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EMERGENCY EVACUATION AND PANDEMIC OUTBREAK PROCEDURE

RATIONALE:
A simple plan of action is essential to ensure everyone is accounted for in an emergency.

This emergency plan focuses on emergencies where school staff will need to take immediate, self directed actions such as fire, earthquake, and lockdown.  During or prior to the onset of other types of emergency, officials such as Police, Civil Defence, the Ministry of Education or the Met Service will provide official advice and guidance.

GUIDELINES:
· The security alarm system or the school bell will be rung continuously when an evacuation is required. 
· 	All classes will exit via the decking doors (where possible)and assemble on the concrete courts. Move off the decks and onto the ground as soon as possible. During an earthquake, it may be safer to stay indoors.  Once it is safe, the Principal will ring a continuous bell to advise classes to meet in the meeting area on the concrete court.
· 	The Office Manager/Principal will exit through the main door (where possible), taking lists of students, 	ancillary staff and visitors present on the day, diabetic kits, first aid kit, asthma inhaler, manual  loudspeaker, Etap Student Hard copy, and proceed to the courts or evacuation area.
·       If we need to evacuate off the school site we will move towards York St Park.
· 	Teachers need to take their grab and go bag which will include a copy of their roll. Teachers check the 	roll to make sure everyone is present and accounted for.  
·       Teacher from Areas 7 to check Areas 8& 9. Teachers from Areas 1 & 3 to check Area 2, teacher from 
             Area 11 to check Area 10.
· 	The Office Manager/Principal will check the list to see that all support staff and visitors are
present and accounted for.
· 	The Principal will check that all students are accounted for.
· 	Everyone stays in their areas until told by Principal it is safe to return.
· Parents / whanau that arrive during an emergency procedure or evacuation will be expected to follow the    school’s direction and children will not be allowed to leave the school without the consent of the person in charge of the procedure / evacuation.
· Relievers, regular visitors and volunteers will be given a copy of the Emergency Evacuation Procedure when they begin work at the school.
· If an emergency happens on the way to school, students will be advised to try and return to their home or a neighbours in the first instance, otherwise proceed to school if it is safe to do so. If an emergency happens on the way home from school, students will be advised to return to school first, if not to their home or neighbours. Students will be taught this procedure as part of termly emergency practices.
· Emergencies need to be planned for on out of school trips. RAMs forms should cover what to do in an emergency off site.
· Staff will follow the reunification plan to contact and reunify students with whanau / caregivers.
· 	A practice of evacuation procedures will be held every term and should also include lunch time practices.
· Each evacuation procedure to be recorded in the minutes of the next Board of Trustees meeting and on the Emergency Procedures Google Doc.
Follow the traumatic incident response process if required. If support is required, contact the Ministry of Education Trauma Incident Team – 0800 848326. http://www.education.govt.nz/school/student-support/emergencies/traumatic-incident-management-support/


FAMILY REUNIFICATION PLAN
 
To be able to release students to parents and caregivers during or after an emergency event it is important to follow our reunification plan.
 
When there is an emergency we will attempt to notify parents 
· Phone / text / email contact will be attempted with each school family i.e. at least one parent (if the parent is unavailable then an emergency contact person would be phoned) to advise them of the situation and where to go to collect their child/children. 
· Communication to parents regarding emergency procedures / evacuation will also be posted on the school website, Facebook / Twitter, sent via text message / SignMee and as a message on the school phone if these services are operational.
· Staff members will be required to stay on site to help supervise children but staff members with young family members may leave first to attend to their own families if they are not being cared for in another safe environment.
 
