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INTRODUCTION
This emergency management plan has been developed by Harrison Tew Consultants (NZ)
Ltd in conjunction with the senior staff at Acland House and senior leadership team from
Christchurch Girls’ High School.
The emergency management plan provides information and procedures specifically
structured to assist, support and guide staff at Acland House to respond to emergencies.
The information contained within this plan aligns the boarding school’s response with the
current procedures for both the emergency services and civil defence in New Zealand.
It should be noted that this emergency management plan is developed around the
structures and alerting systems that are currently in place and is specific to the boarding
house. The plan should be viewed as a living document, which can be updated when
areas are identified that need to be addressed and any other information applicable to the
actual response to an emergency is affected.
This may also apply if changes have been made to alarm systems and/or processes for
communication within the boarding. There may be changes to boarding management and
other key contacts for the school which may need to be updated also.
The overarching principles around an emergency plan are that the response should be
tested and confirmed as appropriate and safe, and any subsequent incident be dealt with
in a positive and consistent manner. The procedures in this plan are adapted to ensure
that any response to an emergency is the safest for staff, boarders and any other person
on-site at the time and ensure compliance with any applicable legislative requirements and
policy relating to evacuations and lock downs.
During the early stages of any emergency there is often confusion and a lack of accurate
information about what has or could potentially occur. For this reason, an immediate
response of either locking down the houses site or evacuating the buildings is done with
the respective alarm. Once this has occurred, the process of managing the emergency
safely and in a controlled manner until the emergency has been deemed that there is no
longer any threat to the safety of any person.
Information gathering, open and regular communication to all boarding staff, families of
staff, whether on-site or not and boarders is an effective way of maintaining control in a
calm manner, to what could possibly be a volatile and unsafe situation.
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Working with Harrison Tew, applying the information contained in this document and the
subsequent training and hands on exercises, will all contribute to the entire boarding
facility, boarding staff, including senior leadership at the school and boarders, feeling
confident that you are in a strong position to manage any emergency faced.
Harrison Tew have compiled forms and templates that assist in various emergencies and
others that are required to be completed for legislative requirements and are attached to
each respective section.

ACLAND HOUSE EMERGENCY MANAGEMENT PLAN © 2020 - HARRISON TEW® CONSULTANTS (NZ) LTD
P a g e |7

EVACUATE OR LOCK DOWN
The immediate issue in the response to any emergency, is ensuring the safety of staff and
students.
In simple terms:


do we evacuate the boarding house completely, or independently (i.e. focusing on
specific area of the boarding house which have a direct or indirect threat) to remove
the students and staff from the immediate danger from the school buildings and
surrounds; or



do we lock down the boarding house and protect everyone, by ensuring they are in
the best area inside the school buildings and subsequently removed from any
potential danger posed from outside.

Given these emergency events are likely to occur anywhere within the entire of
Christchurch Girls’ High School grounds, i.e. a violent intruder or fire, then it should be
recognised that an alarm alerting the entirety of all boarding house, is the most appropriate
way of alerting.
Having a different response to every type of emergency and to ensure all staff of Acland
House, the staff and boarders are aware of every different procedure isn’t practical, so
Harrison Tew® provide two responses to emergencies. Keeping it simple, consistent and
safe, if the threat is outside, lock down; if the threat is inside, evacuate. Coinciding with
these responses, are two clearly identifiable alerts for the immediate response to the
incident will offer the best result for boarders and staff to everyone as safe as possible.
In a lock down situation do not use code words and do not attempt to use a
non-audible system.
Preparing for an on-going emergency such as a motor vehicle accident off-site and afterhours or a serious injury to staff or boarders, may require the need to implement a longerterm strategy. A form to assist with this is the Action Plan.
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ACLAND HOUSE ACTION PLAN
Date:

Time:

Reference:

Situation: (Provide a brief overview of what has occurred and developments to date)

Objectives: (List the priority areas for this action plan. Look at the short, middle, and long term and review and update regularly.
Note: keep objectives relevant and have regular updates in the initial stages)

List of objectives in order of priority

By when

Achieved

(date)

Y/N

How will this be achieved: (To include what resourcing will be required and who will be tasked to ensure these resourcing
and other issues are addressed)
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Review of the plan: (Include when the plan will be reviewed and date and time of next meeting to review)
This plan will be

Location

updated (date)

By who

Communications: (Covers how information from this plan will be distributed to all involved to advise of progress and objectives
for resolving the crisis)

How was this
communicated?

By who and when

Next update due
(date)

Command and Control (Confirms at what stage the crisis is, who is running the Crisis Management Team and who has
authorised the action plan)

Incident Controller

Authorised

Following on from any incident occurring at the school, it is important to make a record.
The Incident Report Form included in this document assists with this.
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EMERGENCY MANAGEMENT PLAN
INCIDENT REPORT

This incident report should be completed for any incidents that are covered by the emergency
management plan. The report will be kept by the school and if necessary a copy can be provided
to police or other service as required for their information and subsequent investigations.

School

Acland House

Address

85 Papanui Road
Merivale
CHRISTCHURCH

Contact Details

Phone (03) 355 7673
Email: gud@cghs.school.nz

Director of Boarding:

Dee Guillemot-Rodgerson

Person reporting incident_________________________________________
Type of Incident (please circle)
Violent/Threatening Behaviour

Mobile Offender

Bomb Threat

Accident

Criminal Act

Tsunami

Earthquake

Volcano

Fire

Flooding

Storm Event

Landslides

Pandemic

Snow Events

Other (outline below)

_____________________________________________________________________
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Incident detail: (what happened/time/date/place/who)
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
Persons involved:
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________

Witnesses (include contact details):
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________

Outcome of incident/treatment given:
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
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Action taken (preventative measures implemented):
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
Form completed by:
_______________________________________________

Copies provided to:
(Circle if appropriate) NZ Police

Fire and Emergency NZ St John

Christchurch City Council (Civil Defence) Ministry of Education
Other: ___________________

Authorised by principal
(Or person acting on behalf of)
________________________________________

Date form completed: _______________________________________________

Review to be conducted:

YES /NO

Date review required: __________________
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PRINCIPLES OF EMERGENCY MANAGEMENT
There are several key components to the successful conclusion to an emergency. These
principles are in line with those adopted by New Zealand’s emergency services and the
Ministry of Civil Defence and Emergency Management.
They are as follows:


Reduction



Readiness



Response



Recovery

4.1

The reduction phase: This primarily looks at issues of security and includes
the adopting of policy and standardised procedures for unauthorised
person(s) on the school grounds.

4.2

The readiness phase of the emergency plan addresses how the emergency
procedures are implemented and communicated to all boarding management
staff.

It also allows for the testing of the two response options and

subsequent debriefing.
4.3

In the response phase there are several key actions which immediately
focus on the best course of action for the safety of the boarders and boarding
staff, followed by the actions to be taken for the responding emergency
services.

4.4

The recovery phase of the emergency plan covers the appropriate action to
be taken post an event, such as counselling for any boarding staff or
boarders, the businesses continuity aspects of running the boarding house,
what plans are in place for returning the boarding to regular procedures, and
what lessons can be learnt from the event.
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EMERGENCY COMMUNICATIONS PLAN

Evacuation is advised

Activating the fire alarm which is a voice over.

by
For an exercise, the alarm is activated manually from an external
shed adjoined to the main office.

The fire alarm is activated manually by sensors and fire alarms
throughout all the buildings including the private residence of the
Lock down is advised

Director of Boarding.

by
The Lock down alarm is the activation of an air horn
intermittently

for

60

seconds

and

a

telephone

tree

simultaneously.

Internal

Internal communications for a lock down once the hostel has

Communications

been secured will be through one of the following:
 As laptops are not used and computers in Director of
Boarding’s office and main office are standalone computers, Ipads are used by the senior team instead of laptops.
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 Staff have access to their own personal mobile phones;
however, these should not be used as a preferred method of
communication in an emergency.
 There is a hostel mobile phone which allows the boarders to
communicate with the office and this is kept with the on-call
supervisor. This phone number is 027 223 0848.
 There are landline phones throughout the buildings, however
most are not in service and those in service are rarely used.
The main landline apart from the office which is used
regularly, is the kitchen phone.
 Facebook (Accessible by Director of Boarding, Deputy
Manager and the Assistant Manager).
 School website which is only able to be accessed by a
teacher at the High School – Liz McDowell.
 Visitors and staff are able to sign in using the Vistab located
on the reception counter. This should be taken to the control
area during a lock down.
 Students are able to sign in and out of the houses using the
OnBoard

electronic

management

system.

This

is

recommended to be accessed during any emergency to give
an overview of who is offsite.

Hostel Location

85 Papanui Road

address

MERIVALE
Phone:

(03) 355 7673

Email:

admin@cghs.school.nz

Mobile:

027 223 0848
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Incident Controller

Director of Boarding:

Dee Guillemot-Rodgerson

Email:

gud@cghs.school.nz

Mob:

021 222 8483

A/H:

(03) 355 7673 Ext 207

Alternate Incident

Deputy Manager:

Jennifer Jones

Controller(s)

Email:

hdj@cghs.school.nz

Mob:

021 233 9558

A/H:

(03) 355 7673 Ext 208

Full time Supervisor:

Donna Kean

Email:

ked@cghs.school.nz

Mob:

027 459 1532

A/H:

(03) 355 7673 Ext:208

Full time Supervisor:

Gail Cropp

Email:

crg@cghs.school.nz

Mob:

021 149 7334

Full time Supervisor:

Helen Brown

Email:

bwh@cghs.school.nz

Mob:

021 041 7090

Incident control point

If the hostel is required to go into lock down, the initial point that
management need to assembly is Director of Boarding’s office
and to remain seated throughout the incident, unless determined
safe not to do so.

Primary entry point

The primary entry point to Acland House is at 85 Papanui Road,
Merivale.

Access to the hostel is down a discrete tree-lined

driveway with iron gates at the immediate entry. There is a small
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sign at the entrance to the driveway that identifies Acland House.
Directly in front of you as you enter the driveway is Acland House
itself.

Looking from Papanui Road toward the hostel

Looking toward Papanui Road from the hostel
The gates are opened from inside the hostel and open from:
Mon – Fri

6.00 am – 9.15 pm

Saturday

7.00 am – 8.00 pm

Sunday

7.00 am – 9.30 pm

The hostel is of wooden construction and there are various entry
points to the hostel itself.
Driving up the driveway around to the left of Acland House is a
barrier arm (yellow pole to the right of image) which is generally
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closed. This is controlled remotely from the office.
This arm limits vehicle access to Robinson Wing, the rear of
Acland House, the Director of Boarding’s home and Gibson Wing
which is the second and third floor of Acland House and is the
Year 12 accommodation.

