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Emergency Management
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A. Purpose

To ensure that emergency situations are managed in a way that minimises risk to students and staff.

B. Procedure

1. Principal's responsibilities:

a. The principal is primarily responsible for the safety of children and staff, and the protection of school property.

b. The principal's responsibility is to oversee emergency procedures and manage whatever actions are taken.  The principal is the building warden for fire evacuations.

c. The principal will report to the Board annually on compliance with the procedures detailed in this handbook.

2. In the principal's absence:

a. If the principal is not present during an emergency his/her responsibility, including that of being the building warden for fire evacuations, will be taken over by the next most senior member of staff present, but only after that person has made suitable arrangements for the safety of his/her own class.

3. Staff responsibilities:

a. All staff are required to be familiar with and to be able to competently carry out the school's emergency procedures as detailed in this handbook.

b. The prime responsibility of all staff is the safety of children.

c. A teacher's first responsibility is to her/his own class.

d. In the event that a teacher is not with the class at the time of an emergency the teacher of the nearest class (or another adult member of staff if that teacher so delegates) is to take responsibility for the class and stay with them until relieved of the responsibility by the class teacher or the senior staff member present.

4. Relieving  staff

a. The Deputy Principal or Teacher handling relief will ensure all relieving teachers are aware of emergency management procedures before commencing work in the school and will confirm that they have read the relevant emergency procedures.

C. Information:

1. Each room will have a plan showing the location of the nearest:

a. 
Emergency procedures map
b. 
assembly point(s).

2. Exits from all rooms will be clearly marked with EXIT signs.

D. Practice of emergency procedures

1. Teaching programme

a. A programme of safety instruction will be included in each class programme.  The programme will include:

i) awareness of the need for emergency practices

ii) knowledge of the school's safety procedures as they apply to pupils

iii) assessment of pupils ability to comply with safety procedures

iv) related safety knowledge, skills and attitudes

2. Trial evacuations
a. The school will hold a trial evacuation each term under conditions which check the effectiveness of the procedures; ie:

i) practices will be held at different parts of the school day

ii) various emergency exits will be used

iii) various people will assume responsibility for leadership

b. The Principal/Teacher in charge of Health and Safety is responsible for ensuring that these procedures are followed

i) A checklist will be kept of all trial evacuations.  A record of trial evacuations will be recorded in Principals Report to BOT.
3. Records and reporting

a. The holding of emergency practices will be noted and the following points evaluated for each practice:

i) time taken for the procedure

ii) compliance with emergency procedures

iii) problems encountered, if any
iv) changes of procedure needed.

E. Equipment

1. Inspection and reporting

a. The Property manager will carry out safety inspections as required in the School Building System and Features Manual and complete the required reports.
2. Fire hoses and extinguishers

a. The property manager is primarily responsible for ensuring that emergency equipment is maintained in good working order.

b. All staff share a duty to inform the property manager if equipment is known to be in need of maintenance.

3. Emergency exits

a. Emergency exits will be clearly marked.

b. Staff are required to ensure that exits are not obstructed in any way at any time.

c. The property manager will check all exits to ensure that they are not obstructed, and report to the principal at least once each month on the findings of the inspection.

4. First aid kits:

a. A  medical kit for emergencies will be kept in the first aid room.

b. The school first aid person will maintain the emergency kit up to specification and will check it and report to the principal at last once each year.

c. The emergency kit will only be used during emergencies and will not be used for other school activities.

F. Procedures

1. Fire

a. The person discovering the fire is to ring the alarm using the switch which is clearly marked in each building.
b. The Principal/Property Manager will immediately call the emergency services.

c. The buildings will be evacuated as per the evacuation procedure.

2. Earthquake

a. The alarm for earthquake emergencies will be the ringing of the electric or hand bell.

b. When the earthquake alarm sounds:

i) all pupils in the room will immediately cease talking

ii) the staff member will give the instruction "DROP"

iii) people will take shelter under the nearest available desk or table and hold onto its legs

iv) if no suitable table is available they should kneel with their backs towards the nearest window, their head against their knees, their hands clasped behind their neck, and their arms protecting their head, close their eyes tightly, and stay in that position until they are told they are safe to move.

v) if children are outside when an earthquake occurs they should be moved at least 20 metres away from the buildings and large trees.