When parents arrive to pick up their children 
· Children will need to be collected by nominated family members / friends if the school needs to be evacuated or if the emergency lasts beyond school hours. A list of nominated people will be kept with the eTap hard copy of the roll.  The place of pickup will be communicated at the time of the emergency – York St Park in the event of a fire, Waterloo or Pomare School in the event of a tsunami.  If children are collected from the school, all children will be assembled in the school hall. 
· Allocated staff members will highlight the name of the person collecting the child and record the time and where they are being taken to, as well as a caregiver signature in the emergency contact folder. The person will then collect the student and leave the school grounds. If possible, a photo will be taken of the person taking children from the school.
· There will be staff situated at the main gate entrance to direct parents to the pickup point and ensure that parents entering the school are calm and are positive so that we can maintain calmness in the school.

REFERENCES:		Emergency Procedures
			Guidelines for Schools, 1993
			Ministry of Education
ReadyNet Emergency Action Guide

FIRE
· On first discovering a fire or suspected fire, the fire alarm – will sound and inform all to evacuate the building. 
· Evacuate as per below instructions  
· Principal or delegate will ring the Fire Service using 111 
· On hearing the alarm or continuous ringing of the bell/alarm, students, staff and visitors to proceed immediately and in an orderly manner to the assembly area at York St Park.
· Office Administrator/Principal or delegate with take the master roll, visitor book and phone to the assembly point for cross checking. 
 
Procedure
· Teachers close the doors and windows in the room in which they are working. 
· Turn off appliances and services.
· Principal or delegate to check the office area, medical room, staff toilets and hall. 
· Teacher aides are to assist with evacuation of students as per the classroom teacher’s instruction and following school procedures 
· Teachers to check class list/ call roll as per the information taken at roll call.  Class lists should be collected from the Administration folder if teachers do not have a list with them. 
· Teachers are to report to the principal or Administrator once the roll is taken 
· Await further instructions 
· If any child/children/adult cannot be accounted for the Principal will designate teacher/responsible adults to search area where they were last seen.  No rescues will be attempted unless there is no danger to teacher/adult, or any risk imposed on the rest of the children.  General rescues will be left to Emergency services  or those suitably equipped/qualified. 
· Safety of students is the first responsibility.  Efforts to save property will be at the discretion and direction of the Principal. 
· Teachers to remain with classes and await further instruction from the Principal according the the Evacuation/Emergency response plan. 
 See the Site Map for the location of fire hoses and extinguishers.
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EARTHQUAKE
All occupants should:
· Remain in the building until the shaking stops

Staff should:
· Reassure students
· Instruct students to take cover- drop, cover, hold and assume the turtle position.
· Open all doors
· If outside, instruct students to move clear of buildings, power poles, overhead power lines, high banks and trees and assume the turtle position.
· Stay in the building until the bell is rung to evacuate or principal sends message to evacuate.  If you are in a room with no protection, move away from the windows and drop and cover on the ground.  Do not go outside until the bell has rung to evacuate. We will only evacuate if there is danger in the buildings, a fire or a tsunami warning.
· The principal / deputy principal / office staff will endeavour to find out if there has been a tsunami warning using the radio, Civil Defence website and / or Geo Net alerts if they are operational.
· If it is long and strong, get gone

If a decision is made to evacuate, staff should:
· Supervise the evacuation to assembly areas as per procedural document
· Check that their room has been evacuated
· Turn off heaters, lights, appliances and services
· Retrieve the class roll if possible
· Walk children to the court area in a sensible manner and ensure that they move off the decking areas as soon as possible.
· Take the roll using class roll or list of students held by Office Manager
· Advise the principal of any missing students, staff, or other occupants
· Principal/Office Manager will check Library, Administration area and adjoining toilet blocks
· Principal/Office Manager will bring out to evacuation point the master roll, visitor book and phone 
· Principal/Office Manager will check that all support staff are accounted for
· Principal/Office Manager / DP will ensure gas, electricity and water turned off at the mains
· Principal will ensure teachers have fulfilled above requirements


TSUNAMI
There are three types of tsunami.
Distant – we will have more than three hours warning.
Regional – there will be between one and three hours warning.
Local – this is the most dangerous where there may only be a few minutes warning.