To the right-hand side of entry to the school is visitor car parking
and pedestrian access through the Hostel through to the pool and
courts.

There is pedestrian access around the outside of the

property that goes around the entire building. The property is
fully fenced.
The Deputy Manager, Jennifer Jones resides on the premises on
the second floor, closest to the Director of Boarding’s home.
The wing she lives in is the Robinson Wing.
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The boarding house is accommodation provided to students of
Christchurch Girls’ High School; however, the Senior
Management and Crisis Management structure would be
coordinated from within the Acland House structure.
There is a reporting line back to the High School and this
forms part of the communications plan under the clear
direction of the Acland House Director of Boarding, Dee
Guillemot-Rodgerson.
Alternate entry points

As the Hostel is fully fenced, access is restricted, however not
impossible. On the southern boundary is the boarding hostel
for the girl’s school St Margaret’s College. The hostel is
surrounded on the northern and eastern perimeters by
residential homes and St Margaret’s College takes up the
entire western boundary.
There are several Motel’s and Hotel’s within the immediate
vicinity of Acland House also which brings visitors to the area
and potentially undesirables. It is important that the staff
and boarders at Acland House remain vigilant with securing the
hostel always as well as belongings and take note of anyone
who they believe is acting suspicious.

Location of Senior

The Director of Boarding’s office is on the left-hand side as you

Management and

enter the main reception of the hostel. Entry to the office in

office entry

Acland House is through the left arch in this image. It is
accessible via steps from either side of the veranda.
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Other information

The accommodation at Acland House is Stewart Wing;
Robinson Wing, Gibson Wing, the Deputy Hostel Manager’s
house and the Director of Boarding’s house.
The other main buildings are the main block (two levels)
containing a dormitory, kitchen, dining room and administration
area.
There is a main common room, a visitor’s room and the lower
and upper loft.
There are up to seven staff on the premises during the week
and the hostel accommodates 110 students maximum.

During emergencies, money is spent on necessary items such as food, temporary shelter
for those affected, water, clothing etc.
Keeping a record of the expenditure during an emergency and who has authorised this,
will help after the incident has been resolved to ensure that overpayment in certain areas
hasn’t been made. A useful form is available on the following page – a cost recovery
sheet.
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COST RECOVERY SHEET
Date
ordered

Item

Cost (Inc

Order/reference

GST)

number
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Supplier details

Authorised by

TRAINING AND DRILLS
Training to the boarding staff and boarders are provided as part of the initial
implementation of the plan and annually as required.
Because it is important to have some understanding why incidents and disasters may
occur, the remaining pages of the document explain each disaster briefly. It clarifies why
such incidents occur, for example “What is the motive of the person advising of a bomb
threat?” While no answer is specific and accurate 100% of the time, these pages provide
research into each disaster and in some instances, cover possible scenarios and how to
deal with each one.
This document is not provided to prevent disasters, it should be utilised as a reference
guide to assist when a disaster occurs.
It is important when conducting drills that they are as practical, sensible and as realistic as
possible. This ensures that all boarding staff and boarders will treat the situation seriously
and act accordingly.
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EMERGENCY CRISIS MANAGEMENT PLAN
ACLAND HOUSE
Introduction
The purpose of this crisis management plan is to give structure to the response to a crisis
or incident, which has occurred or is developing.


A crisis event is one which has the potential to impact on the well-being of the
boarders, boarding staff and wider community, and needs to be dealt with in a coordinated manner. It is a plan which can be used post an emergency event and
used in conjunction with proposed evacuation and/or lock down plans.



The crisis management process can be used for dealing with the aftermath of an
emergency event such as a fire at any or all the area of the boarding house.



Acland House is very well placed should an emergency go on for several hours
(such as a Civil Defence emergency or ongoing police operation nearby) and caring
for boarders, boarding staff and boarding staff families such a timeframe, so long as
the exterior is secure, provides the ability to move throughout the buildings
depending on the nature of the emergency. (A capacity list is detailed further in the
plan.)

When dealing with any crisis or emergency there are two keys areas which will assist in
the successful handling of the event. They are information and communication.
Information: deals with how the boarding house is made aware of any event and the
reliability and weight that it puts on the information that it has received.
Communication: deals with how the information is distributed and what decision is made
because of that information and how any subsequent decision is communicated. This will
be done primarily by a member of the school senior leadership team, which will include the
Director of Boarding.
The structure used in this plan is based on the Co-ordinated Incident Management System
(CIMS) utilised by all New Zealand emergency services and some government agencies
and is a system which is scalable in that it can be modified to fit the size of any event.
This structure allows for accountability in dealing with any event and gives those involved
clear guidelines and roles in the process of responding and dealing with any event.
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The crisis management structure can be used for situations such as:


Extended service outage, (such as power, water).



Following all emergency events (such as a fire, earthquake, lock down).



Traumatic incident impacting on the boarders, boarding staff and/or families of
same.

This does not exclude any incident/emergency which could impact the

school itself.


Developing event (such as a pandemic or other health incident, volcanic activity).



Assisting in the recovery of any event.



If any building and/or the entire school is isolated as a civil defence emergency and
staff and students are required to shelter in place at the boarding house.
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CRISIS MANAGEMENT PROCESS
The crisis management process discussed in this plan relates to the immediate action
response to emergencies. It does not relate to the handling of traumatic situations, such
as the death of a student, however, parts of the process can be easily adapted to that
response.
Information can be received verbally from a student/boarder, any member of staff,
boarding or otherwise, phone call received or being made aware of a physical action which
could be observed or heard. This information is referred to the Director of Boarding as a
priority, or in the absence of the Director of Boarding or if he/she is unable to be located,
any member of boarding staff or staff.
Based on the information that has been received, a decision is made that this incident
does or does not pose a direct threat to the safety of students and requires a co-ordinated
response to deal with the incident in a safe and consistent manner.
Upon the conclusion of any incident, the Principal and Christchurch Girls’ High School
resident Counsellor/Psychologist will take overall management of the situation from this
point onwards in collaboration with the critical incident team, senior leadership and ICT
Department.
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CRISIS MANAGEMENT TEAM
CONTACT DETAILS
The hostel telephone number is (03) 355 7673
POSITION

NAME

PHONE

EMAIL

Director of
Boarding

Dee GuillemotRodgerson

Mob:
Ph:

021 222 8483
(03) 355 7673 Ext:207

gud@cghs.school.nz

Deputy Manager

Jen Jones

Mob:

021 233 9558

hdj@cghs.school.nz

Principal
(CGHS)

Pauline Duthie

Mob: 027 648 7010
Ph:
(03) 348 0849
Hotline (03) 348 7972

principal@cghs.school.nz

Parent
Representative

Bridget Frame

Mob: 027 659 2364

bridget.buzz@xtra.co.nz

Full time
supervisor

Donna Kean

Mob:
Ph:

027 459 1532
(03) 355 7673 Ext:208

ked@cghs.school.nz

Full time
supervisor

Gail Cropp

Mob:

021 149 7334

crg@cghs.school.nz

Full time
supervisor

Helen Brown

Mob:

021 041 7090

bwh@cghs.school.nz

Kitchen Staff

Craig Redmile (Catering Manager)
Lisa Walsh
Christine Stott
Tracy Colvin
Brendan McBride (Caretaker)

Mob: 027 654 6002
Mob: 027 766 7169
Mob: 021 027 91013
Mob: 027 699 5742
Mob: 027 229 3903

Jill Julius
Bex – Gap Student
Milly – Gap Student

Mob: 021 187 9191
Mob: 021 089 63889
Mob: 022 107 6913

Casual Staff
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VISITORS ON THE SCHOOL GROUNDS

There will be numerous occasions whereby visitors will be on the grounds of Acland
House, both during school hours and after hours. Given the size of the grounds and
complexity of the structures on-site, clear identification is vital.
To safe guard the hostel, it is currently and should be a continued practice that all visitors
to the hostel, sign in using VisTab and report to the supervisor on duty.
There are times, when parents come on-site and sometimes tend to wander directly to
rooms. There is no exception for any person coming on to the grounds at Acland House to
evade signing in.
An additional form of identification is to have all visitors signing in at the hostel being
issued with a lanyard with the visitor’s tag which will be clearly identifiable by staff and
boarders.

VISITOR
Undertaking this process, assists in the development of a culture of security around the
grounds and will act as a filtering process for those persons who either forget, or whom
deliberately avoid the signing in process or going to any part of the accommodation or
rooms directly.
As part of the overall process, there should be checks undertaken on all those persons
who will be working around the grounds of the hostel. This is usually done by way of a
‘Police Check’ which will ascertain if there are any criminal convictions that may be of
concern to the safety of staff and/or students.
The Vetting Service Request and Consent Form on the following pages is used to
conduct checks – this can be completed online by using the following link:
http://www.police.govt.nz/about-us/publication/police-vetting-forms
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LOCAL ORGANISATIONS CONTACT DETAILS
ORGANISATION

NZ Police

ADDRESS
Papanui Police Station
36 Main N Road
PAPANUI

EMERGENCY 111
Ask for “Police”
(Stay as calm as possible)

NZ Police
Christchurch Central
62-74 St Asaph Street
CHRISTCHURCH

CONTACT DETAILS

COMMENT

Non-emergency phone number
(03) 374 1700
IN AN EMERGENCY DIAL 111 AND
ASK FOR POLICE

Non-emergency phone number
(03) 363 7400

24/7

Phone: (03) 355 6415
Fire and Emergency New
Zealand

Saint Albans Fire Station
276 Cranford Street
SAINT ALBANS

St John New Zealand

Emergency/Crisis
Management

Harrison Tew (NZ) Ltd

Fire Communications: (03) 372 8600
IN AN EMERGENCY DIAL 111 AND
ASK FOR FIRE
Emergency 111
Ask for Ambulance
Non-Emergency 0800 ST JOHN
0800 785 646
Julia Harrison
Phm
021 026 71308
Wade Harrison
Phm:
0274 29 0081
Free call
0800 111 277

Do not attend any Fire Station for assistance
unless absolutely necessary as it may not be
manned.

