Ash can corrode metal surfaces and cause abrasion damage to glass and paintwork.
Disconnect drainpipes/downspouts from gutters to stop drains clogging. If using a rainwater collection system for water supply, disconnect the tank.
During volcanic activity 
Stay informed in an emergency. Listen to the radio or follow our Civil Defence Emergency Management Group online.
Follow official advice from:
our Civil Defence Emergency Management Group
the Department of Conservation (for Tongariro, Ngauruhoe, Ruapehu or Taranaki only)
local authorities, and
emergency services.
During ash fall
Stay indoors. Volcanic ash is a health hazard, especially if you have respiratory difficulties such as asthma or bronchitis.
Do not attempt to clear ash from roof while ash is falling.
Keep animals indoors.
Do not drive when there is ash on the road.
Avoid unnecessary exposure to ash until it has settled. If you have to go outside, wear protective clothing:
a properly-fitted P2 or N95-rated mask (or a cloth if you don't have a mask)
goggles
sturdy footwear
gloves, and
clothing that covers arms and legs.
Do not wear contact lenses because trapped ash can scratch eyes. Wear glasses instead.
If instructed by authorities, evacuate to [location of evacuation area and how to get there]
At evacuation point
Check students against roll/ensure everyone is accounted for.
Remain at evacuation area until given the “all clear”.
Follow instructions of the local council and Civil Defence Emergency Management.
Inform parents/caregivers what is happening – use emergency communications plan.
Implement reunification process.
Notify parents/caregivers using communications plan.
Only release students to approved people.
Seek support if needed
Consider whether support from the Ministry of Education, including the Traumatic Incident Team, would assist recovery [add local Ministry of Education office contact details]

[bookmark: _Toc242099423]Gas leak
A gas leak is suspected
Evacuate the area or the entire premises by word-of-mouth. Do not use alarm system
Rescue any person in immediate danger – but only if it is safe to do so.
Turn off the main gas valve [add where the main gas valve is located].
If possible and safe to do so open windows to allow the gas to dissipate.
Do not re-enter building or outside area until cleared by authorised personnel.
Do not operate any electrical switches, including lights or alarms
Do not use cell phones in the area where the leak is occurring – even if outside of building
Do not allow anyone to smoke or vape in the vicinity.
Warn others in the immediate area.
Call emergency services (111) if required.
Call the gas company: 
[insert gas company name]
[insert gas company contact details]
[Insert account number]
Gather any additional relevant information in case you need to leave a message.
Seek support if needed
Consider whether support from the Ministry of Education, including the Traumatic Incident Team, would assist recovery [add local Ministry of Education office contact details]



[bookmark: _Toc228268546][bookmark: _Toc241132823]