Natural warnings
For local tsunami:
If following a very strong earthquake – i.e. where it is hard to stand up;
Or a weak rolling but prolonged earthquake – i.e. over a minute;
Or if natural coastal warning signs are observed – i.e. sudden rise and fall in sea level, unusual noises from the sea or bubbling or roaring:

Actions:
SELF EVACUATE IMMEDIATELY
· Teachers should not wait to assemble with the whole school, but should take their own classes immediately and run inland, move quickly to higher ground or as far inland as possible.
· Walking – head north on Randwick Road and veer East over railway road ramps to higher ground towards Waterloo School.
· If you cannot escape the tsunami go to an upper story of a sturdy building.  Concrete buildings are the safest.
· Once away from the water, listen to a radio station for information from local Civil Defence about further action you should take instruction from local civil defence about further action you should take.

Do not return until the Authorities give the All Clear or issue further instructions; remember there may be several waves – sometimes hours apart.

Official warnings
For distant or regional tsunami:

Actions:
IF ADVISED TO EVACUATE, DO SO IMMEDIATELY
· If the threat is imminent, self evacuate to high ground and / or inland immediately or as directed by officials.
· Walking – head north on Randwick Road and veer East over railway road ramps to higher ground towards Waterloo School (a decision on the best route will be made at the time.  A teacher wil run ahead to check the safety and condition of the railway walking bridge.)
· If time is available buses will be deployed to remove staff and students to an offsite evacuation location – Pomare School.
· Stay tuned to a radio station to keep informed of local warnings and instructions.

Do not return until the Authorities give the All Clear or issue further instructions; remember there may be several waves – sometimes hours apart. The first or largest wave may not arrive for many hours after the forecast arrival time.

Unofficial informal warnings
Unofficial warnings may be received from friends, other members of the public, international media and from the internet.

Actions
· If the threat is imminent, self evacuate to high ground and / or inland immediately or as directed by officials.
· Walking – head north on Randwick Road and veer East over railway road ramps to higher ground towards Waterloo School (a decision on the best route will be made at the time.  A teacher will run ahead to check the safety and condition of the railway walking bridge.)
· If time is available buses will be deployed to remove staff and students to an offsite evacuation location – Pomare School.
· Verify the warning only if you can do so quickly.
· Listen to New Zealand radio or television broadcasts, internet, Civil Defence Emergency Management, or emergency services for advice.
IF ADVISED TO EVACUATE, DO SO IMMEDIATELY
· Stay tuned to a radio station to keep informed of local warnings and instructions.
· Take an emergency first aid kit including an asthma inhaler.
· Additional adults to assist in supervising the children from Areas 6 and 7.

Do not return until the Authorities give the All Clear or issue further instructions; remember there may be several waves – sometimes hours apart.  The first or largest wave may not arrive for many hours after the forecast arrival time.


NATURAL DISASTERS
In case of a natural disaster, eg flooding staff will receive their instructions from either Civil Defence or NZ Police.

In case of the need to evacuate the school in the event in a natural disaster:
· All attempts will be made to contact parents or caregivers to ask them to collect their child.  
· In cases where the school is unable to contact parents or nominated caregivers, staff will enlist the help of another adult to take responsibility for that child.  This other adult will be a relative, a neighbour
· or a friend’s parent who is known to the child.
· A written record will be kept of the whereabouts of all students.  This record will show the time of release, the name of the adult to whom the student is released, their destination and their means of travel (eg bus, car, walking).
· We have staff with first aid certificates and we will be in communication with various local emergency services.  We do ask for parents’ help in the following areas:
· Please do not telephone the school - we must have the lines open for emergency calls
· Following an earthquake or other emergency, do not immediately
1. Drive to the school - streets and access to our school may be cluttered with debris
2. Do turn your radio to Newstalk ZB 89.3FM, 1035Am.  Information and directions about the extent of the emergency will be given on the radio.
· In case of the need to evacuate the school site, a sign saying where we have evacuated to will be placed at the main entrance.