Do not attempt to attend the local
Ambulance Station for enquiries as it may
not be manned.

info@harrisontew.co.nz
For all advice and assistance for Emergency
and Crisis Management.
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Ministry of Education
Traumatic Incident
Coordinator
WorkSafe NZ

Ph:

Level 2/144 Kilmore Street
CHRISTCHUCH

National Poison Centre

Environment and Ecology

Christchurch City Council
Pollution Response Team
CHRISTCHURCH

Oranga Tamariki

Local Civil Defence
Welfare Centre

Please listen to radio for
advice on location, as this
may change dependent on
the location of any
emergency.

Accident Compensation
(ACC)

0800 TI TEAM
0800 848 326
0800 030 040
(03) 366 5500

Urgent Information
0800 POISON
0800 764 766
Non-Urgent (03) 479 7284

For information on poisons if taken.

(03) 941 8999

www.ccc.govt.nz

0508 EDASSIST
0508 332 774

edassist@ot.govt.nz

Ph: (03) 366 2359

*** NB IMPORTANT ***
It is imperative that you listen to the
Radio in the case of an Emergency or
unless directed otherwise by Emergency
Services. Utilisation of the following
websites may also be of benefit.
www.getthru.govt.nz
www.cdemcanterbury.govt.nz
www.ccc.govt.nz

0800 101 996

Work and Income

Online

NZ Food Safety Authority

Online

www.acc.co.nz
www.workandincome.govt.nz/individuals/formsand-brochures.html#F
www.nzfsa.govt.nz/
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Food Safe

Online

www.foodsafe.org.nz/

Government Helpline

Online

www.workandincome.govt.nz/about-workand-income/our-services/governmenthelpline.html

Employee Assistance
Programme

Christchurch Regional Office
EAP Services Ltd
Level 1, 25 Mandeville Street
P O Box 8285
Riccarton
CHRISTCHURCH 8011

Public Transport

Transport for Christchurch
(TFC)

Local Council

Christchurch City Council
53 Hereford Street
CHRISTCHURCH CENTRAL

Animal Management Team

Christchurch City Council
53 Hereford Street
CHRISTCHURCH CENTRAL

Ph:

(03) 353 0906
0800 327 669

ch.eapservices.co.nz
Open 24/7

Ph:

(03) 941 8999
0800 800 169

tfc@tfcgovt.nz

Ph:

(03) 941 8999

Customer Call Centre (03) 941 8999
Banks Peninsula residents 0800 800 169

Ph:
(03) 941 8999
Request Animal Management
animalmanagement@ccc.govt.nz

Crimestoppers
Christchurch Hospital

Tagging

Opening Hours:
Monday – Friday
8.00am – 5.00pm
Opening Hours:
Mon – Friday 1.00pm – 5.30pm
Saturday
11.00am – 1.00pm
Closed Sunday and Public Holidays

0800 555 111
2 Riccarton Avenue
Christchurch Central
CHRISTCHURCH

Ph:

(03)

364 0640

0800 STOP TAGS
0800 786 78247
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ADDITIONAL CONTACTS

ROLE/SERVICE/COMPANY

NAME/ADDRESS

CONTACT DETAILS
379 Greers Road
BISHOPDALE

Caretaker

Brendan McBride
Phone: (03) 352 5662
Mobile: 027 229 3903

The Randolph Motels

79 Papanui Road
MERIVALE
Phone: (03) 355 0942

Neighbours
The Milano Motel Lodge

87 Papanui Road
MERIVALE
Phone: (03) 355 2800
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COMMENT

REHABILITATION
With every emergency and disaster can come a wealth of panic and disruption and there
are always be plans, procedures and policies to handle these, however what is regularly
neglected and ignored from emergency management plans and post emergencies is the
need to address the recovery of students and staff into their regular routine.
Every piece of the puzzle must be put back together, and it is important to include the
recovery and rehabilitation within plans, to ensure that all staff, boarding school and
students can go back to the regular routine.
Considering that every disaster and/or emergency is unique and can cause little or no
damage to buildings and/or injury to people, through to significant damage to property
and/or injury to people, the recovery phase of the plan is diverse.
There are two aspects to recovery and they are as follows:


After the evacuation or lock down and the event has been finalised without further
incident, regular routine can be re-introduced, however a de-brief and notification to
parents is recommended;



After the evacuation or lock down, the incident has caused significant hardship
upon the boarding house, school and/or its students or staff, whether that be by way
of damage or injury, regular routine in the first instance cannot be re-introduced
therefore additional approaches to rehabilitation are required.

This will be

organised through the Director of Boarding and the senior leadership team.
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EVACUATION PLAN
IN THE EVENT OF A THREAT TO THE SAFETY OF STUDENTS OR STAFF WITHIN ANY OF
THE BUILDINGS AT THE ACLAND HOUSE SITE, THE EVACUATION ALARM WILL BE
ACTIVATED (FIRE ALARM)

ON HEARING THE EVACUATION ALARM (VOICE OVER) , EVACUATE ALL BUILDINGS
IMMEDIATELY AND MOVE TO THE EVACUATION ASSEMBLY AREA IN AN ORDERLY AND
QUIET MANNER - DIAL 111

ASSEMBLE AT THE CAR PARK OUTSIDE THE COMMON ROOM

ENSURE ALL ROOMS WITHIN THE IMMEDIATE AREA OF WHERE YOU HAVE BEEN WERE
EVACUATED INCLUDING TOILETS AND ANY OTHER ROOMS IN IMMEDIATE VICINITY

DIRECTOR OF BOARDING OR DEPUTY MANAGER TO TAKE ROLLS TO EVACUATION
ASSEMBLY AREA

STUDENTS TO LINE UP IN YEAR LEVELS AND ROLL IS TO BE TAKEN

REPORT TO THE DIRECTOR OF BOARDING ONCE STAFF AND STUDENTS ACCOUNTED
FOR/NOT ACCOUNTED FOR

A DESIGNATED PERSON SHALL MEET EMERGENCY SERVICES AT THE MAIN ENTRANCE
OF THE HOSTEL ON PAPANUI ROAD
BE PREPARED TO MOVE FURTHER AWAY FROM THE SCHOOL IF DIRECTED BY A
MEMBER OF THE ACLAND HOUSE LEADERSHIP TEAM OR A MEMBER OF THE
EMERGENCY SERVICES
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GO
EVACUATION PROCEDURES

The less complicated the evacuation procedure is, the more efficient and safer it will be.
Irrespective of the number of staff, there should is only one person in charge. Having too
many wardens or people in charge will cause confusion.
There is to be only one Incident Controller which is the Director of Boarding and if he/she
is not on-site, someone from the leadership team should assume the role. Other important
roles are the Warden and one person meeting the emergency services at the front
entrance of the hostel. It is important that the people filling these roles, are all wearing
fluorescent jackets.
Below is a chart of how the evacuation chain of command is structured for Christchurch
Girls’ High School Boarding House. This is the basic structure and is easily adapted to the
hostel.

COMMAND CHART

Incident Controller
(Director of
Boarding)
Warden
(Deputy Manager)
Person(s)
meeting
emergency
services
Staff

Staff

Staff

Staff
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COMMAND CHART ROLES
The following roles (assigned to positions) are an overview and provide information in
support of the more detailed roles in the Evacuation Detail on the following pages.

Chief Warden - Director of Boarding (Incident Controller)
The role of the Chief Warden, is to take overall command of the incident. It is important for
him/her to be hampered down with information that can be handled by the Warden. A loud
hailer would be a good asset to take to the Evacuation Assembly Area if possible. The
Chief Warden ideally should be in possession of a hand-held radio, but a mobile phone
would suffice a radio is not available.

This allows for communication to the person

meeting the emergency services at the front of the hostel.
Information passed to the Chief Warden by any of the Wardens would be for example,
confirming that the emergency services have been notified; that everyone is safely
evacuated, or alternatively that there is someone still in the buildings and that there are
some or no injuries.
It is important that the Chief Warden is clearly identifiable by a high visibility jacket and
remains in one place. Any person wanting to speak with the Chief Warden is to go to the
location of where the Chief Warden is, not to request the Chief Warden go to them, unless
in the case of an emergency.

Warden Role – Deputy Manager
The role of the Warden is to account for staff and students within their respective areas
and advise Chief Warden of all person(s) accounted for or those not accounted for.
It is important that information be provided to the Chief Warden as soon as possible as this
in turn needs to be provided to emergency services upon their arrival.
Any concerns regarding person(s) missing or not accounted for is urgent and the Chief
Warden must be advised immediately.
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Person meeting emergency services role
The person meeting the emergency services can be any person who is available to meet
and liaise with emergency services at the entrance to the hostel and to be in regular
communication with the Chief Warden.
This ensures emergency services upon their arrival are provided with the most up to date
information (obtained from the Chief Warden) and likewise to pass information to the Chief
Warden from the emergency services. Ideally the person meeting the emergency services
needs to be in possession of a hand-held radio (or a mobile phone is sufficient). The role
of the person meeting emergency services is to advise of the current status of the situation
as best as possible. Liaison will be with the Chief Warden via handheld radio (or a mobile
phone is sufficient).
It is important that any critical information that comes to hand be passed to the person
meeting the emergency services, so that that information can then in turn, be relayed to
the emergency services immediately upon their arrival.
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ACLAND HOUSE FLOOR PLAN
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ACLAND HOUSE – AERIAL VIEW AND EVACUATION ASSEMBLY AREA
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COMPLETE EVACUATION
In the event that the Acland House Evacuation Assembly Area is not suitable, or there is a
risk to the students from bad weather, from the initial incident or subsequent event, then
staff and students will be moved to an alternate evacuation point off site. The decision to
move staff and students will be made by the Director of Boarding or Deputy Manager.
It is important that all students boarding at Acland House are accounted for prior to moving
off-site, unless unsafe to do so.

The complete evacuation point is the Cotswold Inn,

across the road from the hostel and arrangements will be then relayed to the
parents/caregivers where possible to collect their child from this location.
No items should be retrieved from any of the buildings prior to or during any move to the
alternate evacuation point.
If a complete evacuation is to be considered, then police should be notified immediately as
they may be able to offer some support for traffic control. It is likely that if a complete
evacuation was decided to be conducted, that the emergency services will already be onsite to assist with this.

Communications

If the decision is made to move to complete
evacuate and emergency services aren’t on the
scene, police should be notified in the first
instance to assist.
Communication to the parents/caregivers is still
a priority. If possible, ensure text/email and a
notice on the school website/Facebook page is
done.
“Acland House has been evacuated and all staff
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and students have been moved to the
Cotswold Inn, across from the entrance to the
hostel OR are ready for collection at the hostel
entrance. The phone and office are unattended.
If you require any further information please
contact the emergency services on 111.
Texts will be sent to parents and caregivers
providing updates.”
This message is something that can be enabled
remotely in the case of an evacuation.
It may also be worthy of noting that students will
only be released to parents/caregivers and
information of who, phone number and where
the student is being taken to be obtained prior to
the release of the student.