[bookmark: _Toc242099424]Chemical spill
All chemical spills must be treated as toxic and dangerous. They can be in liquid form, solids, powder or gas. 
A chemical spill has happened 
Move all people in the vicinity to a safe area.
Ensure they are safe and unharmed.
Notify [add who to notify, e.g. the principal] and staff.
Ensure you protect yourself with appropriate PPE before administering first aid.
Give appropriate first aid to anyone in contact with the spill.
Decide if we need to shelter in place or evacuate the premises.
If we shelter in place.
Activate the shelter in place procedure
Move to/stay in a safe location on our premises. 
Seal doors, windows and other openings.
Switch off any air intake units.
If we evacuate.
Activate our evacuation procedure.
Evacuate to [insert your designated area]
If required, contact emergency services on 111.
Contact the Ministry of Education regional office if further support is needed.
At evacuation point
Check students against roll/ensure everyone is accounted for.
Remain at evacuation area until given the “all clear”.
Inform parents/caregivers what is happening – use emergency communications plan.
Implement reunification process.
Notify parents/caregivers using communications plan.
Only release students to approved people.
Clean-up
Fire and Emergency New Zealand (FENZ) is the designated lead agency for responding to hazardous material (hazmat) emergencies and chemical spills – call 111 in an emergency
0800 CHEMCALL - Emergency Response. This service is available at no charge to schools and Emergency Services, offering technical advice when an incident or spill occurs.
[bookmark: _Toc242099425]Suspicious letter or package
When dealing with suspicious packages or letters you must take extreme caution. 
Do not try to touch, move or examine the package. 
SUSPECTED BOMB – do not use a cell phone or other radio device anywhere near the package.
You find a suspicious letter or package
Do not touch, shake or move the letter/package. 
If you have picked up the package
Gently lower to a level surface and leave it alone.
Clear everyone away from the immediate area.
Note the location of the letter/package.
Note:
size
shape
what it’s wrapped in/made of
any distinguishing markings
oily stains
visible wires
any noises it is making.
Check with who it is addressed to, to see if they are expecting the letter/package.
Call the police (111) and advise them of the circumstances, the description of the package and its location.
Position staff at a safe distance to keep people away from the area where package is. 
Consider evacuating the area and the premises (take police advice).
You open a letter/package and discover powder
Put on gloves and a mask.
Place opened letter/package in a plastic bag. 
If contents spilled
Do not clean up or wipe spilt contents.
Avoid breathing the powder or spores.
Clear all people from the area.
Isolate the area (close doors & prevent access)
Switch off air conditioning. 
Wash hands and part of your body that may have come into contact the item with soap and water.
If contents are spilt on clothing 
Select a room for changing. 
Remove clothing and place in plastic bag. 
Shower with soap and water. 
Change into other clothes.
See New Zealand Police’s website for further information. 
· Suspicious mail and bomb threats | New Zealand Police
· Mail bomb recognition checklist – NZ Police PDF | 58KB
Seek support if needed
Consider the need for pastoral care, counselling, cultural support.
Contact Ministry of Education Traumatic Incident Team on 0800 84 83 26 or contact our local Ministry of Education office [add local Ministry of Education office contact details]




[bookmark: _Toc242099426]Bomb threats
If you receive a bomb threat over the phone, keep calm. Do not hang up. 
Talking with the caller is important so you can get information from them to help assess the situation and help police with enquires.
On the next page is an information checklist for bomb threats that should be kept by the phone. 
Staff who normally answer the phone should be briefed on the questionnaire to ensure they are familiar with it. A pre-printed version of the check list is available from police and may be preferred over this list for convenience.
You receive a bomb threat by email
Call 111 and explain the situation to the police. 
Follow the advice the Police give you.
The decision to evacuate or stay within a building will depend on the circumstances of the threat.
When you can, contact the Ministry of Education to let them know you have received the threat and spoken with Police [add local Ministry of Education contact details]
You receive a bomb threat by phone call
Keep calm.
Do not hang up.
Let the caller talk.
Grab bomb threat information checklist.
Ask the questions on the checklist as opportunities arise. 
Try and record as much information about the caller as you can.
Avoid being confrontational.
After the call
Call 111 and explain the situation to the police. 
Follow the advice Police give you.
The decision to evacuate or stay within a building will depend on the circumstances of the threat.
More information from New Zealand Police can be found here: Suspicious mail and bomb threats | New Zealand Police
See next page for bomb threat information checklist or go to the Police form here - https://www.police.govt.nz/sites/default/files/publications/bomb-threat-checklist.pdf

Bomb threat information checklist. 
	Questions
	Answers

	When is the bomb going to explode?
	

	Where is the bomb?
	

	What does the bomb look like?
	

	What kind of bomb is it?
	

	What will make the bomb explode?
	

	What is the explosive type and quantity?
	

	Why did you place the bomb?
	

	What is your name?
	

	Where are you?
	

	What is your address?
	

	Exact wording of the threat:
	




	Caller details

	Gender: 
	☐ Male	  ☐ Female

	Estimated age:
	Under 25  
	25-35  
	35-45  
	45–55  
	55-65  
	over 65

	Any speech impediment (specify):
	

	Accent (specify):
	

	Voice – loud, soft etc:
	

	Speech – fast, slow etc:
	

	Diction – clear, muffled etc
	

	Manner, calm, emotional etc:
	

	Did you recognise the voice? 
	☐ Yes	☐ No

	If so who do you think it was?
	

