Health and Safety Procedures Hataitai School
Emergency Management
Emergency Contacts
	Purpose of procedures
	Legislation reference
	Guidelines to be followed


	Delegations

	To have available a set of current home and emergency contacts for all staff and students

	
	Readiness 

· A list of all current contacts for staff will be updated at the start of each term. All staff will receive a copy of these contacts. 

· Student home contacts and tow emergency contacts will be collected on enrolment.

· These numbers will be reviewed and checked with parents annually.

· Periodic reminders will be put in the school newsletter about updating these contact details.

· A hard copy folder of current contacts including emergency contacts for each student will be kept in the main office, the Principals office and both the Principal and Associate Principal/s will have an off site copy. 

Response
· A spare copy of this folder will be available for use by agencies outside the school in case of emergency or pandemic.

	Office Manager
Office Manager

Office Manager

Office Manager

Office Manager

Principal

Associate Principal