Contact with parents or

If available, a list of contact details for parents and

caregivers

caregivers will be taken by the office staff.
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Access to the Acland House Emergency Management Plan is via the following link
with secure password:

ONLINE ACCESS TO YOUR EMERGENCY MANAGEMENT
PLAN

To access the Secure Login for Acland House, follow these steps:
1

Log on to http://www.harrisontew.co.nz

2

Click on the CLIENT LOG IN (at the top right-hand side of the front page)

3

Enter your email address and password

4

Click Log in

This will take you to your Emergency Management Plan and additional documents.
If there are any issues 24 hours a day contact with Harrison Tew can be made through
the free calling number 0800 111 277.
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LOCK DOWN
AN EVENT OCCURS OUTSIDE OF ACLAND HOUSE WHICH POSES AN IMMEDIATE THREAT TO
THE BOARDERS AND STAFF

A LOCK DOWN IS INDICATED BY THE INTERMITTENT SOUNDING OF THE AIR HORN FOR
APPROXIMATELY ONE MINUTE

LOCK DOWN PROCEDURES ARE INITIATED AND POLICE ARE ADVISED 111
STAY ON THE PHONE WITH EMERGENCY SERVICES IF REQUIRED TO DO SO

GO INSIDE OR STAY INSIDE - LOCK DOORS AND WINDOWS - TURN LIGHTS OFF AND
ELECTRONIC DEVICES ONTO SILENT

LIE FACE DOWN ON THE FLOOR IN THE CENTRE OF THE ROOM, AWAY FROM DOORS AND
WINDOWS

MINIMISE NOISE AND MOVEMENT

BE AWARE THAT FURTHER INFORMATION MAY TAKE SOME TIME - BE PATIENT

ONLY THE DIRECTOR OF BOARDING OR A MEMBER OF THE SENIOR LEADERSHIP TEAM
(UNDER THE DIRECTION OF THE DIRECTOR OF BOARDING) WILL PHYSICALLY ANNOUNCE
ALL CLEAR
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LOCK DOWN PROCEDURES

One means of securing the school is to implement a “lock down”.
The procedures for a lock down need to remain consistent and the immediate
response is to assume the worst.
The purpose of a lock down is to ensure as best as possible, the immediate safety of
boarding staff, students and any visitors to Acland House at that time. The cause of a lock
down could be from an emergency event occurring outside of the buildings, or events
which could directly impact on the boarding house if boarding staff and students were to
be evacuated or left outside.
The lock down procedures are addressed at the highest level and can be tapered off when
directed by the Director of Boarding or in his/her absence, the boarding administrator.
A lock down can be decided upon after receiving information that there is an immediate
and direct threat to the boarding staff or boarders, such as an armed or violent intruder on
the school grounds, a domestic or custody dispute which has escalated, or being advised
go into lock down by the emergency services or Civil Defence as an incident is occurring
that may place the any person’s safety at risk.
It may be some time before anyone who is within the buildings is advised of what has
occurred, or the reason for the lock down. This is generally because the person in charge
of the lock down at that time needs to obtain accurate information about the emergency to
pass on.
A lock down checklist is provided and a log to record all communication during a lock
down. This log can also be used in an evacuation. Having this information post any
emergency can provide self-auditing opportunities and assist with reports to be prepared if
required to.
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HINTS AND TIPS FOR SENDING COMMUNICATION IN AN EMERGENCY

Pre-prepared statements stored on a shared device assists in having this communication
sent out efficiently and promptly. Handy hints for preparing for communication to be sent
are as follows:
o Establish prior to an emergency occurring how communication is going to be
sent to parents/caregivers
o Who can email staff? Ensure that everyone on the senior team do this?
o Emails to families of staff and students and Ensure that everyone on the
senior team do this?


Are emergency contacts of the staff members current?



Are emergency contacts of the student families current?



Do you have the next of kin contact for relief teachers or staff?

o Updating the website – Ensure that everyone on the senior team do this?
o Know what you’re going to say (examples on following pages)
o Do all senior leaders in the school have each other’s mobile/contact details in
their phone?
o Do you have Julia and Wade’s mobile phone numbers in your phones?


Wade – 0274 29 0018



Julia – 021 026 71308

o Examples of communications that can be used for an exercise and a
legitimate lock down are included in the lock down pack that can be found at
the end of this plan. Keep the examples in an area on the computer that is
accessible by all SLT and can be easily pasted into any emails, texts or the
school website page.
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ACCIDENT
A SERIOUS ACCIDENT OCCURS OUTSIDE ANY BUILDING AT ACLAND HOUSE, POSING AN
IMMEDIATE THREAT TO SCHOOL STUDENTS AND STAFF

A LOCK DOWN IS INDICATED BY THE INTERMITTENT SOUNDING OF THE AIR HORN FOR
APPROXIMATELY ONE MINUTE

LOCK DOWN PROCEDURES ARE INITIATED AND POLICE ARE ADVISED 111
STAY ON THE PHONE WITH EMERGENCY SERVICES IF REQUIRED TO DO SO

GO INSIDE OR STAY INSIDE - LOCK DOORS AND WINDOWS - TURN LIGHTS OFF AND
ELECTRONIC DEVICES ONTO SILENT

LIE FACE DOWN ON THE FLOOR IN THE CENTRE OF THE ROOM, AWAY FROM DOORS AND
WINDOWS

MINIMISE NOISE AND MOVEMENT

BE AWARE THAT FURTHER INFORMATION MAY TAKE SOME TIME - BE PATIENT

ONLY THE DIRECTOR OF BOARDING OR A MEMBER OF THE SENIOR LEADERSHIP TEAM
(UNDER THE DIRECTION OF THE DIRECTOR OF BOARDING) WILL PHYSICALLY ANNOUNCE
ALL CLEAR
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ACCIDENT/CRASH
There are a number of events which, given with the location of Acland House that could
impact on the hostel either directly or indirectly.
The direct impact could be the event occurring within the hostel surrounds, or indirectly
through an event occurring outside of the hostel grounds by isolating the hostel or causing
a secondary event.
If the accident poses a direct threat to the hostel a decision on what course of action is the
most appropriate should follow the decision-making process.
Potential streets immediately around Acland House which could pose a threat are:


Papanui Road



Winchester Street



Bristol Street

A major (or minor, but obstructive) motor vehicle accident on any of these roads (or other
surrounding roads within a close vicinity to the hostel) has the capacity to affect the hostel
directly or indirectly, particularly in peak times of staff and students when there is a large
amount of student movement and likewise at the closure of school and boarders returning
to their accommodation.

Gas leak - external
One of the properties of natural gas is that it is lighter than air and will dissipate into the
atmosphere in the event of a leak outside your building. If the leak is within your building,
the situation is much more serious.
Natural gas in its natural state is odourless. As a safety precaution, an odorant is added to
ensure quick detection in case of a gas leak. If you can smell gas do not allow anyone to
smoke, induce a spark, light flames, or use a mobile phone in the vicinity. As natural gas
can explode when exposed to flame or sparks, it is important to report any suspected gas
leaks immediately.
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GAS LEAK - EMERGENCY MANAGEMENT PLAN RESPONSES

Action

Response (these are not necessarily in order
of priority; circumstances will dictate the
order)
Turn off the main valve (if there is one)

GAS IS SMELT, OR A LEAK IS HEARD

If possible and safe to do so open windows to
allow the gas to dissipate into the open air.
Rescue any person in immediate danger but
only if safe to do so. Many would-be rescuers
have succumbed to fumes when attempting to
rescue a colleague.
Do not operate any electrical switches, including
lights.
Do not use cell phone in area where leak is
occurring – even if outside of building.
Warn others in the immediate area
Consider evacuation
Do not allow anyone to smoke
Notify, or have someone notify the
administration block
Call emergency services (fire, ambulance,
police)
Call the local gas company
Activating the fire alarm means operating an
electrical switch. Consider whether it is safer to
warn others and evacuate by word of mouth or
by ringing a hand bell or other warning method.
If evacuating, ensure that evacuation points are
up wind of the building or the source of the gas
leak
Follow the evacuation procedures in the
emergency management plan
Meet with and assist emergency response
personnel
Do not re-enter building or outside area until
cleared by authorised personnel
Complete emergency management planincident
report
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BOMB THREAT
IN THE EVENT OF A BOMB THREAT BEING RECEIVED AT ACLAND HOUSE, THE
EVACUATION ALARM WILL BE ACTIVATED

ON HEARING THE EVACUATION ALARM (VOICE OVER) , EVACUATE ALL BUILDINGS
IMMEDIATELY AND MOVE TO THE EVACUATION ASSEMBLY AREA IN AN ORDERLY AND
QUIET MANNER - DIAL 111

ASSEMBLE AT THE CAR PARK OUTSIDE THE COMMON ROOM

ENSURE ALL ROOMS WITHIN THE IMMEDIATE AREA OF WHERE YOU HAVE BEEN WERE
EVACUATED INCLUDING TOILETS AND ANY OTHER ROOMS IN IMMEDIATE VICINITY

DIRECTOR OF BOARDING OR DEPUTY MANAGER TO TAKE ROLLS TO EVACUATION
ASSEMBLY AREA

STUDENTS TO LINE UP IN YEAR LEVELS AND ROLL IS TO BE TAKEN

REPORT TO THE DIRECTOR OF BOARDING ONCE STAFF AND STUDENTS ACCOUNTED
FOR/NOT ACCOUNTED FOR

A DESIGNATED PERSON SHALL MEET EMERGENCY SERVICES AT THE MAIN ENTRANCE
OF THE HOSTEL ON PAPANUI ROAD
BE PREPARED TO MOVE FURTHER AWAY FROM THE SCHOOL IF DIRECTED BY A
MEMBER OF THE ACLAND HOUSE LEADERSHIP TEAM OR A MEMBER OF THE
EMERGENCY SERVICES
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BOMB THREAT
A bomb threat is not a threat to be taken lightly – a threat is a threat.
Because of recent incidents of bomb threats and scares, both within New Zealand and
overseas, and the recent tragedies of bomb threats and terrorism having occurred such as
terrorist attacks in Manchester, America and other parts of the world, counter terrorism is
becoming an unfortunate part of life.
Threats made involving an incendiary explosive device (IED) could have a form of time
restriction placed upon it. Ensuring the response to a bomb threat is dealt with in an
efficient, succinct and methodical manner will enhance safety and minimise risk to the
affected parties.
Motive
Motives relating to why an incendiary device is planted in a building or area are varied. As
outlined above, it could be from purely seeking to disrupt the school day and get out of
school, through to causing actual serious injury and/or death as a form of retaliation from a
disgruntled student/ex-student or parent.

