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


	Delegations

	To have all staff and students aware of responses to emergency situations.

	According to Civil Defence the most likely form of emergency response we are facing in Wellington (in order of likeliness are:

· Earthquake
· Tsunamio

· Fire

· Flood

· Storm

· Volcanic

· Hazardous substance

· Terrorism

· Pandemic

Therefore our emphasis in students and staff training will be weighted towards:

Earthquakes, tsunamis and fire responses.
	Readiness 

· An emergency go bag will hang on the wall of each classroom teaching space, the staffroom, main office, principals office and library.
· These bags will be checked once a term for contents. 

· Water will be stored on site in three different locations- medical room, reading recover room, Room 9. The water will be replaced every six months.

· An administration kit of emergency equipment is kept current and is located in the main office.

Response

· The emergency response guide lists the appropriate responses for fire, earthquake, chemical emergency, death at school, bomb threat, reverse evacuation, operational crisis

· The emergency response guide lists emergency responsibilities and the emergency structure in the case of an emergency.
Recovery
· Full review of all procedures used will be completed.
	Office Manager

Office Manager

Office Manager

Principal
Principal

Principal/Associate Principal/s/Health and Safety Officer


	Appendix 1: Go Bag Contents


	Appendix 2: Administration Emergency Kit



	· Small first aid kit

· Whistle

· Student accounting paperwork

· Foil blankets

· Barely sugars

· Glow sticks

· Pen and paper

· Wet wipes

· Room number card

· Staff identification

· Water bottle for staff
	· Signs-

· Directions for parents

· Collection point

· Registration area

· Alphabetical

· Request forms

· Pencils, pens, highlighters

· Contacts folder
· Staff contact list

· Staff identification
· Large black bags for toilets and bodies, Body Identification tags


