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EMERGENCY 
MANAGEMENT

RESPONSE
GUIDE

FIRE

	IMMEDIATE RESPONSE

If you notice a fire 

RING THE ALARM

PHONE 111 – Fire Brigade

Evacuate to Safety Zone


1. Recognise the Fire Signal – (CONSTANT RINGING OF BELL)

2. Follow evacuation procedures for your room or area

3. Assemble on the middle pitch (Safety Zone)
	Staff Instructions
1. Collect register and class ‘Go Bag’ if in classroom

2. Send classes to the safety zone by the indicated route – close classroom doors

3. Ensure any person with a disability has left the area safely

4. Check area of responsibility and close doors on leaving

5. Rejoin class enroute to Safety Zone 

6. Sit classes quietly in the Safety Zone
7. Check the register and notify Deputy Principal or teacher in charge

8. Wait for further instructions



Classes will stay in these areas until released by the Principal or Deputy Principal
EARTHQUAKE 

Drop, cover and hold

	INSIDE
1. ‘DROP’

2. Get under a desk

3. Face away from the windows

4. Get into ‘Turtle’ position, hold desk leg

5. Wait to be told what to do




	OUTSIDE

1. Get clear of buildings

2. Keep clear of power lines

3. Get into ‘Turtle’ position

4. Wait to be told what to do




Earthquake Evacuation Procedures
· The decision to evacuate, in the event of earthquake or other non-fire emergency, will be made by the Principal or the teacher in charge in the Principal’s absence

· The decision to evacuate will be signalled by the continuous ringing of the bell or handbell

· The whole school will assemble  on the middle pitch (Safety Zone)

	Staff instructions

1. Collect register or class ‘Go Bag’ if in classroom

2. Walk classes to the safety zone by the indicated route (see map)

3. Ensure the safety of any person with a disability

4. Sit classes quietly at the Safety Zone
5. Check the register and notify Principal or teacher in charge

6. Wait for further instructions




CHEMICAL EMERGENCY
If an emergency arises in the school or it’s surrounding, all instructions of the appropriate authorities will be followed.  Students will be kept inside with windows and doors shut until the all clear is given.

DEATH AT SCHOOL
Notify Principal and Office straight away.

Remove students from the area, secure the scene to prevent others from entering, and preserve evidence.

Keep class and eye witnesses together.

PERSONAL INJURY ACCIDENT
Notify Office straight away.

Contact first aid response: secretary
Administer emergency first aid until First Aider arrives

Always use universal precautions (i.e. gloves) with bodily fluids.

BOMB THREAT
By Phone

· Ensure you write down the exact wording of the threat and the time

· Listen to the caller’s voice – record anything specific

· Listen for any background noises
Questions to ask

1. When is the bomb going to explode?
2. Where is the bomb?

3. What does the bomb look like?

4. What kind of bomb is it?

5. What will make the bomb explode?

6. Why did you place the bomb?

7. What is your name?

8. Where are you?

9. What is your address

Suspicious Letter or Package

· Do not open it or cut strings

· Gently lower to a level surface – do not disturb

· Do not place in water – sand or in any confined space

· Clear immediate area of all people

Threatening or ‘Crank’ Letter

· Handle all documents by edges only, do not place further fingerprints or indentations on them

· Place the letter and envelope in a plastic bag or large envelope and preserve them for the Police

Note who has handled the correspondence

REVERSE EVACUATION PLAN

If a situation should arise where it is safer to keep children inside school (for example threats arising from the threat of assault or firearms or intoxicated individuals) the decision will be made by the New Zealand Police, or the Principal, or the Deputy Principal, or the Syndicate Leader or the Class Teacher, according to the situation.

If the decision has been made by the Class Teacher or the Syndicate Leader then the School Office will be notified as soon as possible.  A decision on whether or not to contact the Police will be made by the Principal.

If the decision has been made by the New Zealand Police then the School Office, in conjunction with the Principal will notify staff with directions as to when to hold the children and as to when the ‘all clear’ is notified.

Classroom doors will be locked and students will be kept away from windows.

No-one will be allowed into classrooms unless their identity is known.

OPERATIONAL CRISIS
(Severe weather / Electrical / Water etc)

1. Notify the Principal and Office and advise of the nature of the problem

2. Remove all students from the affected area to an area of safety

3. NEVER touch any live wires

4. DO NOT attempt to rescue a person who is experiencing an electric shock

5. Secure area to prevent anyone else from entering

EMERGENCY RESPONSIBILITIES
Emergency Responsibilities for Senior Teachers
a) After evacuating own class, check that other syndicate staff have evacuated their classes

b) Ensure that all toilets/outer rooms in your syndicate have been checked

c) Call own class rolls

d) Ensure syndicate teachers have also called rolls

e) Report to Deputy Principal that all children have been accounted for

f) Confer with Deputy Principal about safe return of children to classrooms/homes

Emergency Precautions for Caretaker
a) Check hall and hall toilets for pupils – evacuate

b) Check around grounds in general for “stray” children and take them to main assembly area on upper or lower courts

c) Report to Principal at assembly points

Emergency Responsibilities for Secretary
a) Ring evacuation signal/Fire Alarm (if not already done)

b) Ring FIRE BRIGADE (111) and other help as needed or instructed

c) Grab master roll and pupil address file box

d) If safe is open, put money in safe and lock

e) Clear administration block toilets, medical room, staff room, principal’s office, and all other rooms in administration block

f) Close administration block doors

g) Report to Principal in assembly area

Emergency Responsibilities for Deputy Principal

a) Liaise with principal as appropriate

b) Liaise with senior teachers as appropriate

Emergency Responsibilities for Principal

a) Ring evacuation signal / fire alarm (if not already done)

b) Grab master roll and emergency precautions booklets (fire and earthquake)

c) Oversee all procedures

 EMERGENCY STRUCTURE
INCIDENT COMMAND





LIAISON
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FIRST AID



   BUILDING SAFETY AND RECONNAISSANCE


IMMEDIATE STUDENT SAFETY


TRAINED FIRST AIDERS


PHYSICLA SPACES/ ATTACHED PERSONNEL



Prioirty Staff Release

· Teacher aides and support staff

· Scale A Teaching staff with own children

· Leaderhsip Team with own children

· Scale A Teaching staff without own children

· Leaderhsip Team without own children

· Senior Managment Team
Karyn Gray


Matt Johnston





Urs Cunningham


Fiona White








Margaret Woodcock


Natalie Hamilton





Carlos Diaz





Matt Johnston


Urs Cunningham


Fiona White








Margaret Woodcock


Natalie Hamilton


Claire Francis


Ruth Dobson-Smith








If the media makes and approaches in any emergency situation, they should be directed to the Principal.  Staff are not to make any comments to the Press.








Margaret Woodcock-registration


Teacher Aides


Ruth Dobson-Smith


Richard Taylor


Robin Taukamo


Luaan Hawkes


Barbie Holland





Accompanying parents to morgue- Karyn Gray/Matt Johnston








Student Gathering- 


Option 1.Junior block if at all possible. 


Option 2- Middle block.


Registration- office reception


Collection Point- 


  	Yr 0-1BH


	Y2 2-3 LH


	Yr 4-5 RT


	Yr 6 RT


	Yr 7-8 RD


Morgue- hall




