NOTE:
Generally speaking it is safer to stay inside than move outside during an earthquake.  Because of the danger of aftershocks the evacuation of children will be delayed unless it is essential.  It is likely that children will stay inside following an earthquake.

3. Civil Emergency (Flood/Storm/Tornado)

South Westland Area School is the local community designated base for civil emergencies.

School Staff and the Board of Trustees will work co-operatively with the local civil defence network while continuing to assume responsibility for the care of students on the premises until alternative arrangement for their care has been organised.

Depending on the nature of the emergency, the school has an obligation to continue its functions as a school.

Flood

· Only use the phone if immediate help is required

· Listen to a radio for advice and information

· Turn off water and electricity at mains

· Raise or remove valuable items

· Raise or remove chemicals on Laboratory/Store

· Avoid flooded areas

· Secure buildings before evacuating

Storm/Tornado

· Stay indoors
· Tape across large windows and close curtains

· Partially open window on sheltered side of building to help save roof

· Take shelter in central part of building. (lie on floor)

4. Medical Emergencies



General
· Evaluate the accident site and if there is no danger to you then remove the person from imminent danger if possible and 
· If an injury or accident situation, approach the injured, check responsiveness ABC (Airways, Breathing, Circulation) talk to them, make them comfortable, and stabilise them if appropriate.

· Call for help, Dial (9) 111 for emergency services assistance.  If out of phone range you may need to send a responsible person for help.

· If possible, keep bystanders away

· As soon as possible, notify the principal (who will notify Parents/Guardians)

· If necessary, treat all parties for shock, including yourself

· Locate witnesses (if any)

· Complete incident report



Pandemics
While planning is underway (Jan 2008) for specific pandemics such as Bird Flu, there are some practical steps that can be taken to help protect staff and students from influenza.  These are:
· Regular hand washing using alcohol gels or soap, and dry hands thoroughly afterwards.

· Use paper towel to turn off tap to prevent re-contamination.

· Cover  you nose or mouth with a tissue when you cough or sneeze and dispose of the used tissue in a bin.

· If you are sick, avoid contact with others, and stay home from work or school to reduce the risk of spreading the infection

· Make sure you have a week’s supply of food and water at home in case you become sick and can’t get out to the shops.

· Have a supply of paracetamol to reduce fever if you become sick.

5. Aggressive Client/Visitor/Intruder

Aggressive or threatening people are a threat (or a potential threat) to the safety and are considered a significant hazard.

If someone does threaten an employee, SWAS will ensure the incident is dealt with appropriately and that the employee is provided with professional support as necessary.

Distinguishing types of behaviour
It is important to distinguish between someone demanding their proper rights, and one who threatens to the extent that your safety is at risk.  People have a right to express their feelings and you must respect that right.  People do not have the right to express their views in a way that threatens your safety, the safety of your colleagues or the property of others.
The Principal will ensure that you are given the necessary support and assistance to deal with the matter.

Demanding or Dissatisfied People
Demanding or dissatisfied people may feel dissatisfied with the service they or their children have received because:

· Of the manner in which the service was delivered by staff

· The service does not meet the ‘desired need’ or ‘expressed need’

· Of a disagreement with a policy of Government
Effective management of dissatisfied people may avoid them becoming aggressive or threatening.

Managing demanding or dissatisfied people
If you are dealing with a demanding or dissatisfied person, the following steps may avoid them becoming aggressive or threatening.

Listen
· Keep calm 
· Let them talk – keep interruptions to a minimum

· Try minimal responders, e.g. ‘mm’ or ‘yes’ to show you are listening



Acknowledge their feelings

· Be respectful, courteous, and professional in your approach

· Accept they have a problem and acknowledge the issue

· Tell them how you expect them to behave

· Use their name and speak confidently and with authority

· Acknowledge the feelings before the problem, e.g. ‘Mr Smith, I can see you are upset about…..’



