Emergency response planner 
Use this template to record practices of responses to the types of disasters and emergencies that could affect your school.  
Classroom number __________  
Teacher_______________________________

	Month
	Date
	Fire response

signed by


	Earthquake response signed by
	Other appropriate response for your school 

(eg tsunami)

signed by



	January


	
	
	
	

	February
	
	
	
	

	March
	
	
	
	

	April
	
	
	
	

	May
	
	
	
	

	June
	
	
	
	

	July
	
	
	
	

	August
	
	
	
	

	September
	
	
	
	

	October


	
	
	
	

	November
	
	
	
	

	December
	
	
	
	


Evaluation of evacuation exercise

Dear Parents/Caregivers

Our school recently held an exercise to test our procedures in the event of a disaster. 

This exercise was also an opportunity for you to test your own household emergency plan, particularly with regard to collecting your children from school after a disaster. We would appreciate your feedback on the exercise. 

Could you please answer the questions below and return this form to the school.

Many thanks

Parents/Caregivers feedback

Name_______________________________________

Tick your response

	
	1.
Fully
	2.
Mostly
	3.
Slightly
	4.
Not at all

	Our children’s evacuation during the school exercise went smoothly.  

[If it went slightly or not at all smoothly, please explain on the back of this page what went wrong, so that we can improve our school evacuation procedures.] 
	
	
	
	

	Our family has a procedure if our children have to be picked up in an emergency. 
	
	
	
	

	If we have someone else who is allowed to pick up our children in an emergency:

· the school knows who that person is

· our children know who that person is

· we have planned with that person what to do in an emergency.  
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	If the above arrangements change, our children know how to contact us in an emergency.
	
	
	
	


	
	1.
Fully
	2.
Mostly
	3.
Slightly
	4.
Not at all

	We have a household emergency plan.
	
	
	
	

	We have talked about or practised the plan with our children.
	
	
	
	

	We have enough food and water at home to last for at least three days.
	
	
	
	

	We are aware of:

· the type of hazards that could affect our home
· how to reduce their impact.
	
	
	
	

	· 
	
	
	
	

	We are aware of:

· the civil defence organisation and its structure in our area   

· where to go to get civil defence information

· where the nearest civil defence welfare centre/reporting centre is located. 
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Ministry of Education toolkit 5D

The following plan is for providing assistance to staff, students and visitors with disabilities.  
Assistance register for people with disabilities:
	Date
	Likely location of people requiring assistance
	Person requiring assistance
	Person assigned to assist

	
	
	
	


Register of staff members assigned to help person with disability visiting the school:
	Staff member
	Date appointed
	Person/s assigned to assist

	
	
	


Date last reviewed: 

__________ 

Date to be next reviewed:
__________

This toolkit is from the Ministry of Education’s Worksafe at Schools - Emergency Management, Action Guide 2, Toolkit 5D, available from www.minedu.govt.nz
Self or peer assessment chart

Complete this assessment chart with your relevant assessment criteria. Students can use the visual symbols or continuum to reflect how well they think they have achieved the set criteria. 

	Success criteria
	Smiley face



	
	

	
	

	
	

	
	

	
	

	
	