RETURN OF STUDENTS FROM THE GROUNDS INTO THE BUILDINGS
· This will be signalled by the Deputy Principal in consultation with the Principal.
· Students and staff who are outside will immediately enter the school buildings at the first available door.  They will stay inside and away from doors and windows until they receive further instructions.


PANDEMIC OUTBREAK
GUIDELINES:

1. Refer to Randwick School’s Pandemic / Epidemic Plan and Ministry of Education’s Pandemic Action Plan for Schools.
1. Follow all directions and instructions from the Medical Officer of Health and Ministry of Health website:
	www.moh.govt.nz/pandemicinfluenza.
1. Ensure all staff and student contact details are up to date and ready for the Ministry of Health if requested.
1. Make staff aware of symptoms and procedures in the event that students become affected including the sending of students home.
1. Parents/caregivers should be made aware that children showing signs of influenza will not be permitted to come to school.  Keep Health Authorities informed.
1. Keep the community informed of updated status of the outbreak.
1. Medical Officer of Health will make the decision if the school is to close.  The school closure plan will be followed.


LOCK DOWN – CODE RED
A lock-down would be used anytime students need to be contained and protected inside school buildings.  Examples include a chemical spill that could put students and staff at risk of toxic inhalation, a dangerous dog, swarm of bees, angry parents or an armed or dangerous person on the school grounds.

Lockdown Code Red – For onsite threatening or armed event

Signal is: 5 rings on the bell

Announcement or signal given to go to Lockdown Code Red
· In the event of a critical incident requiring “Lock Down”, the person witnessing the incident must try to notify the school office to raise the alarm.  The office staff member receiving the call will notify the Principal or Deputy Principal.
· The Principal and/or Person in Charge at the time of the incident will determine the need for a “Lock Down” and should sound the appropriate alarm.
All occupants should:
· Cease all activity.
· Enter the nearest classroom, office or secured space.
· Senior students will help direct junior students to the nearest building
· If you are in the library or hall, go into a corner or toilet out of sight and if possible lock yourself in.
· Teachers are to carry their phone and school keys with them as much as possible.
· The Principal must stay in, or move to, the office area to facilitate communication.
· The caretaker is to lock all perimeter gates, if it is safe to do so (and he is on site).
· If outside move to the nearest safe area – alert Police where you are and await evacuation.
· Provide assistance and guidance where required to persons with physical disabilities, special needs, young children, language comprehension issues etc.
· Lock or barricade all internal doors and close windows, draw curtains and blinds (if safe to do so).
· Turn off lights, computer screens and mobile phones (teachers keep phones on but switch to vibrate so you can receive or send information about the event).
· Staff members in each room should take a head count and obtain the name of each individual in the room.  When practical, text or email the office (Wendy 027 484 0904) and principal (Simonne 027 6991781), office@randwick.school.nz principal@randwick.school.nz to inform them of any missing children. Text or email “Area 4 secure, all accounted for” or “Area 4 secure, John Brown missing.” 
· If the lock down happens during morning tea or lunch time, staff members will go to the nearest building and take a head count of students and text this through with the names of any staff members in each building.
· Take cover under desks, behind furniture and out of sight from windows and doors. If possible, turn tables on edges (table tops facing windows) to shelter people from sight.
· BE QUIET – maintain silence.
· Keep the school phone system open for communication with emergency services.
· Do not confront the offender.
· Be wary of responding to the Fire Alarm unless you can see or smell smoke or fire – it may have been triggered by the offender.
· When it is safe to resume normal activity, the office / principal will sound a continuous bell. Classes can then be unlocked and the principal / deputy principal will do a walk through to check that all children have returned to their own classroom.
· Where the Lock Down lasts an extended period of time or extends beyond normal school hours, the Principal or designated person should notify parents via the local media with the assistance of the local police.
· In conjunction with local police, the Principal or designated person should arrange for parents to pick students up from school at a designated safe area.
· All relievers, regular volunteers and visitors will be given a copy of the emergency evacuation procedure when they begin working at the school.