**Do NOT move, pick up or touch any article, package or anything suspicious**

A Bomb Threat Checklist and an advice sheet on suspicious letters or packages are
provided by the New Zealand Police.

Copies of these forms are provided in this

document.
It is helpful to have the Bomb Threat Checklist in each of the houses.
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CRIMINAL ACT
IF ACLAND HOUSE, IS ADVISED OF AN UNAUTHORISED PERSON(S) ON ITS GROUNDS WHO
MAY POSE A THREAT TO THE SAFETY OF STAFF AND OR STUDENTS

A LOCK DOWN IS INDICATED BY THE INTERMITTENT SOUNDING OF THE AIR HORN FOR
APPROXIMATELY ONE MINUTE

LOCK DOWN PROCEDURES ARE INITIATED AND POLICE ARE ADVISED 111
STAY ON THE PHONE WITH EMERGENCY SERVICES IF REQUIRED TO DO SO

GO INSIDE OR STAY INSIDE - LOCK DOORS AND WINDOWS - TURN LIGHTS OFF AND
ELECTRONIC DEVICES ONTO SILENT

LIE FACE DOWN ON THE FLOOR IN THE CENTRE OF THE ROOM, AWAY FROM DOORS AND
WINDOWS

MINIMISE NOISE AND MOVEMENT

BE AWARE THAT FURTHER INFORMATION MAY TAKE SOME TIME - BE PATIENT

ONLY THE DIRECTOR OF BOARDING OR A MEMBER OF THE SENIOR LEADERSHIP TEAM
(UNDER THE DIRECTION OF THE DIRECTOR OF BOARDING) WILL PHYSICALLY ANNOUNCE
ALL CLEAR
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CRIMINAL ACT
“Criminal Act” is a term which is defined simply as an act of a criminal nature.
In an emergency, the following practice should be adopted:
Dial 111
When you dial 111 you will be asked which emergency service you want: police, fire, or
ambulance.
For police - an emergency is anything that is happening now, or has just happened where:


People are in danger



Property is in danger of loss or damage



A crime is being committed, or has just been committed, and the person or persons
responsible for it are nearby

Please let the communications operator instruct you. If they believe your call is of a
less urgent nature, you will be guided to contact the non-emergency phone number.
In dealing with these types of crimes, unless they are occurring before the reporting
person(s) eyes, the non-emergency number of the police, fire or ambulance is to be
utilised.
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-Stuff
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EARTHQUAKE
THE INITIAL ACTION DURING AN EARTHQUAKE IS TO DROP, COVER AND HOLD. ONCE
THE SHAKING HAS STOPPED, LEAVE THE BUILDINGS IF SAFE TO DO SO

ON HEARING THE EVACUATION ALARM (VOICE OVER) , EVACUATE ALL BUILDINGS
IMMEDIATELY AND MOVE TO THE EVACUATION ASSEMBLY AREA IN AN ORDERLY AND
QUIET MANNER - DIAL 111

ASSEMBLE AT THE CAR PARK OUTSIDE THE COMMON ROOM

ENSURE ALL ROOMS WITHIN THE IMMEDIATE AREA OF WHERE YOU HAVE BEEN WERE
EVACUATED INCLUDING TOILETS AND ANY OTHER ROOMS IN IMMEDIATE VICINITY

DIRECTOR OF BOARDING OR DEPUTY MANAGER TO TAKE ROLLS TO EVACUATION
ASSEMBLY AREA

STUDENTS TO LINE UP IN YEAR LEVELS AND ROLL IS TO BE TAKEN

REPORT TO THE DIRECTOR OF BOARDING ONCE STAFF AND STUDENTS ACCOUNTED
FOR/NOT ACCOUNTED FOR

A DESIGNATED PERSON SHALL MEET EMERGENCY SERVICES AT THE MAIN ENTRANCE
OF THE HOSTEL ON PAPANUI ROAD
BE PREPARED TO MOVE FURTHER AWAY FROM THE SCHOOL IF DIRECTED BY A
MEMBER OF THE ACLAND HOUSE LEADERSHIP TEAM OR A MEMBER OF THE
EMERGENCY SERVICES
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EARTHQUAKE
There are hundreds of earthquakes in New Zealand every year, but most of them are not
felt because they are either small, or many kilometres deep. However, a large, damaging
earthquake could occur at any time.
During an earthquake


If you are inside a building, move to a safe place



If you are outside, move no more than a few steps, then drop, cover and hold



If you are driving, pull over and stop



If you are at the beach or near the coast, drop, cover and hold then move to higher
ground immediately in case a tsunami follows the quake

Civil Defence website www.civildefence.govt.nz/get-tsunami-ready/ provides the following
information:
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EARTHQUAKE CHECKLIST
Earthquake Checklist


Are all heavy items of furniture secured either to the wall or bolted to the floor?



Are heavy items either secured or sitting on top of non-slip mats?



Are heavy items near floor level?



Are there strong catches on cupboard doors?



If the school buildings have any chimneys or other stacks have they been checked to
ensure that they are sound and meet any relevant building code or local authority
requirements?



Are hot water cylinders secured?



Depending on the building types, have the maintenance team confirmed that the
building is well secured to its foundations?



Are pupils drilled on actions to take during an earthquake?



Do these drills cover the need to:
o Drop, take cover under a desk or table and to hold onto the legs until the
shaking stops
o Keep away from shelves containing heavy objects and other large items of
furniture
o Keep away from windows during the shaking
o Keep away from buildings if they are outside when an earthquake starts
o Keep away from windows
o Keep away from power lines, and downed power lines
o Move only a short distance to a nearby safe place
o Stay indoors until the shaking stops and it's safe to go outside
o Stay in the school grounds until a teacher comes to get them



Are the first aid kits and manuals up to date?



Do the school first aid personnel hold current first aid certificates?



Are there waterproof torch and batteries in easily accessible places in the school?
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Is there a radio and batteries available?



Are there matches, lighter, and candles or light sticks available as back up?



Has consideration been given to the importance of having a stock of emergency food
held at the school? (Advice should be sought from Civil Defence on the recommended
amounts to store)



Stored water can be used for both drinking and cleaning wounds if the main water
supply is disrupted. (Advice should be sought from Civil Defence on the recommended
amounts to store)



Does your evacuation plan cover earthquake scenarios including the option to stay in
the building if it is safer to do so?



Is there a supply of work gloves, safety boots and overalls to use if falling debris should
be moved?

When the shaking stops


Protect yourself from further danger by putting on overalls, safety shoes / boots, and
work gloves



Check those around you and offer help if necessary



Check for injured pupils



Check for building damage get staff and pupils away from dangerous areas



Don’t forget to look up for roof and ceiling damage



Put out small fires and eliminate fire hazards



Evacuate the building if you are unable to control the fire



Turn off the gas if you think it's leaking



Listen to the radio for instructions from Civil Defence



After a big earthquake expect aftershocks - they can go on for weeks or even months.
Each time you feel one, drop, take cover, and hold on



If the school is located near the coast line or a large body of inland water, be aware of
the tsunami risk



Don't touch downed power lines - treat all power lines as live
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FIRE
UPON DISCOVERY OF A FIRE AT OR NEAR ACLAND HOUSE, ACTIVATE THE NEAREST
FIRE ALARMINITIATED

ON HEARING THE EVACUATION ALARM (VOICE OVER) , EVACUATE ALL BUILDINGS
IMMEDIATELY AND MOVE TO THE EVACUATION ASSEMBLY AREA IN AN ORDERLY AND
QUIET MANNER - DIAL 111

ASSEMBLE AT THE CAR PARK OUTSIDE THE COMMON ROOM

ENSURE ALL ROOMS WITHIN THE IMMEDIATE AREA OF WHERE YOU HAVE BEEN WERE
EVACUATED INCLUDING TOILETS AND ANY OTHER ROOMS IN IMMEDIATE VICINITY

DIRECTOR OF BOARDING OR DEPUTY MANAGER TO TAKE ROLLS TO EVACUATION
ASSEMBLY AREA

STUDENTS TO LINE UP IN YEAR LEVELS AND ROLL IS TO BE TAKEN

REPORT TO THE DIRECTOR OF BOARDING ONCE STAFF AND STUDENTS ACCOUNTED
FOR/NOT ACCOUNTED FOR

A DESIGNATED PERSON SHALL MEET EMERGENCY SERVICES AT THE MAIN ENTRANCE
OF THE HOSTEL ON PAPANUI ROAD
BE PREPARED TO MOVE FURTHER AWAY FROM THE SCHOOL IF DIRECTED BY A
MEMBER OF THE ACLAND HOUSE LEADERSHIP TEAM OR A MEMBER OF THE
EMERGENCY SERVICES
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FIRE
Fire evacuation procedures are widely acknowledged and practised throughout a variety of
industries, including schools, hospitals and various businesses which is a positive
indication of the acceptance of the requirement to conduct such drills.
This alone reinforces the need for drills to be conducted across a range of disasters and
emergencies, not just fires.
Fire drills and evacuation procedures should be conducted on a regular basis, legislative
requirements under the Fire Service Act 1975 state that a fire evacuation drill be
conducted once every six months. Calling the station while it is unattended will cause the
caller to be directed to a main communications number.

If it is an emergency, the

standard procedure of dialling 111 is required.

FIRE IS FAST. IN SECONDS A SMALL FLAME CAN TURN INTO A MAJOR FIRE.
HOWEVER, IF IT IS NOT DEALT WITH IMMEDIATELY IT WILL SPREAD.