	Was the caller familiar with the area?
	☐ Yes	☐ No

	Threat Language
	Background noises
	Call taken

	Well spoken
Incoherent
Irrational
Taped
Message read by caller
Abusive
Other:
	Street noise
House noise
Aircraft
Voices
Music
Machinery
Vehicle
Other:
	Date:
 ______/______/___________

	
	
	Time: 


	
	
	Length of call:


	
	
	Number called:

	Details of person taking the call

	Name
	

	Phone number
	

	Signature _____________________________________     Date ______ / ______ /___________



[bookmark: _Toc242099427]Trespasser on the grounds/premises
Only follow this process if the person does not come under the category of an attacker.
(see ‘Attacker on site’). 
Trespassing is where a person on our premises does not leave after we (the occupier) have asked them to.
Note: The Trespass Act 1980 does not allow you (the occupier) to physically remove the person from the premises. If a trespasser refuses to leave when requested, they should be told that the Police will be called. The Police have the option to arrest and charge the person with an offence. They will take what they think is appropriate action.
As well as the process under the Trespass Act, the Education and Training Act 2020 section 241 makes it an offence to intentionally insult, abuse, or intimidate a teacher or staff member on school premises (within the presence or hearing of any student of the school).
A person on the premises/grounds doesn’t have permission to be there.
Is the person non-threatening or is the person aggressive? 
If they are aggressive follow the attacker on site process
If appropriate, greet the person, advise them who you are, and ask them why they are there. If possible have a colleague with you.
If the reason for the visit appears legitimate, take the person to a designated area away from students where the reasons for the visit can be dealt with.
If the reason for the visit is not legitimate, explain that they have to leave the premises – If the person leaves when requested, they are not a trespasser.
A person refuses to leave when requested
If a person doesn’t leave after you have asked them to, they are trespassing.
Notify the principal / person responsible and other staff members of the description, location and activity of the trespasser.
Ensure the students and staff are safe, and the activity areas are kept secure.
Explain to the trespasser that staff will have to call the police.
If the trespasser still refuses to leave, ask a colleague to call the police.
If it is safe, stay with the trespasser until the police arrive. 
If the trespasser gives any indication of violence walk away (if possible, keep the trespasser under observation from a safe distance until police arrive).
When police arrive update them on the situation.
Ensure that the students are removed away from a potential escalating situation.
Try to ensure that two adults are managing the potential escalating situation.
Follow-up actions
Ensure the incident is documented and filed (including providing a report to Police).
Consider:
· Debriefing staff on the incident and assess if the Emergency Management process worked correctly or needs amendments
· Debriefing students and parents if the incident was a public one, to prevent rumours and speculation.
Seek support if needed
Consider the need for pastoral care, counselling, cultural support.
Contact Ministry of Education Traumatic Incident Team on 0800 84 83 26 or contact our local Ministry of Education office [add local Ministry of Education office contact details]



[bookmark: Attackeronsite][bookmark: _Toc242099428]Attacker on site
This checklist provides a very basic guide to managing an attacker who is on your premises. Add more details as needed.
Go to the Police website for more information on Escape Hide Tell
Know what to do: Escape. Hide. Tell – New Zealand Police
See Appendix 1 of Planning and preparing for emergencies for further information to support planning for security-related events – available on the Ministry of Education website.
Prepare for an emergency or traumatic incident - Ministry of Education 
For information on traumatic incidents go to the Ministry of Education website.
Respond at school to an emergency or traumatic incident - Ministry of Education
An attacker is believed to be on the premises or shots are heard
Escape – Move quickly and quietly away from danger, but only if it is safe to do so.
Hide – If you can’t safely escape, stay out of sight and silence all mobile phones. 
Tell – Call the Police by dialling 111 when it is safe. 
Identify yourself and your school, including address.
Details of situation.
Details of any casualties.
Description of weapons, number of shots, etc.
Description and location and identity of offender if known.
Identify the 'target' of aggression, if known 
Follow any instructions given by Police. 
Initiating a lockdown
Activate lockdown by [add method e.g. a calm, neutral verbal instruction like “Lockdown. Please move inside.”]
If safe to do so, move everyone to [add predetermined lockdown safe location(s) that is/are large enough for the number of students and adults]. 
Use positive, familiar prompts to move people inside
Help students who need additional support. [Add details of what you need and a plan of action for students with disabilities]
Quietly and quickly check all students, staff and visitors are present. 
Lock or barricade doors and windows.
If possible, move students to an area out of sight of the doors and windows.
Keep as quiet as possible
Put mobile phones on silent mode and instruct others with phones to do the same.
Shut down ventilation/air conditioning systems if the situation requires it.
If safe to do so, send a message to [add the role title / mailbox / phone number] indicating:
· where you are
· who is present
· any missing or additional people.
Do not respond to knocks, doorbells, or voices unless verified through an official “all clear” message.
Do not leave the space unless it is safe to do so.
Continue calm, quiet activities
Stay in lockdown until [add an authorised person e.g. Principal] or Police/emergency services lift the lockdown.
Use our communications plan to communicate with parents and caregivers about the situation and request them not to enter the premises. 
Liaise with Police when they arrive on the scene.
Following the incident	
What happens after an attack needs careful management.  Even if no one was hurt there may be traumatised staff and students and concerned parents. There may be disruption to our school and media interest.
Consider whether to temporarily close or continue operating.
Continue to monitor the wellbeing of students and staff.
Liaise with the media.
Seek support if needed
Consider the need for pastoral care, counselling, cultural support.
Contact Ministry of Education Traumatic Incident Team on 0800 84 83 26 or contact our local Ministry of Education office [add local Ministry of Education office contact details]