Clarify the problem

· Focus on the issue of concern, avoid being drawn into an argument

· Find out exactly what concerns them

· Make sure you fully understand the problem by repeating it back.  For example ‘Let me understand what went wrong …’


Identify solutions

· Find out what they want to happen, e.g. ‘How can I help you now?’

· Be decisive and focused, identify the actions needed

· Agree on solutions, especially the first step

· Make sure they understand what will happen next

· Follow-up in writing if appropriate



Be responsible for the solution

· Get on to solving the problem right away

· Take responsibility for starting to solve the problem even if you can’t do it all.  If you can’t do it all make sure someone else in SWAS takes responsibility to conclude the issue.



You can withdraw from the interview, seek a colleague’s presence, or ask 

them to leave the premises if you feel threatened.



Aggressive or threatening people
SWAS considers the following behaviour to be unacceptable:

· Unwelcome  or offensive gestures

· Verbal abuse

· Racist or sexual comments

· Intimidation

· Sexual harassment

· Being under the influence of drugs, alcohol or solvents

· Physical violence

· Defacing or destroying property

· Any behaviour of a similar type

You do not have to tolerate unacceptable behaviour or any situation where you feel unsafe.  Immediately remove yourself from the situation if possible, and seek assistance form the Principal or a colleague.

Managing aggressive or threatening people
Warn
· If someone becomes aggressive or threatening warn them that their behaviour is unacceptable. (If it is possible to do so without escalating the situation)

· Keep calm

· Advise you will stop the discussion and ask them to leave the premises



Keep Safe
· Do not attempt to approach or restrain them
· Leave room immediately
· If offender is armed obey all instructions exactly and make no sudden movements
· If you are unable to leave, try and get support from a nearby colleague or by phone
· Observe physical features, clothing, weapons, vehicle etc.


Report/Record
· Phone police as soon as it is safe to do so and leave phone lines open until Police arrive

· Provide first aid to any victims (injury/shock) and lock outside doors until Police arrive

· You must report any offensive or threatening visit to the Principal and record the incident



Threatening or offensive phone calls


You must report any offensive or threatening phone call to the Principal and 

record the incident.


(This may occur outside of school hours)



The basic rules are:

· Note the date, time and details of the voice and the nature of the call

· Do not enter into a discussion with the caller

· If during school hours, report the call to the Principal if possible by asking caller to “please hold the line”

· If the person threatens your life or threatens physical harm or violence get the Police involved immediately

· Advise you will hang up the phone

· If it is a bomb threat, follow the bomb threat procedures

· Tell the Principal immediately and document the incident



Intruder inside/Outside building


Teacher in charge of room will get all students and staff under cover



Reassure students and stay calm



Lock rooms if intruder is not in your room
6. Sudden Death or Serious Injury of Employee or Student

If a serious accident occurs involving the serious injury or death of a SWAS employee or student, the Crisis Team will determine the most appropriate method to notify family, other employees and clients.

They will also determine and advise on the availability of counselling services as required.

This could involve meeting with the counselling staff and other professionals to determine level of intervention required for employees, monitoring the adequacy of counselling, monitoring of employees involved and allowing for changes in routines (if required) until the situation is resolved.

7. Missing Students

If you suspect that a student is missing from the premises and there is concern for their safety:

· Confirm that the student has been present prior to the incident

· Notify the Office/Principal

· Organise search of school premises (or activate a fire drill if possible)

· If student not located, Principal or Office to advise parents/guardian

· If necessary, notify Police

· Complete an incident report

If the situation occurs in LEOTC situation off site, then advise Principal as soon as possible.

If using an open radio channel to give information, it is advisable to have a pre-arranged series of codes for a situation to avoid third parties gaining information and uncontrolled media releases.