Do not respond to anyone at the door until the All Clear has been given unless you can clearly and safely identify and trust them.

If safe to do so, observe and report:
· Location and number of offenders
· Moving or stationary
· Offender identity and physical description
· Description of weapons
· Possible motives / threats made

Follow the traumatic incident response process.

See Ministry of Education Toolkit 5S – Intruder Inside Building Emergency Response and Ministry of Education Toolkit 5T – Intruder Outside Building Emergency Response documents.


STORM, FLOODING AND SNOW PROCEDURE
· The principal is to monitor the situation using information from local councils, Radio Stations, Met Service information.  The decision will be always to evacuate early. 
· If the emergency occurs before the start of the school day the Principal (and or delegates) will notify parents and staff via telephone or text or Facebook if the school is to be closed or roads are compromised. 
· Principal and delegated staff will ensure all students are accounted for, by contacting parents/guardians of students who have not arrived at school and checking that those students are at home.
· All children who are at school are to remain in classrooms, supervised by a teacher and await further instructions 
· If necessary to evacuate students to home during the school day then the principal or delegate will follow bullet point above 
· Any children whose parents/guardians can not be contacted will remain in the care of the principal or leadership team or principals delegate, either at school or at a designated evacuation point until they can be uplifted or returned home 
· If possible vital records and equipment will be moved to highest accessible point. 
· When all students and staff have left the school or have been evacuated, the principal and senior management staff will leave. 
· Last staff (as above) to leave will secure buildings and leave notice for emergency services indicating that at all persons have been accounted for and have left the site. 

 
MISSING STUDENT EMERGENCY RESPONSE	
Principal or Principal’s delegate will; 
Confirm the student has been present during school hours 
 
Student is missing: 
· Search school grounds and buildings for no longer than 15 minutes
· Notify all staff 
· If appropriate, re-assure other staff, visitors and students.  Teachers to maintain calm classroom routines 
If student is found: 
· Principal to advice staff, parents/caregivers 
· Complete incident report and advise board chair 
If student is not found: 
· Phone 111 immediately – follow police instructions 
· Principal to advise parents/whanau/caregivers BOT chair immediately 
· Follow the traumatic incident response process and phone the Ministry of Education Trauma team.  0800  84 83 26 
· Student found 
· Complete Incident report 

 
DEALING WITH DECEASED EMERGENCY RESPONSE 
Technically any deceased person needs to be treated as a crime scene. 
 
If there are deceased persons after an earthquake or other significant emergency and you are not able to immediately contact the police, follow the instructions below 
 
· Notify the Principal or delegate immediately – who will immediately notify the Board Chair 
· Isolate the affected area if possible 
· Call 111 
· Cover the body with a blanket or similar 
· Only move the body(s) if there are impeding access to rescue other people, or it is causing distress to others 
· If you must move the body take some photos first to pass onto the Police later 
· Determine the method of notifying other students, staff and parents.  Advise all adults (or those with phones, social media etc) that this information is confidential and will only be shared with the appropriate people by the Principal in the first instance. 
· Notify the school staff and BOT Chairperson before normal school hours or as soon as possible, if a death occurs outside of school activities i.e. holidays or weekends 
· The Principal or the Chairperson will be the designated media spokesperson for Randwick School and they will confirm that no one else talks on behalf of the school. 
 