[bookmark: _Toc242099429]Serious injury or death
All schools need to be prepared and know how to manage a traumatic incident involving death or serious injury. 
The sudden death or serious injury of a student, staff member or family/whānau member affects the physical and emotional wellbeing of students, staff and people in a community. Poorly or insensitively handling the incident and what happens after it can cause further distress to those affected.
There is guidance available on the Ministry of Education website to support you to respond to a traumatic incident:
Respond at school to an emergency or traumatic incident - Ministry of Education
Death or serious injury occurs
Ensure your own safety.
Assess area for danger (e.g. live wires, poisonous substances, etc). 
Remove students from the area.
If possible, prevent students from being able to see the area.
Give immediate first aid – Do not assume death has occurred.
Call emergency services on 111.
Notify [add who to notify, e.g. principal, person responsible]. 
Isolate and contain the area.
Ensure access for emergency services.
Action after medical personnel have taken over
Principal / person in charge to advise (as soon as possible):
[add Presiding Member information]
[other role/person to contact] 
Consider accompanying Police to advise parents or caregivers.
Ensure cultural supports are contacted so appropriate processes can happen.
Advise the Ministry of Education Traumatic Incident Team on 0800 84 83 26 or contact our local Ministry of Education office [add local Ministry of Education office contact details]
The traumatic incident team can support all elements of our response (e.g. media. Whānau, communications, meeting needs of students and teachers)
Notify Worksafe New Zealand (this is a notifiable event) and the Ministry of Education (if not already done so) 
[add local Ministry of Education office contact details]
WorkSafe contacts:
· if a death – 0800 030 040
· injury / illness / incident - Notify WorkSafe | WorkSafe
If the death or serious injury occurs outside of our school, follow the appropriate steps noted above. 

[bookmark: _Toc242099430]Missing child or student
All instances of a child or student going missing from a school or an EOTC event, have to be treated urgently and steps taken to find the missing person or confirm their safe whereabouts.
There can be many reasons and associated dangers for a missing child or student including:
The proximity of dangerous hazards to the school
The possibility of an abduction
The possibility that the child or student has been picked up by a parent or caregiver
The child / student has got lost or left the facility
The student has felt unwell and simply gone home.
Until the child or student has been found or confirmed in a safe location, action must be taken to locate them.  
Information or notification that a child/student is missing
Confirm that the child/student had been present at some time during the day, 
and if so:
· Find out when they were last seen.
· Search the premises.
· Check inside and outside of the grounds including all adult-designated areas of the building.
· Check all areas that they may be “hiding” such as cupboards, carpeted rises and outside sheds or storage.
Notify [add who to notify e.g. principal] and other staff.
If the child/student is not found
Notify the police immediately.
Notify the parents/caregivers immediately.
Consider whether there are any immediate care and protection concerns requiring notification to relevant agencies.
If the child/student is found
If child is found injured or ill, call for medical assistance if required.
Notify [add who to notify e.g. principal] and other searchers.
Establish what happened and complete incident report.
Arrange for the child/student parents or caregivers to be advised.
Seek support if needed
Consider the need for pastoral care, counselling, cultural support.
Contact Ministry of Education Traumatic Incident Team on 0800 84 83 26 or contact our local Ministry of Education office [add local Ministry of Education office contact details]