Ring 111 to call Fire Emergency NZ in an emergency

Only if it is safe to do so should an attempt be made to extinguish a fire

Under legislation, it is a requirement that a “Notice of a proposed trial evacuation” and an
“Evacuation Report” sheet be completed and forwarded to Fire Emergency NZ. These
sheets and the respective email addresses are including in this document.
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TRIAL EVACUATION REQUIREMENTS

Fire and Emergency NZ require all New Zealand schools and boarding house to conduct a
trial evacuation exercise at least every six months.
As of the 1st of July 2018, there is only one form to be submitted which needs to be
emailed to the below address within ten days of the evacuation.
A false alarm can be classified as a time to submit the Trial Evacuation Report, likewise a
legitimate threat.
This is a requirement by law to complete and email to the below address.
It is also a legal requirement to conduct either a fire evacuation and warden training, or two
fire evacuations every six months.
This form must to be sent either via email to:
evacuation@fireandemergency.nz
Or alternatively by post to:
Fire Information Unit
Fire and Emergency New Zealand
P O Box 68 042
Wellesley Street
AUCKLAND 1141
A new addition to this form is to also quote your scheme reference number. This is the
Fire Evacuation Scheme reference number that is provided by Fire and Emergency NZ
once your scheme has been approved.
A Fire Evacuation Scheme is a documented submitted online to Fire and Emergency NZ
and relates to your school specifically. If you do not have one, please refer to Fire and
Emergency NZ website or alternatively contact Julia Harrison 021 026 71308 to discuss.
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EVACUATION REPORT
Send the completed report to the Fire Information Unit, by email evacuation@fireandemergency.nz or post to
Fire Information Unit, Fire and Emergency New Zealand, PO Box 68042, Wellesley Street, Auckland 1141.
Part A

Building description

Building name

Scheme reference

Address

Part B

Contact person details

Contact person’s name
Phone number

Mobile number

Email address

Part C

Evacuation details

Date of evacuation
Time taken to evacuate

minutes

seconds

Part D

1

Assessment outcomes

Did any injuries occur during this trial evacuation?
If yes, detail the injuries that occurred during the trial evacuation

2

am/pm

Time of evacuation

Was the evacuation alarm/method of alerting occupants clearly heard in all
areas of the building?

Yes

No

☐

☐

☐

☐

☐

☐

N/A

If no, detail issue and action taken to remedy it

3

Were all exit ways clear?
If no, detail issue and action taken to remedy it

Continued next page
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Part D, continued

4

Assessment outcomes

Were ‘FIRE ACTION NOTICES’ in place?
If no, detail issue and action taken to remedy it

5

Were systems in place to assist anyone who could not self-evacuate and if so,
did the systems function?

Yes

No

☐

☐

☐

☐

☐

☐

☐

☐

N/A

If no, detail issue and action taken to remedy it

6

Did any equipment to assist with the evacuation work as intended?
If no, detail issue and action taken to remedy it

7

Occupants accounted for or building determined to be clear in accordance with
the evacuation scheme?

☐

If no, detail issue and action taken to remedy it

8

When was the last training session for permanent occupants held?

Part E

Additional comments

Contact person signature
Follow up

☐ Tick this box if you would like to speak to someone about this trial.
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FLOODING
ON RECEIPT OF A WARNING OF HEAVY RAIN OR FLOODING WHICH COULD IMPACT ON
ACLAND HOUSE - A LOCK DOWN SHOULD BE INITIATED

A LOCK DOWN IS INDICATED BY THE INTERMITTENT SOUNDING OF THE AIR HORN FOR
APPROXIMATELY ONE MINUTE

LOCK DOWN PROCEDURES ARE INITIATED AND POLICE ARE ADVISED 111
STAY ON THE PHONE WITH EMERGENCY SERVICES IF REQUIRED TO DO SO

GO INSIDE OR STAY INSIDE - LOCK DOORS AND WINDOWS - TURN LIGHTS OFF AND
ELECTRONIC DEVICES ONTO SILENT

LIE FACE DOWN ON THE FLOOR IN THE CENTRE OF THE ROOM, AWAY FROM DOORS AND
WINDOWS

MINIMISE NOISE AND MOVEMENT

BE AWARE THAT FURTHER INFORMATION MAY TAKE SOME TIME - BE PATIENT

ONLY THE DIRECTOR OF BOARDING OR A MEMBER OF THE SENIOR LEADERSHIP TEAM
(UNDER THE DIRECTION OF THE DIRECTOR OF BOARDING) WILL PHYSICALLY ANNOUNCE
ALL CLEAR
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FLOODING
Flooding
While research suggests Acland House has not been hit directly by previous flooding that
can be located, there are areas within the Waipa District that have been designated as
flood zones.
Even if the school is not directly affected by future flooding rain, the surrounding areas
may be cut off and make access in and out of the school difficult.
The following link is an incredibly valuable tool provided by Civil Defence, particularly
focusing on “What’s the Plan Stan” educational resources regarding floods:
http://www.whatstheplanstan.govt.nz/events/floods/

If a threat of flooding develops during the day, a lock down should be initiated until the
threat is deemed to have passed.
If there is a major threat of flooding and significant notice has been provided,
evacuation procedures should be conducted and consideration to closure of the
school.
As part of the emergency management plan, if it is likely that there will be significant
amounts of rain which could potentially impact on the site, a decision will be made to either
close the school or remain in lock down. If this occurs, there is the potential for the entire
site to be isolated for periods of time, up to a few hours. This means access to the school
for parents to uplift their children may be impacted. Liaison with the local Civil Defence
office around the potential for local emergency accommodation should be made.
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LANDSLIDE
IF LAND SUBSIDANCE HAS OCCURRED OR IS LIKELY IN THE AREA NEAR TO ACLAND
HOUSE - EVACUATION PROCEDURES SHOULD BE INITIATED

ON HEARING THE EVACUATION ALARM (VOICE OVER) , EVACUATE ALL BUILDINGS
IMMEDIATELY AND MOVE TO THE EVACUATION ASSEMBLY AREA IN AN ORDERLY AND
QUIET MANNER - DIAL 111

ASSEMBLE AT THE CAR PARK OUTSIDE THE COMMON ROOM

ENSURE ALL ROOMS WITHIN THE IMMEDIATE AREA OF WHERE YOU HAVE BEEN WERE
EVACUATED INCLUDING TOILETS AND ANY OTHER ROOMS IN IMMEDIATE VICINITY

DIRECTOR OF BOARDING OR DEPUTY MANAGER TO TAKE ROLLS TO EVACUATION
ASSEMBLY AREA

STUDENTS TO LINE UP IN YEAR LEVELS AND ROLL IS TO BE TAKEN

REPORT TO THE DIRECTOR OF BOARDING ONCE STAFF AND STUDENTS ACCOUNTED
FOR/NOT ACCOUNTED FOR

A DESIGNATED PERSON SHALL MEET EMERGENCY SERVICES AT THE MAIN ENTRANCE
OF THE HOSTEL ON PAPANUI ROAD
BE PREPARED TO MOVE FURTHER AWAY FROM THE SCHOOL IF DIRECTED BY A
MEMBER OF THE ACLAND HOUSE LEADERSHIP TEAM OR A MEMBER OF THE
EMERGENCY SERVICES
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LANDSLIDE

If there is ever a threat to the school from a developing event, then the buildings should be
evacuated, or consideration given to closure of the entire school. An indirect effect of a
landslide could also impact on the boarding and school itself either by isolating it and
cutting off roads, or causing the failure of infrastructure such as water, gas, and power.

A landslide is the movement of rock and soil down a slope. Landslides can range in size
from a single boulder in a rock fall to a very large avalanche of debris with huge quantities
of rock and soil that can be spread across many kilometres.

Heavy rain, floods or

earthquake shaking can cause a landslide. Human activity, such as removal of trees and
vegetation, steep roadside cuttings or leaking water pipes can also cause landslides.

The following link is an incredibly valuable tool provided by Civil Defence, particularly
focusing on “What’s the Plan Stan” educational resources about landslides:

http://www.whatstheplanstan.govt.nz/events/landslides/
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MOBILE OFFENDER
UNAUTHORISED PERSON(S) ON OR NEAR ACLAND HOUSE AND IS POSING A THREAT TO THE
SAFETY OF STAFF AND OR STUDENTS

A LOCK DOWN IS INDICATED BY THE INTERMITTENT SOUNDING OF THE AIR HORN FOR
APPROXIMATELY ONE MINUTE

LOCK DOWN PROCEDURES ARE INITIATED AND POLICE ARE ADVISED 111
STAY ON THE PHONE WITH EMERGENCY SERVICES IF REQUIRED TO DO SO

GO INSIDE OR STAY INSIDE - LOCK DOORS AND WINDOWS - TURN LIGHTS OFF AND
ELECTRONIC DEVICES ONTO SILENT

LIE FACE DOWN ON THE FLOOR IN THE CENTRE OF THE ROOM, AWAY FROM DOORS AND
WINDOWS

MINIMISE NOISE AND MOVEMENT

BE AWARE THAT FURTHER INFORMATION MAY TAKE SOME TIME - BE PATIENT

ONLY THE DIRECTOR OF BOARDING OR A MEMBER OF THE SENIOR LEADERSHIP TEAM
(UNDER THE DIRECTION OF THE DIRECTOR OF BOARDING) WILL PHYSICALLY ANNOUNCE
ALL CLEAR
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MOBILE OFFENDER
Cambridge, like all areas, is susceptible to dangerous incidents.
The mobile offender can incorporate the following:


Active shooter (this is explained within this document)



Police pursuit (on foot)



Incidents involving weapons



Armed offender’s incident

An active shooter is an armed person who has used deadly physical force on other
persons and continues to do so while having unrestricted access to additional victims.
**DO NOT APPROACH ANY PERSON WHO IS ARMED**
**COMMENCE LOCK DOWN PROCEDURE IMMEDIATELY**
** CALL 111**
Incidents involving weapons can range from a person or person(s) carrying a pair of
scissors or a sharpened piece of stick, through to a firearm. In all cases, should a person
be on school grounds armed with any form of weapon (bearing in mind this can take the
shape of many different items), a lock down should be initiated and 111 called.
'Armed' can mean use of a firearm, knife, club, iron bar, syringe or any other weapon.
'Aggravated' means the offender, at the time of or immediately before or after an incident
that causes grievous (serious) bodily harm to any person.
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PANDEMIC
All the relevant information relating to the Ministry of Education guidelines for handling the
development of this event can be found here:
https://education.govt.nz/ministry-of-education/specific-initiatives/health-and-safety/workplace-management/pandemic-planning-kit/
Guidance regarding this step is available from the Ministry of Education, the Ministry of
Health website and if required the Canterbury District Health Board.
The lead agency in dealing with any readiness and response action in relation to the swine
flu and the potential for another variant in the upcoming flu season, is the Ministry of
Health.
The approach to this virus is an all of Government approach with the Ministry of Health as
the lead agency and being supported by several other groups, of which Civil Defence is
one and they would undertake all the welfare response requirements within their region
and community.
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STORM EVENT
IF INFORMATION IS RECEIVED FROM THE METEOROLOGICAL SERVICE ABOUT A PENDING
SEVERE WEATHER EVENT WHICH COULD IMPACT ON ACLAND HOUSE OR THE
SURROUNDING AREA

