Template – Emergency Management Information for parents and caregivers

There may be confidential information in your school/early learning service emergency management plan which you won’t want to send to all in your community or make available on your website.

You can use this template to summarise the key emergency management information parents and caregivers should know about your school/early learning service. Consider using a similar version for students.

Dissemination:

Consider how you will disseminate this to your parents and caregivers, and how frequently you will do this (eg – add to your website; send a reminder at the start of each term)

Delete all comments in ‘Red’ and replace with your own content as needed.

	[Name of School/Early Learning Service]

Emergency Management information for parents and caregivers [date of last review]
	Add logo here

	Key risks for our school / early learning service
	In addition to planning for events such as fires, earthquakes and pandemics, because of our location we also specifically plan for… (eg volcanic eruption, tsunami, flooding)
[See the Ministry Emergency Management Plan template for further areas of potential risk]

	Incident Management Team 
	List team members and how frequently they meet

	Preparing for and practising our plan
	List the activities and systems you have in place to support your emergency management planning and response – eg:

· Board Meeting standing agenda items

· staff meetings

· staff induction processes

· any training undertaken by Incident Management Team such as the online ITF (Integrated Training Framework) Foundation course through Civil Defence
· how you engage with children and students eg through in class discussion and fire, earthquake drills
· first aid training 

· include how you will update parents and caregivers about outcomes from drills etc?

	Emergency kit
	Describe briefly, your emergency kit and equipment which includes… [add details – see the Ministry emergency planning guidance for ideas on what to include in your kit for evacuation and for lockdown/shelter in place]
Add specific information about how children who need access to medication can do so in an emergency such as a shelter in place event or lockdown.

	Reviewing the plan
	Add here how you will review your plan and how often - eg engaging with:

· parent representative group
· Board members
· local emergency services.
Will your Incident Management Team undertake a regular review (eg, after each drill undertaken / termly)?

	Communication in an emergency
	How will you communicate with parents and caregivers in an emergency - eg:

· e-text
· email

· Facebook (explain process for access prior to an emergency, if you have a closed group)

· If internet, mobile and phone lines are down, is there a local radio station you will broadcast messages through?

	Authorised persons to uplift your child
	Note you will only release children to people already approved by the parent/caregiver for that purpose. 

Add here how parents and caregivers can amend the list of people approved to uplift their child in an emergency? And will you prompt them to do this each term for example?

	Evacuations
	Advise where your various evacuation sites are and include a copy of your site map with this plan, including alternate evacuation sites.

	Shelter in place and lockdown
	Describe your shelter in place and lockdown processes and expectations for parents and caregivers. For example:

· If we need to bring everyone inside, with the exception of emergency services, we won’t be letting anyone in to the school/service once we have shut our doors

· Please wait for information and instruction from us and do not come to the school/service 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 some shelter in place events, there won’t be any need for your child to be picked up as school/early learning will continue as normal after the event has ended

	Reunification process
	Explain your reunification process following an emergency event.  How will that differ if you have had to evacuate your site?

	Supporting children after an emergency event
	How will you support children following an emergency event? For example:

· 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.


If you would like any further information about our emergency management planning – please contact [add details here – eg principal, service manager, IMT leader]
Add a link to your website here, to show where the most current version of this document will be found