[bookmark: _Toc242099431]Pandemic
Pandemics by their nature are unpredictable in terms of timing, severity and the population groups that are most affected. Planning for an infectious disease outbreak is as important as planning for other emergencies. 
The Ministry of Health leads the Government’s response to a pandemic. Updates and latest information should be accessed from the Ministry of Health.
What we can do to prepare
Have a supply of Personal Protective Equipment (PPE) gloves, face masks, antiseptic hand wash.
Have a cleaning schedule that could be used in a pandemic – ie an enhanced cleaning routine of touch points and common spaces as a precaution.
Develop a communications plan for staff, students, families and other interested members of the community.
Ensure our response to a pandemic aligns with our health, safety and wellbeing procedures and any infectious illness guidance used by the school.
Take all practical steps to ensure that students do not come into contact with any person (adult or child) on the premises who is suffering from a disease or condition likely to be passed onto students and likely to have a detrimental effect on them. 
Use our isolation area for sick students or staff. 
Know who the local Medical Officer of Health is and maintain regular contact. See Essential agencies/services contacts for details.
A pandemic has been declared
Regularly check for updates on the Ministry of Health website. 
Ministry of Health NZ
Check guidance from the Ministry of Education – via the He Pitopito Kōrero | School Leaders Bulletin
Bulletins - Ministry of Education
Follow guidance from Ministry of Health and Ministry of Education.
Use posters available from Ministry of Health about cough/sneeze etiquette and handwashing.
Find Health Education resources – HealthEd
Develop physical distancing strategies – seek further advice from the Ministry of Health.
Consider implementing an enhanced cleaning routine of touch points and common spaces as a precaution.
Review our ventilation levels to promote increased airflow in school buildings 
Ventilation for school buildings - Ministry of Education
Assess if the isolation area is adequate for the potential increased number of sick students (as required).
Liaise with the local Medical Officer of Health as needed (see Essential agencies/services contact list for details).
The Ministry of Education website has further guidance for schools to plan for a pandemic. 
Prepare for an emergency or traumatic incident - Ministry of Education

[bookmark: _Toc242099432]Appendices
Appendix 1 - Staff contact list
Appendix 2 - Parent and caregiver contact list
Appendix 3 - Emergency evacuation kit/grab bag contents list
Appendix 4 - Safety and emergency supplies checklist
Appendix 5 - Disability support needs checklist
Appendix 6 - Summary of Disability Support Needs
Appendix 7 - Drill procedure (Fire evacuation)


[bookmark: Appendix1][bookmark: _Toc242099433]Appendix 1 - Staff contact list
Replace this list with our staff list if more appropriate.
	Position
	
	Name
	Day contact details 
	After hours contact details
	Emergency role:  
Note if staff member is a first aid holder or in the IMT

	Principal
	
	
	
	
	

	Teaching staff
	
	
	
	
	

	Teaching staff
	
	
	
	
	

	Administration staff 
	
	
	
	
	

	[add in other roles]
	
	
	
	
	





[bookmark: Appendix2][bookmark: _Toc242099434]Appendix 2 - Parents and caregivers contact list
Add in parent and caregiver emergency contact information including alternate contact. Add further lines to note other persons approved to uplift that child following an emergency event (eg, grandparents, older siblings, another parent at the service, next door neighbour). It is recommended you ask parents and caregivers for 8 – 10 people who are approved to uplift their child in an emergency. OR delete table and add your own contact table.
Include any collection restrictions, parenting arrangements, protection orders or other safety alerts you need to be aware of during an emergency reunification process.
How will you keep this information current? Where is the information stored? Offline access – eg downloaded electronic file and/or hardcopy?
Date of last update: __________________	
(Key: P = Primary contact, A = Alternate contact)
	Child Name
	