A LOCK DOWN IS INDICATED BY THE INTERMITTENT SOUNDING OF THE AIR HORN FOR
APPROXIMATELY ONE MINUTE

LOCK DOWN PROCEDURES ARE INITIATED AND POLICE ARE ADVISED 111
STAY ON THE PHONE WITH EMERGENCY SERVICES IF REQUIRED TO DO SO

GO INSIDE OR STAY INSIDE - LOCK DOORS AND WINDOWS - TURN LIGHTS OFF AND
ELECTRONIC DEVICES ONTO SILENT

LIE FACE DOWN ON THE FLOOR IN THE CENTRE OF THE ROOM, AWAY FROM DOORS AND
WINDOWS

MINIMISE NOISE AND MOVEMENT

BE AWARE THAT FURTHER INFORMATION MAY TAKE SOME TIME - BE PATIENT

ONLY THE DIRECTOR OF BOARDING OR A MEMBER OF THE SENIOR LEADERSHIP TEAM
(UNDER THE DIRECTION OF THE DIRECTOR OF BOARDING) WILL PHYSICALLY ANNOUNCE
ALL CLEAR
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STORM EVENT

Acland House is also susceptible to storm events. The entire site may have the potential
to be impacted by a storm event such as a cyclone, depending on its severity, given its
geographical location and little shelter from surrounding landscape.

One of the most

significant risks for the boarding accommodation, particularly after hours, is if there is a
large or threatening storm event hitting the buildings is flying debris caused by high winds,
particularly branches from nearby trees. This may not only send the boarding school into
lock down, but also cause issues for windows being smashed and boarders and staff
potentially being injured.

If there is a storm and a lock down is initiated, once it is

confirmed, all curtains and windows coverings should be closed to protect from smashing
glass.

Before a storm
Getting ready before a cyclone strikes, will help reduce damage to the buildings.
Review your emergency management plan.
Keep materials at hand for repairing windows, such as tarpaulins, boards and duct
tape.
If you are renovating or building, make sure all work complies with the New Zealand
building code which has specific standards to minimise storm damage.

When a warning is issued
Pick up any debris around the school that could become airborne.
Bring rubbish bins indoors.
Listen to your local radio station for information.
If you are aware of any debris from neighbouring building sites, contact the council if
you can safely.
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During a storm
Open a window on the side of the building away from the wind. This will relieve
pressure on the roof and help prevent it lifting.
Close all curtains and blinds in classrooms to slow down flying glass and airborne
objects.
Stay away from doors and windows. If the wind becomes destructive, shelter further
inside the classrooms or potentially in corridors.
Don’t walk around outside.

After a storm
Follow the procedures as per the emergency management plan following a lock down.
If there has been damage or injuries, then the crisis management structures should be
used.
Contact the council and insurance company if any building has been severely
damaged.
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SWARM OF BEES
IF A SWARM OF BEES APPROACHES OR SETTLED NEARBY ON ACLAND HOUSE, - LOCK DOWN
PROCEDURES SHOULD BE INITIATED

A LOCK DOWN IS INDICATED BY THE INTERMITTENT SOUNDING OF THE AIR HORN FOR
APPROXIMATELY ONE MINUTE

LOCK DOWN PROCEDURES ARE INITIATED AND POLICE ARE ADVISED 111
STAY ON THE PHONE WITH EMERGENCY SERVICES IF REQUIRED TO DO SO

GO INSIDE OR STAY INSIDE - LOCK DOORS AND WINDOWS - TURN LIGHTS OFF AND
ELECTRONIC DEVICES ONTO SILENT

LIE FACE DOWN ON THE FLOOR IN THE CENTRE OF THE ROOM, AWAY FROM DOORS AND
WINDOWS

MINIMISE NOISE AND MOVEMENT

BE AWARE THAT FURTHER INFORMATION MAY TAKE SOME TIME - BE PATIENT

ONLY THE DIRECTOR OF BOARDING OR A MEMBER OF THE SENIOR LEADERSHIP TEAM
(UNDER THE DIRECTION OF THE DIRECTOR OF BOARDING) WILL PHYSICALLY ANNOUNCE
ALL CLEAR
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SWARM OF BEES
Immediate response:
DO NOT start swatting at the bees. Swatting at a swarm of bees is not only pointless as
you are far outnumbered, but it will only serve to anger the bees even more which
probably means more stings.
DO NOT freeze where you are, especially if you have already been stung. Freezing will
make the bees mistake you for a flower and continue to attack.
DO make a quick escape. The bees are most likely attacking you because they feel their
hive is being threatened by your presence. Running in the opposite direction of where you
were originally heading when the attack began may be enough to calm the bees down. If
you start to feel bees bouncing off your body as you are walking along, they are trying to
warn you that you are getting too close and you should immediately turn around and walk
away.
DO protect your eyes and face as much as you can if you're in the middle of a swarm. If
your eyes swell shut from stings, it's going to be much harder for you to escape.
DO try to get indoors or run through bushes. Being indoors or in a group of bushes may
offer you shelter from the bees and deter them from continuing to attack.
Once you are safe and others are out of danger, seek medical attention if there are
adverse reactions to the stings or there have been multiple stings. Remove any stingers
that are still in your skin once you can escape the swarm of bees. Bee stingers deliver
doses of venom, so it's important to remove them as soon as possible.
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KAWHIA SCHOOL IN LOCK DOWN DUE TO BEES
In November 2015, Kawhia School on the west coast of the North Island was hit three
times by a swarm of bees, each causing a lock down. On the third and final occurrence of
the bees hitting the school, they nested in the school and the Fire Service were called.
The initial response as indicated is a lock down until directed otherwise. In this instance
after 45 minutes of being in lock down, the NZ Fire Service deemed it safe for the staff and
students to be evacuated in a controlled manner to a nearby facility, for collection by their
parents/caregivers.
Harrison Tew worked with Kawhia School on implementing an emergency management
plan, resulting in the school acting immediately and following the correct procedures.

Article: Stuff.co.nz November 10th 2015
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THREATENING BEHAVIOUR
PERSON(S) ACTIONS BECOME VIOLENT/THREATENING AND THERE IS A RISK TO THE SAFETY
OF STAFF AND OR STUDENTS AT ACLAND HOUSE

A LOCK DOWN IS INDICATED BY THE INTERMITTENT SOUNDING OF THE AIR HORN FOR
APPROXIMATELY ONE MINUTE

LOCK DOWN PROCEDURES ARE INITIATED AND POLICE ARE ADVISED 111
STAY ON THE PHONE WITH EMERGENCY SERVICES IF REQUIRED TO DO SO

GO INSIDE OR STAY INSIDE - LOCK DOORS AND WINDOWS - TURN LIGHTS OFF AND
ELECTRONIC DEVICES ONTO SILENT

LIE FACE DOWN ON THE FLOOR IN THE CENTRE OF THE ROOM, AWAY FROM DOORS AND
WINDOWS

MINIMISE NOISE AND MOVEMENT

BE AWARE THAT FURTHER INFORMATION MAY TAKE SOME TIME - BE PATIENT

ONLY THE DIRECTOR OF BOARDING OR A MEMBER OF THE SENIOR LEADERSHIP TEAM
(UNDER THE DIRECTION OF THE DIRECTOR OF BOARDING) WILL PHYSICALLY ANNOUNCE
ALL CLEAR
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THREATENING BEHAVIOUR
Violent and/or threatening behaviour can be one of, but not limited to, the following:


Disgruntled parent



Custody dispute



Mentally impaired person



Trespasser



Civil disorder(s)

Scenario One
A female (mother of one of the boarders) enters Riddet House and approaches one of the
boarders. She demands to see the boarding master and to tell her where he is. When the
boarder states that he doesn’t know, she becomes highly agitated. Her demeanour is
escalating, and she starts to become more aggravated, quite clearly having no control over
her behaviour, although at this stage, she has not committed any acts of actual physical
violence, she is acting in a manner which is both threatening however and has the
potential to possibly escalate to that of violence.


It is evident from her demands that she is requiring attention and wants to be heard.
Letting her “vent” may be best, but one of the boarders is not the right person to do
this to. Try and get another person to send for help.



Keep calm.



If the boarding mastercan be present, attempt to engage with her “tell me what has
happened”.



At the same time, the female should be monitored by another staff member and if
she is not calming down, then assistance should be called for.

Scenario Two
Whilst in the common room, one of the female boarding students in Wrigley House,
notices a stranger on the premises. He looks a little unusual and seems out of place. The
student immediately contacts the boarding master, who in turn makes the decision to
approach the male within full visibility of the other rooms. Prior to leaving, she asks the
student to get assistance for her.
ACLAND HOUSE EMERGENCY MANAGEMENT PLAN © 2020 - HARRISON TEW® CONSULTANTS (NZ) LTD
P a g e | 82

As she approaches the male, she notes that he appears confused and after speaking with
him to ascertain if she can assist him, his speech is slurred, and he is unclear of his
surroundings or why he is on the grounds.
Although not confrontational, this situation has the potential to escalate, jeopardising the
safety of people on-site.
Both examples are situations which would validate going into lock down immediately.
It is not expected by the school and/or emergency agency (i.e. police) that any staff
member or student at Christchurch Girls’ High Schoolconfront trespassers and in any
way,which could jeopardise their safety. Calling for assistance is the preferred option prior
to approaching any person.
SAFETY IS OF PARAMOUNT IMPORTANCE
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TSUNAMI (WITH WARNING)
A WARNING HAS BEEN RECEIVED OF A TSUNAMI WHICH MAY IMPACT CANTERBURY
REGION, POSING A THREAT TO STAFF AND STUDENTS AT ACLAND HOUSE

ON HEARING THE EVACUATION ALARM (VOICE OVER) , EVACUATE ALL BUILDINGS
IMMEDIATELY AND MOVE TO THE EVACUATION ASSEMBLY AREA IN AN ORDERLY AND
QUIET MANNER - DIAL 111

ASSEMBLE AT THE CAR PARK OUTSIDE THE COMMON ROOM

ENSURE ALL ROOMS WITHIN THE IMMEDIATE AREA OF WHERE YOU HAVE BEEN WERE
EVACUATED INCLUDING TOILETS AND ANY OTHER ROOMS IN IMMEDIATE VICINITY

