EMERGENCY MANAGEMENT PLAN AND PROCEDURES

PURPOSE

In the event of a natural disaster or other emergency, Muritai School needs to have prepared an effective response, particularly to minimise potential harm to children, staff and visitors. These procedures include an evacuation plan, regular drills and regular checking of emergency equipment.

This document sets out:

1. A general plan for responding to an emergency. 

2. Emergency procedures which describe more specific responses to different types of emergencies. 

3. Requirements to ensure ongoing preparedness. 

EMERGENCY PLAN

1. The Principal will lead the School’s emergency response, or in his/her absence the Deputy Principal or other most appropriate senior staff member.

2. In the event of a natural disaster or other emergency, the school bell will ring continuously to warn everyone.

3. The School will maintain a current Evacuation Plan, which will be implemented apart from emergencies where it is unsafe to leave the school buildings (e.g. earthquake) or where students need to be removed further from the school site (e.g. tsunami).

4. Key elements of the Evacuation Plan are:

· Where safe to do so, teachers will lead classes to one of the two designated assembly areas:  (a) Main school ~ the school field; (b) Senior school ~ corner of school closest to main school 

· Those with designated responsibility will check specific building areas closing fire stop doors after them before themselves going to assembly areas for calling class roll.

· Any absences must be reported immediately to the Principal and whereabouts, if known, listed for checking.

5. The School maintains a visitor entry system, requiring all visitors to report in and out at the school office.  On evacuation, visitors must be checked off this list.  Any person in the School having disabilities will also have that noted.

6. The Principal will ensure (subject to limitations imposed by the emergency) appropriate external communications, particularly with:

· Parents/caregivers

· Board of Trustees

· Other community members

· Police/fire brigade

· Civil Defence

· Ministry of Education

· City/regional councils

· Other government agencies

· Media

7.  Any emergency may affect the wider Eastbourne community. While focussing on the School’s priority obligations to students, staff and their families, the Principal may authorise use of School buildings and other resources to assist the community’s wider emergency response.

EVACUATION PLAN

EMERGENCY AND EVACUATION PROCEDURES 

This section of the Plan sets out advice to staff and identifies emergency procedures which describe more specific responses to the following different types of emergencies: 
1. Serious injury

2. Fire

3. Explosion

4. Earthquake

5. Tsunami

6. Hazardous substance spill

7. Adverse weather conditions blocking road access

8. Influenza or other pandemic

Advice for Staff Members: 

Staff must know the following points and how to react should an emergency arise.

1. Building or emergency exits

2. Location of the fire extinguishers

3. Location of the fire alarms

4. Nearest telephone

5. Check on how the phone system works (you may need to dial another number to obtain an outside line)

6. Where the evacuation assembly area is and who to report to.

Dial 111 for most emergencies. Note:

1. That some telephone systems may require you to dial another number to get a line out. (e.g) 1 for a line out, then 111

2. 111 calls will still go through if you dial more the three 1’s required.  Ie if you dial 1111 and only 111 is needed it will still work OK

3. 111 calls made from cell phones do not require you to dial the area code.  Simply dial 111 as you would on a normal phone.

Other emergency services phone numbers (both urgent and non urgent) are listed on the first pages of your phone book.

When calling the emergency services:

1. Wait until the service answers 

2. Tell the operator the service you require

3. State exactly where you are, the nature and situation of emergency

4. Arrange for somebody to meet the service and direct them to the emergency

Communication procedures

In the event of an emergency the following communication procedures will be followed-

· If students are held at school because of an emergency parents will be informed. 

· The school must have up-to-date parent/caregiver details.

· The school will text and email parents. The message will request parents come to collect their child/children from school as soon as conditions allow by reporting to the school office. Parents will be informed that students are accounted for and are currently being looked after by school staff.

· School supplies will be used if needed.

· School facilities will be used to house and care for students. 

· Staff will stay with all students who are not able to be placed in the care of the parent/caregiver or family emergency contact.

Emergency Procedures:

1. Serious Injury (as a result of an accident)
· Secure the accident area -  to avoid further injuries

· Make victim as comfortable as possible -  cover to keep warm

· Do not attempt to move the victim if he/she is unable to tell you his/her condition.

· Arrange for immediate first aid

· Dial 111 for emergency service required – follow correct procedure and advise the operator carefully.

· Alert the school office and principal so relevant communications can be made to families.

2. Fire
· Raise the alarm:

· dial 111 for the emergency required

· follow the correct procedure and advise operator carefully.

· Evacuate the area:

· check other pupils/visitors in the area are evacuated

· shut any doors as you leave

· Proceed to assembly area on the school field

· Ensure that you tell the Principal that you and the children in your care 
are safe.