Principal – Post crisis 
Follow the traumatic incident response process. The Ministry of Education Trauma Incident team will provide support – 0800 84 83 26 
 
· Meet with counselling staff and other professionals to determine level of intervention required 
· Designate counselling areas/rooms 
· Accompany affected individuals to counsellors (can assign appropriate delegate) 
· Monitor adequacy of counselling  
· Follow up with staff/students where required 
· Allow for changes in school routines 
· Designated staff to attend funerals 

 
SUSPICIOUS PACKAGE OR SUBSTANCE 
Notify the Principal immediately who will contact the BOT Chair.  The principal or delegate will follow the following procedure. 
When dealing with suspicious packages the utmost caution must be exercised and no attempts must be made to touch or move or examine the package. 
Immediately call 111 and follow the operator’s instructions 

 
CHEMICAL SPILL
Notify the principal immediately who will: 
 Immediately call 111 and seek advice.
Contact the BOT Chairperson. 
Consider evacuation or lockdown 

 
CIVIL DEFENCE
Our school could act as a spontaneous community hub.   
A Civil Defence Centre is a known gathering point for the community during and after a significant emergency.  They are a hub for the co-ordination of any community emergency response.  It is opened and managed entirely by the public, possibly with the assistance of the staff from the property where the Civil Defence Centre is located. 
Randwick School could act as a Civil Defence Centre. 
 
To facilitate opportunities for the community to gather and co-ordinate their response, all schools should be prepared to act as unofficial Civil Defence Centres 
 
After people have check on their household and neighbours, they should go to a Civil Defence Centre: 
 
· If they need assistance 
· If they can provide assistance by sharing resources and skills 
· To gather and share information on what has happened in their neighbourhood 
· To help co-ordinate their community’s response locally and pass on information to your council’s Emergency Operations centre. 


TRAUMATIC INCIDENT RESPONSE PROCESS
 Step one - gather the facts:  
· listen to what has happened  
· record any relevant names and phone numbers  
· record and verify the facts of the event  
· ascertain the reactions of those involved and record any actions taken  
· check that the appropriate emergency services have been contacted  
· inform the caller of any actions staff will take (such as informing the principal, informing your local Ministry of Education, Special Education traumatic incident coordinator)  
· give the caller a staff member’s name and phone number in case they need to call back  
· immediately after the call, contact the principal and/or the traumatic incident coordinator.  
 
Step two - immediate actions for the service manager or principal:  
· inform the leadership team and board of trustees chairperson to determine the need to assemble the school traumatic incident response team  
· contact and establish the school traumatic incident team to coordinate support  
· set a meeting time and place to assemble  
· contact the traumatic incident service for support  
· provide the traumatic incident coordinator with a meeting time and place, where necessary  
· inform any other ECE services/schools that may be affected  
· establish a communication line with emergency services  
· locate the master key, school floor plan, student lists and contacts, where relevant  
· determine what, if any, information can be released.  
 
 Step three - immediate actions for the traumatic incident response team:  
· convene an on-site traumatic incident team meeting  
· share facts and assess the impact of the crisis (when did the event occur? where did the event occur? how did it happen? are members of the traumatic incident response team involved? do leadership team members need to be assigned roles?)  
· assign traumatic incident response team roles  
· determine how many children, young people and staff are likely to be affected and potential responses that might follow  
· determine if the school can remain open, eg are there enough staff? is the school a crime scene?  
· determine if additional relief staff are needed  
· determine if additional support services are needed  
· arrange for identification badges for outside professionals  
· assign phones for media, public, information and outside calls  
· clear access to driveways to allow access for emergency response vehicles  
· liaise with transport operators (passenger lists, route descriptions)  
· identify and prepare support rooms for children and young people who are unable to be supported in classrooms  
· identify a possible media room and times, prepare media statement  
· identify parent access sites/rooms  
· set up a central information board for staff access  
· post relevant information on the central information board, ie information about phones, student support rooms, media times and places, parent access etc.  
 
Step four - inform your community:  
· determine how and when to release information to staff, ie, during a staff meeting  
· determine how and when to notify all staff about the staff meeting time and remind staff of the traumatic incident response team role, ie to help the ECE service/school resume functioning  
· decide how and when information can be released, ie in class groups (smaller), among staff  
· develop sign in and out procedures for staff and visitors  
· write statements for teachers to read to students  
· determine communication and liaison with families/whānau  
· write statements for the wider community.  
 