8. Bomb/Arson Threat

Listen
· Keep clam, don’t panic
· Let them talk – keep interruptions to a minimum

· Try minimal responders, to show that you are listening



Acknowledge

· Be respectful, courteous, and professional in your approach

· Let them feel in control of the situation

· Use their name if possible and speak confidently and with authority

Clarify the Problem

· Focus on the issue of concern, avoid being drawn into an argument

· Find out exactly what concerns them

· Make sure you fully understand the problem by repeating it back

· Without endangering yourself or aggravating the situation, try to attract attention of student or another staff member to alert the Principal

· Principal takes charge of situation



If it is by the way of a phone threat, keep calm and don’t hang up, try to 


ascertain:

· Where did you put the bomb?

· What does the bomb look like?

· What will make the bomb explode?

· When is the bomb going to explode?

· What is your name?

· Where are you?



Note:

· The exact wording of the threat

· Anything else such as distinguishing background noises, sex of caller/estimated age

· Caller ID details if available

9. Gas Leak



In the event of a gas leak:

· Immediately extinguish any flames
· Do not operate any electrical switches in the vicinity

· If possible turn off any gas valves

· Activate fire alarm and initiate fire drill procedure

· Evacuate to an area welll away and up wind from the gas leakage area

· Do not return until ‘all clear’ is given by the service or Principal

10. Off Site Meetings

Meeting people away from the school removes you from the relative security of the school environment where other staff are close on hand.

Where an off-site visit is considered necessary, you must comply with the following:

1. Prior permission must be given by the Principal

2. Prior to going on a first visit obtain all relevant information of the person   and their circumstances and obtain clear travel directions.

Where possible; two staff should attend the first meeting, especially when visiting known or suspected unsafe premises.

When it is necessary for a SWAS employee to work in a clients home it is strongly advised that another person be present or on site the entire time.

3. Lodge details of the visit with the Office Administrator, including the:

· Clients name

· Clients phone number or cell phone number (if applicable)

· Appointment time
· Expected return time

· Visit venue

4. The Office Administrator must be contacted immediately when you return and if the expected return time changes.

On arrival
· Before entering the client’s home you must make a judgement if it is safe to do so

· If, in your judgement, it is unsafe then do not enter the premises.  Return to the office and contact them to reschedule the meeting.

· Check possible exits from the venue

· Use the front door if possible; it is usually the most visible entrance

· Park your vehicle on the roadside not in the driveway, facing the way you are leaving.

· Only take in what you can afford to lose

· Car keys always held on person

· Sit near closest exit.  Do not put them between you and the door.

Aggressive Dogs

In may cases, attacks by dogs are caused by someone entering premises unannounced.  The dog then becomes territorial and protects its property.  Pre-planning a visit and asking the owner to lock up or restrain the dog can avoid this.  Check for dogs; bones on lawn, kennel, fenced holes, fur, scratches.

There are some dogs that will, however, attack without warning and can inflict severe injuries.  If you identify a dangerous dog:

· Don’t get out of the car
· Don’t enter the premises
· If you are on the property, stand still, turn side on to the dog, don’t run and don’t stare the dog out; this is an aggressive act from the dog’s point of view.

If in Doubt, Stay Out and immediately exit from any situation you 

consider to be unsafe.
11. First Aid (Nominated Personnel)


First Aiders/Pre Medical or other equivalent


Staff have been trained in First Aid and have achieved Unit 



Standards 6400, 6401 and 6402.  (St Johns Workplace First Aid or Red 


Cross Comprehensive First Aid Course) or equivalent.