· Stay in the assembly area until you are advised that you can leave

· Do not re enter the area until the all clear is given

3. Explosion
· Raise the alarm

· Dial 111 for emergency service required

· Follow correct procedure and advise the operator carefully

· You may need all three emergency services

· Secure the explosion area

· To avoid further injuries

· Water, Gas and electricity supplies are likely to be ruptured.

· Make victims (if any) as comfortable as possible

· Cover to keep warm

· Do not attempt to move any victims if they are unable to tell you their condition.

· Arrange for immediate first aid

· If fire follows the explosion, evacuate area as set out under the Fire procedure.

4. Earthquake

Safety Measures Indoors.

· At the advent of an earthquake do not evacuate the area

· Take cover beneath a strong desk or table, ensure you are covered and hold onto something. Turn backs towards windows.

· Remain calm and give reassurance to others

· Evacuate the area ONLY when instructed to do so or if the building is obviously structurally unsafe. There is considerable risk associated with after shocks and teachers must evaluate the safety of possible debris and potential wall or glass collapse

· Check others in the area are evacuated

· Shut any doors as you leave

· Ensure all electrical or gas supplies are turned off

· Proceed to assembly area on the school field

· Check who is safe and accounted for and advise the warden 
(Principal 
or Office PA) of anyone unaccounted for.

· Ensure that you tell the warden (Principal or Office PA) that you are safe

· Stay in the assembly area until you are advised of further instruction or are given permission to leave

· Do not re enter the area until the all clear is given

Safety Measures Outside

· Move clear of all buildings and potentially dangerous structures. Turn your back towards any glass areas, crouch and cover your head.

· 20 paces is a safe distance for a single storey building

· Proceed to assembly area on the school field

· Check who is safe and accounted for and advise the warden 
(Principal 
or Office PA) of anyone unaccounted for.

· Stay in the assembly area until you are advised of further instruction 
or are given permission to leave

· Do not re enter the area until the all clear is given.

5. Tsunami
· The school will be alerted by Civil Defence to a Tsunami risk 

· Evacuation procedures will involve congregating on the school field to ensure all are safe and well.

· People onsite will evacuate the school to a designated area. The preferable site being the top of MacKenzie Road (35m above sea level). In the case of little to no warning students and staff may be instructed to assemble to the top storey of the main school block.  

· Final check other pupils/visitors in the area are evacuated

· Ensure that you tell the Principal that you are safe

· Stay in the assembly area until you are advised that you can leave

6. 
Hazardous Substance Spill
· Raise the alarm

· Dial 111 for emergency service required

· Follow correct procedure and advise the operator carefully

· Evacuate the area

· Check other workers in the area are evacuated

· Shut any doors as you leave

· Proceed to assembly area on the school field

· Ensure that you tell the warden that you are safe

· Stay in the assembly area until you are advised that you can leave

· Leave the clean up to the emergency services

· If you are unaware of what is needed to neutralise the hazardous material phone

· Poisons & Hazardous chemicals phone number:

· Urgent information
                    0800 764 766

· Non urgent & general information
03 479 7248  (business hours)

· Assist in clean up ONLY if you have the full protective safety gear as recommended by the emergency services and then only if asked.

· Do not re enter the area until the all clear is given.


7. Adverse weather conditions blocking road access

· Alarm is raised that due to adverse weather conditons access in and out of Eastbourne has been blocked due to high seas, flooding or land-slide.

· All students are accounted and cared for.

· The school will begin contacting parents/caregivers with a priority given to those parents/caregivers who are known to work out of the Eastbourne area. Parents will also be informed by either text or email. The message will inform that the children are safe and being well cared for while also requesting parents to come and collect their child/children from school as soon as conditions allow. They will be instructed to report to the school office on arrival. 

· School supplies will be used if needed.

· School facilities will be used to house and care for students. 

· Staff will stay with all students who are not able to be placed in the care of the parent/caregiver or family emergency contact.

8. Influenza or Other Pandemic

· Significant risk of a pandemic is to be managed in accordance with health and education authorities.

·  In the event that there is an influenza outbreak, implement the Pandemic Emergency Management Folder kept in the school office.

PREPAREDNESS

The Principal will ensure staff obtain appropriate training to fulfil their roles under this Plan (e.g. first aid training). In particular:


1. Staff are to be educated on the requirements of this Plan and where it is located.

2. Drills are to be organised for regularly testing this Plan.

This Plan, the Evacuation Plan, Pandemic Emergency Management Folder are to be kept up to date (especially contact details) and physical copies maintained at appropriate locations.

The School will maintain effective information for contacting parents in emergencies.

The School will maintain appropriate stocks of food and other emergency equipment. Arrangements will be made for regular checking/testing of that equipment.
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