	Parent/caregiver
	Day contact (phone number)
	After hours (phone number)
	Important Information 
eg, specific health/other needs
	Other persons approved to collect

	Student 1
	P
	ie. Person 1 - Parent name
	021 222 2222
	021 222 2222
	Medication xxxx
	Person 3 - Name

	
	A
	Ie, Person 2 - Grandparent name
	027 333 3333
	05 555 5555
	
	Person 4 - Name

	Student 2
	P
	
	
	
	
	

	
	A
	
	
	
	
	

	Student 3
	P
	
	
	
	
	

	
	A
	
	
	
	
	

	
	A
	
	
	
	
	



[bookmark: Appendix3][bookmark: _Toc242099435]Appendix 3 - Emergency evacuation kit/grab bag contents list
Quantities should reflect the size of the school and the number of students, staff and visitors who may be onsite.
Include list here:
	Item
	Quantity

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	





[bookmark: Appendix4][bookmark: _Toc242099436]Appendix 4 - Safety and emergency supplies checklist
	Item
	Number required
	Comment

	

	[add item]
	[add amount]
	In this column add relevant information about the item
	

	[add item]
	[add amount]
	
	

	[add item]
	[add amount]
	
	

	[add item]
	[add amount]
	
	

	[add item]
	[add amount]
	
	

	[add item]
	[add amount]
	
	

	[add item]
	[add amount]
	
	

	[add item]
	[add amount]
	
	


[add rows to the table as required.]
	Checked by (sign after checking)
	Date

	
	[insert date checked]


Copy and use this as a checklist when checking supplies. Restock supplies as required. Sign and date the completed checklist. Keep checklist on file.



[bookmark: Appendix5][bookmark: _Toc242099437]Appendix 5 - Disability support needs checklist
	School emergency evacuation planning checklist
	Yes
	No

	Do we have a record of our students and staff with disabilities / additional support needs? 
	
	

	Have we identified the medical needs of our students and staff with additional needs and their medication schedule? 
	
	

	Have we walked the evacuation paths and exits looking for potential obstacles? 
	
	

	Has an evacuation site been identified that is accessible to students and staff with additional needs? 
	
	

	Have transportation needs been identified for the students with additional needs, such as special vans and buses for students? 
	
	

	Do we have contract(s) in place with our transportation service provider(s) in case of an emergency? 
	
	

	Have we identified any necessary tools such as personal response plans, evacuation equipment or visual aids for students and staff with additional needs? 
	
	

	Have we identified communication needs for students, including those with limited English proficiency and those with receptive and/or expressive language difficulties?
	
	

	Have we considered emergency accommodations for those with temporary disabilities? 
	
	

	Have we reviewed your plan with local emergency services? 
	
	

	Has a “buddy system” been developed for each student?
	
	

	Have we identified all of your communication needs for your students with additional needs? 
	
	

	Have we trained the staff on proper lifting techniques? 
	
	

	Have staff, students and families been encouraged to provide 72-hour medications? 
	
	

	Has evacuation route information been compiled and distributed to staff?
	
	

	Are all lifts useable and free from clutter?
	
	

	Are grab bags for student meds and equipment/picture schedule and sensory items in place?
	
	

	Has this information been captured in an individual emergency/crisis plan for each student?
	
	



	Checked by (sign after checking)
	Date

	
	[insert date checked]





[bookmark: Appendix6][bookmark: _Toc242099438]Appendix 6 - Summary of disability support needs
Copy and use this as a checklist when reviewing needs for learners and staff in our school. Keep completed checklist on file.
	Additional need
	Students / staff needing additional support 
	Individual emergency/crisis plans in place 

	Deaf/hard of hearing
	Yes / No
	Yes / No / N/A

	Blind/low vision
	Yes / No
	Yes / No / N/A

	Physical disability
	Yes / No
	Yes / No / N/A

	Asthma and respiratory problems
	Yes / No
	Yes / No / N/A

	Special food requirements
	Yes / No
	Yes / No / N/A

	High health needs
	Yes / No
	Yes / No / N/A

	Autism / emotional/behavioural disability / intellectual disability
	Yes / No
	Yes / No / N/A