First Aid Kits/Location


These are located in the following areas:
· The swimming pool

· Administration Block

· The first aid room (these are available for use with EOTC activities)
G. Evacuation Procedures

1. Evacuation Alarm

a. The alarm for evacuation will be the ringing of the electric fire alarm bells, or the hand bell

i) the hand bell will be kept in the principal’s office and in the Library foyer.

ii) the emergency alarm switches are located in each block.
b. When the evacuation (continuous ringing) alarm sounds:
i. all pupils will remain completely quiet, and listen for instructions teachers will give instructions as to which exit is to be used.
ii. on the teacher's instruction children will move as directed, in complete silence, to the assembly point, and wait silently for further instructions.
iii. pupils will be trained to understand that if no teacher is present the children will move silently to the assembly point.   A teacher from an adjacent class will if at all possible fill the role of the teacher who is not present.

iv. assemble on the courts next to the playground
v. the person responsible for each class will count those present to confirm everyone is accounted for.

vi. the Principals will be informed of any pupils unaccounted for, and record details on Form 2.08 Evacuation Checklist 

vii. where possible doors and windows will be closed as rooms are vacated.

viii. the Principal will ensure that emergency services have been called

ix. if any person is unaccounted for the building warden will arrange for the buildings to be searched.

b. Specific Responsibilities for Staff Members

	Principal
	· the principal is the building warden, and manages the evacuation and assembly.
· ensures emergency services are called if appropriate

· ensures all pupils and adults are accounted for

· ensures the evacuation is recorded on the evacuation checklist

	Teachers
	· Care for pupils in their own room  - supervise them during evacuation and at the assembly point

· if a class is without a teacher the teacher from an adjacent class will assume responsibility for the class.

· if time permits, and especially in wet or cold weather, teachers will ensure that children take whatever warm clothing they have available when evacuating the premises.

	Office Manager
	· Checks the medical room

· Takes the emergency kit (including the first aid kit and emergency procedures manual) to the assembly point

· If possible with complete safety, takes a current list of contact names and addresses for pupils' families when leaving the buildings

· In the event of fire take whatever steps can be taken in complete safety to secure key school records (asset registers, registers of admission and withdrawal)

	Teachers aides
	· if necessary, under the teachers' supervision assist special needs pupils with whom they work

· gather at the assembly point and under the principal's direction carry out any other duties requested

	Property Manager
	· moves to the assembly point and assist as required

	ALL STAFF
	· where possible, close windows and doors, and turn off electrical  appliances and the power mains.


H. Re-Occupation of Buildings Following Evacuation

1. Checking buildings

a. The principal will arrange for buildings to be carefully checked before allowing re occupation of buildings.

b. When checking buildings prior to re-occupation check for:

i) obvious structural damage (after an earthquake)

ii) dislodged book cases, cupboards, fittings which could fall

iii) leaks in water and gas pipes

iv) breaks or blockages in sewer drains and fittings

v) spillage of hazardous substances (ie cleaners' supplies)

vi) fires not completely extinguished

c. Toilets should not be used until thoroughly checked for damage and leakage.

I. Sending Pupils Home

1. Decision to send pupils home

a. Any decision to send children home will be made by the principal, or in the principal's absence by a senior member of the staff.

b. Children will be kept at school until it is safe to release them.

2. In the event of earthquake:

a. children may be arranged in groups and escorted home by adults

b. Accurate records will be kept of the movement of children:

i) when they left

ii) who they left with

iii) where they were going

3. Students will not be left to find their own way home if:

a. there is any possibility that their parents/guardians may be delayed

b. there is any possibility that children will find it difficult to get home.

4. Children whose parents or caregivers can't be contacted

a. Children whose parents or caregivers can't be contacted will be kept at the school.

J.  Staff Training in Emergency Procedures

1. Induction of new members of staff

a. The principal will provide new staff members with an induction kit which will include information about the school's emergency procedures.

2. Guest teachers

a. The Deputy Principal is responsible for ensuring guest teachers  are provided with appropriate information on Emergency Procedures (which includes details of the school's emergency procedures) before commencing work with a class.

3. On-going staff training

a. Following each emergency drill staff will discuss the outcomes and make decisions regarding

i) revision of the plan

ii) additional training needed for staff and/or pupils

iii) additional drills needed to achieve satisfactory standards

4. First Aid Training:

a. Each year the Board will offer interested staff members the opportunity to study for a First Aid certificate.

b. The Board will meet the cost of the course

c. A Staff member will hold a current First Aid Certificate or Pre Hospital Emergency Certificate or similar.
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