 Step five - respond to people who are injured:  
· establish communication/liaison links with medical staff  
· participate in and manage medical triage with other trained first aiders and medical staff  
· ensure immediate medical intervention in life threatening situations  
· ensure patients are prioritised for treatment in line with the severity of their medical condition  
· keep accurate records of injured staff and students, doctors and hospitals involved  
· communicate medical conditions and notify next of kin, release information in consultation with traumatic incident response team and police  
· consult and inform staff  
· minimise student exposure to the injury scene with the use of screens/removal etc  
· manage parent arrivals and student release through agreed systems  
· clean site (in culturally appropriate ways).  
 
Step six - prepare for the media:  
· designate a media spokesperson (principal / BOT chairperson) and confirm that no one else talks  
· ensure sufficient staff and phones are available to handle incoming media and public calls  
· log all calls, where possible  
· transfer calls to appropriate team members and staff, ie the identified media spokesperson 
· ensure all administration staff and teachers are briefed on all aspects of information flow  
· develop a media response in liaison with management/the board (keeping in mind confidentiality, family/whānau wishes, information available to be released and the need to check with police and emergency services)  
· determine how and what information can be released to the community (eg, using recorded phone messages and staff statements)  
· liaise with others to check whether the content of all messages is culturally appropriate  
· maintain a media contact list  
· control times and places of media arrival and remind media of the effect of media coverage on children and young people – especially where an incident involves suicide  
· locate the mobile communication kit and check contents  
· draft letters to be sent home, include facts, summaries, information about likely reactions and support networks.  
 
Step seven - respond to the media:  
· say to reporters that you will call them back, then take the time to prepare your single over-riding communications objective (eg, the one thing you want your audience to remember)  
· ask the reporter for her name, organisation, contact details, general nature of her inquiry and who else she has spoken to  
· talk only about your area of knowledge/expertise  
· distinguish fact from opinion  
· answer the questions firmly and directly  
· keep to the issue and use key messages  
· use plain language and avoid slang, jargon or waffle  
· don’t make personal comments  
· don’t criticise other people or organisations  
· don’t speculate  
· don’t say, ‘no comment’, instead, if you don’t know the answer, say so  
· don’t look at or into the camera, instead talk to the interviewer, focusing at head level.  
 
Step eight - support staff, students, parents and the community:  
· prepare written material for the ECE service/school community to support their understanding of the event and communication with children and young people  
· have teachers share prepared factual material with children and young people  
· allow students to express thoughts and feelings regarding an incident  
· clarify misinformation  
· encourage teachers to normalise students’ feelings and provide factual answers to questions  
· encourage helping relationships, characterised by empathy, warmth and genuineness in the classroom  
· take care not to lecture and to allow periods of silence for students  
· avoid clichés such as ‘be strong’ and ‘you are doing so well’, understanding they reinforce a student’s sense of aloneness  
· be aware of cultural differences that exist in expressions of grief  
· maintain confidentiality, where appropriate  
· provide snacks, drinks to students and staff and support to staff, as appropriate  
· visit selected classrooms to provide opportunities for discussion and support  
· identify high-risk children and young people and monitor classroom and school attendance closely  
· monitor staff attendance closely  
· support referrals for immediate outside support, where needed  
· provide contact numbers for parents to ring after hours  
· document actions taken  
· consider setting up an open forum for people to express concerns about the wellbeing of children and young people  
· provide teachers, families/whānau and the community with information on supporting children and young people and where and how to seek additional support.  
 
Step nine - evaluate your plan, procedures and practice:  
· meet to evaluate your plan, procedures and practice within two to three weeks of a traumatic incident  
· look at ways to improve the plan and procedures, eg, by upskilling staff  
· identify and follow up outstanding tasks and identify and address any concerns  
· identify any ongoing support needs of staff and students  
· discuss the need for letters of appreciation (for people who helped) and/or any remembrance activities.  




Review Date: September 2020

Date Confirmed: 25 September 2019

Principal: …………………………………………………………..
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