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	Key risks for our school 
	Harewood School plans for events such as fires, earthquakes, school closures, lockdown or shelter in place and pandemics.
The school has policies and procedures in place to meet the safety requirements of the Education, Civil Defence and Health and Safety at Work Acts.

	Incident Management Team 
	Communication is through the school office.

	Preparing for and practising our plan
	We have systems and activities in place to support our emergency management planning and response – eg:
· Regular review of policies and procedures at staff, team, leadership and BOT meetings.
· staff induction processes.
· students are informed through in class discussion and fire, earthquake, lockdown and shelter in place drills.
· first aid training for staff.
· Student information and contact details are sent out for checking and correction at beginning of each year and changes also made during the year as required.

	Emergency kit
	· Emergency kit containing first aid, radio, batteries, survival blankets, large tarpaulins are stored in office.
· Each classroom block has an emergency food/water kit.
· These are both regularly updated and kept stocked.
· Emergency contact and medical information is updated regularly. Copies are kept in the emergency kit.
· Hard copy class list and medical information in each classroom.


	Reviewing the plan
	· Review is undertaken regularly.
· SchoolDocs 3 yearly review.
· Reviewed following incidents.

	Communication in an emergency
	Parents and caregivers are communicated in an emergency by:
· Email through Hail
· Facebook posts
· Skool Loop
· Messages may be broadcast through local radio stations: NewstalkZB (1098AM), MORE FM (92.1FM) and The Breeze (94.5FM) if all other communication is down.
· Check these first before contacting the school. Try not to call the school as this ties up the phone lines and staff.

	Authorised persons to uplift your child
	· We will only release children to people already approved by the parent/caregiver for that purpose. 
· Parents and caregivers can amend the list of people approved to uplift their child in an emergency by emailing the school office or update on contact sheet at the beginning of each year.

	Evacuations
	Evacuation site is east end of the courts

	Shelter in place and lockdown
	Shelter in place and lockdown processes and expectations for parents and caregivers: 
· If we need to bring everyone inside, with the exception of emergency services, we won’t be letting anyone into the school once we have shut our doors.
· Please wait for information and instruction from us and do not come to the school until asked to do so, even if it is the end of the day. Arriving when we are still managing an emergency could put you, your child and our staff at risk. 
· We will continue to provide the very best care we can to keep your child as safe as possible.
· If needed and when it is safe to do so, we will ask you to come and collect your child.
· For most events, there won’t be any need for your child to be picked up early as school will continue as normal after the event has ended.

	Reunification process
	· No students are released from school without signing out and by a nominated emergency contact.
· There will be a staff member/s signing students out near the office area.
· It is important to remain calm when collecting students.
· Students will be cared for until collected.


	Supporting children after an emergency event
	Following an emergency event:
· We will provide your child with age-appropriate information about the event.
· We will monitor all children to identify if there are any wellbeing concerns.
· If you have any concerns about your child please speak with us. We have support mechanisms we can access to provide you and your child with the help you need.

	School Closures
	· If a decision is made to close the school in an emergency situation or for another reason eg: snow closure announcements will be made firstly via Hail emails, Skool Loop and Facebook.
· Radio stations may be used if other forms of communication are down.
· Before school hours: A staff member will also be on site until 9:15am to advise of closure and ensure that children are not left unsupervised.
· During school hours: Should the school for safety reasons decide to close early, students will not be released except to a parent/caregiver or other approved adult. When collecting your child you must advise office staff that your child is leaving the school grounds.
· If you are aware a school closure announcement has been made, we would appreciate you notifying other parents.

	How you can Help
	· Please make sure that you notify the office of any contact changes.
· Bring along a food item to restock our emergency food supply when requested, usually at the start of each year.
· Ensure you have a family plan for emergency situations.
· www.civildefence.govt.nz/get-ready/ has resources to help families prepare for emergencies.


If you would like further information regarding our emergency management planning please contact Julie Greenwood at principal@harewood.school.nz
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