	Orthopaedic impairment / needs
	Yes / No
	Yes / No / N/A

	Other need - specify
	Yes / No
	Yes / No / N/A

	Other need - specify
	Yes / No
	Yes / No / N/A



	Checked by (sign after checking)
	Date

	
	[insert date checked]





[bookmark: Apendix7][bookmark: _Toc242099439]Appendix 7 - Drill procedure (Fire evacuation)
Ensure planned drills are marked in the emergency management plan calendar.
Before you initiate the drill, plan how you will support students with additional needs and disabilities, so that they are not unduly impacted.
To ensure all staff, visitors, and contractors understand evacuation routes, assembly points, and emergency procedures, and can safely and efficiently evacuate the building during a fire or other emergencies.
This procedure applies to all people present on site at the time of the drill, including:
staff – including temporary or casual staff
students
contractors
visitors.
Attach a list of who participated in the drill, including students.
Roles and responsibilities
[Specify - eg, Principal / IMT member]
Coordinate and oversee the drill.
Notify relevant staff that a drill will occur.
Ensure evacuation routes and assembly points are clear.
Initiate the alarm to start the drill.
Monitor the evacuation and identify areas for improvement.
Confirm “all clear” at the end.
Keep a record of the outcomes of the drill
Warden/IMT member
Put on warden hi-viz vest.
Sweep assigned areas to ensure everyone has evacuated the building.
Assist anyone needing help (e.g. mobility or sensory needs).
Close, but do not lock, doors once areas are cleared.
Report any issues or missing persons to the Chief Warden at the assembly point.
Staff members
Immediately follow evacuation instructions.
Direct and support students to move to evacuation area. 
Stop work safely before leaving.
Use designated evacuation routes – do not use lifts.
Proceed to the assembly point and remain there until the all-clear is given.
Report any concerns after the drill.
Visitors/contractors
Must follow staff direction and participate fully in the drill.
Procedure steps
Pre‑drill preparation
Confirm date and time of the drill and add to calendar.
Check alarms, evacuation routes, and assembly area for accessibility and safety.
Consider students with additional learning needs who may need to be supported through the drill.
Brief staff on their responsibilities.
Notify emergency services (to prevent false dispatches).
Initiating the drill
Activate the fire alarm system.
Staff begin immediate evacuation of their areas.
Ensure people:
· do not run
· leave personal belongings behind
· use stairs, not lifts
· assist others if safe to do so.
Evacuating the building
Everyone exits using the nearest safe emergency exit.
[Wardens/Relevant staff] check:
· toilets
· meeting rooms
· kitchen
· storage rooms
· [add other rooms/areas on your premises]
· close doors after checking.
Everyone evacuates to the designated assembly point.
Assembly point procedures
[Warden/Relevant staff] take headcounts and report results to the [Principal / IMT member].
Identify any missing people.
Ensure staff and students remain:
· calm
· together
· clear of driveways or emergency access routes
Completion of the Drill
[Principal / IMT member] declares “all clear.”
Staff, students and visitors can return to the building(s).
Post‑drill review
Within [add timeframe that suits how you run your operation], complete a debrief covering:
what went well
evacuation time
any issues (blocked exits, slow areas, confusion)
status of alarms and communication systems
recommendations for improvement
share findings with staff, students and parents and caregivers
update emergency procedures or training as required.
Record of the drill
Record these details and keep them on file:
	Date of drill
	[insert date of drill.]

	Time
	[insert time of drill.]

	Duration
	[insert how long it took to evacuate.]

	Who participated in the drill
	[insert or attach a list of who took part in the drill, including students]

	Issues
	[Note any issues you encounter.]

	Outcomes
	[Note positive and negative outcomes during and after the drill.]

	Assessment
	[Note how effective the drill was and areas for improvement. Note any changes you make to your evacuation plan.]



[Add drill procedures for other event types]


Assess impact on our school - and depending on the event will:


Call Emergency Services if needed - 111
Or call 105 if we need Police assistance but it is not urgent


Respond to event as outlined in our emergency management plan


Consider need for evacuation, shelter in place or lockdown


Notify principal and
 all staff


Initiate parent/caregiver contact plan
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