DIRECTOR OF BOARDING OR DEPUTY MANAGER TO TAKE ROLLS TO EVACUATION
ASSEMBLY AREA

STUDENTS TO LINE UP IN YEAR LEVELS AND ROLL IS TO BE TAKEN

REPORT TO THE DIRECTOR OF BOARDING ONCE STAFF AND STUDENTS ACCOUNTED
FOR/NOT ACCOUNTED FOR

A DESIGNATED PERSON SHALL MEET EMERGENCY SERVICES AT THE MAIN ENTRANCE
OF THE HOSTEL ON PAPANUI ROAD
BE PREPARED TO MOVE FURTHER AWAY FROM THE SCHOOL IF DIRECTED BY A
MEMBER OF THE ACLAND HOUSE LEADERSHIP TEAM OR A MEMBER OF THE
EMERGENCY SERVICES
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TSUNAMI (WITHOUT WARNING)
IF THERE IS A TSUNAMI WARNING THAT MAY IMPACT ACLAND HOUSE IN LESS THAN TWO
HOURS

A LOCK DOWN IS INDICATED BY THE INTERMITTENT SOUNDING OF THE AIR HORN FOR
APPROXIMATELY ONE MINUTE

LOCK DOWN PROCEDURES ARE INITIATED AND POLICE ARE ADVISED 111
STAY ON THE PHONE WITH EMERGENCY SERVICES IF REQUIRED TO DO SO

GO INSIDE OR STAY INSIDE - LOCK DOORS AND WINDOWS - TURN LIGHTS OFF AND
ELECTRONIC DEVICES ONTO SILENT

LIE FACE DOWN ON THE FLOOR IN THE CENTRE OF THE ROOM, AWAY FROM DOORS AND
WINDOWS

MINIMISE NOISE AND MOVEMENT

BE AWARE THAT FURTHER INFORMATION MAY TAKE SOME TIME - BE PATIENT

ONLY THE DIRECTOR OF BOARDING OR A MEMBER OF THE SENIOR LEADERSHIP TEAM
(UNDER THE DIRECTION OF THE DIRECTOR OF BOARDING) WILL PHYSICALLY ANNOUNCE
ALL CLEAR
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TSUNAMI

It is important to listen to radios, should any type of threat come in which places the school
at risk and constant and correct communication with staff, students, the high school and
externally needs to be a priority also, once a lock down has been initiated.
The following link is an incredibly valuable tool provided by Civil Defence, particularly
focusing on “What’s the Plan Stan” educational resources regarding tsunami:

http://www.whatstheplanstan.govt.nz/events/tsunami/

The worst-case scenario is suggested for Acland House, and that is a regional or
local source tsunami which may arrive within two hours.
If the event is likely to occur after this period (i.e. greater than two hours) then a
decision will need to be made when either send staff and students home and close
the school given the likelihood of large-scale evacuations.
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The New Zealand Tsunami Gauge Network consists of pressure sensors with the
capability to measure rapid sea level changes, either confirming or ruling out the
passage of a tsunami. It also has a Continuous GPS Network whose exact position
is determined using the geometry of satellite orbits.
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VOLCANO
IF A VOLCANIC ERUPTION IS IMMINENT WITH THE POTENTIAL TO JEOPARDISE THE
SAFETY OF STAFF AND STUDENTS AT ACLAND HOUSE , EVACUATION PROCEDURES
SHOULD BE INITIATED

ON HEARING THE EVACUATION ALARM (VOICE OVER) , EVACUATE ALL BUILDINGS
IMMEDIATELY AND MOVE TO THE EVACUATION ASSEMBLY AREA IN AN ORDERLY AND
QUIET MANNER - DIAL 111

ASSEMBLE AT THE CAR PARK OUTSIDE THE COMMON ROOM

ENSURE ALL ROOMS WITHIN THE IMMEDIATE AREA OF WHERE YOU HAVE BEEN WERE
EVACUATED INCLUDING TOILETS AND ANY OTHER ROOMS IN IMMEDIATE VICINITY

DIRECTOR OF BOARDING OR DEPUTY MANAGER TO TAKE ROLLS TO EVACUATION
ASSEMBLY AREA

STUDENTS TO LINE UP IN YEAR LEVELS AND ROLL IS TO BE TAKEN

REPORT TO THE DIRECTOR OF BOARDING ONCE STAFF AND STUDENTS ACCOUNTED
FOR/NOT ACCOUNTED FOR

A DESIGNATED PERSON SHALL MEET EMERGENCY SERVICES AT THE MAIN ENTRANCE
OF THE HOSTEL ON PAPANUI ROAD
BE PREPARED TO MOVE FURTHER AWAY FROM THE SCHOOL IF DIRECTED BY A
MEMBER OF THE ACLAND HOUSE LEADERSHIP TEAM OR A MEMBER OF THE
EMERGENCY SERVICES
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VOLCANO
There are seven active volcanic regions in New Zealand, one of the most prominent being
Rangitoto. Those living in these regions are at risk from volcanic ash, debris, lahars and
lava flows. Volcanic ash fall is the most likely volcanic hazard that will impact the local
populations. The only way that any area will be affected is if the wind blows the ash cloud
in that direction.
Volcanic ash consists of tiny jagged pieces of rock and glass. It is hard, abrasive, mildly
corrosive, conduct electricity when wet and does not dissolve in water. The way ash is
spread over broad areas is by wind. A spectacular image of the eruption of Shinmoedake,
Japan, shows the eruption plume being “bent over” and directed by the local prevailing
winds and subsequent ashfall.

During an ash fall:


Stay indoors



Close windows and doors



Turn off air-conditioning units and any other equipment that draws in or blows air



Listen to the radio for advice and information



Ensure that staff and pupils stay indoors



If anyone is outside, the emergency management plan briefings should have covered
the need for them to seek shelter and to use a mask or handkerchief for breathing



Protective clothing especially if working in the ash fall should be worn by anyone who
must work outside in an emergency and goggles used to protect the eyes
ACLAND HOUSE EMERGENCY MANAGEMENT PLAN © 2020 - HARRISON TEW® CONSULTANTS (NZ) LTD
P a g e | 90



Monitor the amount of ash on roofs. There have been cases overseas where roofs
have collapsed under the weight of wet ash causing injury to the occupants



Be prepared to evacuate buildings which show signs of roof sagging



In heavy ash falls, windows and doors may need additional sealing to avoid ash
entering the school buildings. Extra care must be taken by people entering buildings to
ensure that outer clothing and footwear is removed early to avoid spreading ash
throughout the building



Protect buildings where fresh foodstuffs are stored to reduce the amount of ash
entering the building



Disconnection of roof-fed water supply is only required when an ash fall is occurring or
during the clean up to stop ash entering the storage tanks



If possible have school outdoor equipment, cars etc. parked under-cover or cover them
How to clean up after an ash fall



Wetting down ash will form a glue-like material which is not easy to remove and add
weight to the ash. The best method is to lightly dampen the ash to prevent it billowing
and to sweep it up



Remove ash immediately (before rain if possible) but remember ash particles
commonly have sharp broken edges making it a very abrasive material



Clean rooftops first to reduce windblown ash covering cleaned areas or damage to
guttering and blocking down-pipes



Place ash in rubbish bags if possible and seal them



Do not dump ash in the storm-water or sewage system



Contact your council for information on the disposal of ash



Prevent further ash entering the school by restricting access to the most protected
(sheltered) entrance



Vacuum indoor surfaces were possible or use a damp cloth to remove ash. Avoid
vigorous rubbing



Clean electrical systems. Dry ash should be blown off with high pressure air, while wet
ash should be cleaned off by hand or with water at high pressure
Ensure that the power is off before doing this and if in doubt have a licensed
electrician check the equipment for safety.
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LOCK DOWN PACK 2020
ACLAND HOUSE
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ACLAND HOUSE SLT LOCK DOWN CHECKLIST
TASK
Information received – and lock down authorised
1

Lock all office doors and windows, turn lights off

2

Put lock down sign up

3

Activate lock down alarm – air horn sounding intermittently for one minute
Another alternative is hand-held radios or mobile phones will be adequate.

4

Move into the designated incident control room –Director of Boarding’s Office,
close the blinds and lights off (including call taker or person receiving initial
information)

5

Start making notes in the lock down emergency log

6

Call 111 confirming you have gone into lock down (if applicable) and obtain a
reference number (known by police as an “event number”)

7

Obtain as much information as possible from emergency services (if applicable)

8

Call 111 intermittently as often as required (ONLY FOR A GENUINE
EMERGENCY NOT A PRACTICE – this will depend on the gravity of the incident
and seriousness to safety of staff and students
TAKE A MOMENT AND REGATHER CONTROL WITH PERSONNEL IN INCIDENT
CONTROL ROOM

9

Contact the principal and advise of the situation.

10

Wade Harrison 0274 29 0018 and/or Julia Harrison 021 026 71308 are available for
advice if you feel you need to

Communication to parents of boarders, family members of staff who reside on-site and
updating the website and Facebook page, needs to come from the senior leadership team,
to ensure the message is consistent and that the Director of Boarding can focus on the
boarding house. This will require the principal to gather his IT staff and other SLT who are
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able to access and update these programmes.
Open communication MUST be maintained between the Principal and Director of Boarding,
whether discussions are being held or not. Any emergency occurring in an area of the
boarding house, needs to be reported immediately to the Director of Boarding, who will
advise emergency services. The principal will then be notified of this.

8

Update staff by hand-held radio, email or text, even if there’s no new information.

9

If anyone in the boarding is phoned by the police advising lock down is over,
advise the Director of Boarding. The Director of Boarding then needs to call 111
back to confirm that the houses can all be released.

10

Advise the principal that the pods are about to be released to the respective
evacuation assembly points.

The boarding administrator is to be advised that he/she may release the
11 boarders. Boarding administrator, once cleared the pods, is to take master
keys, high visibility vest, hand-held radio and mobile phone to the
evacuation assembly point.
Once everyone on-site is accounted for at evacuation assembly area, the Director
of Boarding, boarding administrator and any members of the senior leadership
12
team who have been on-site or have returned to the boarding house and involved
in the emergency, are to meet at a designated office.
13

All communications will be required to be updated by the IT Department or senior
leadership team on the website, Facebook page and advising the
parents/caregivers of the boarders as to the outcome.

14

Arrange a time to conduct de-brief with all boarding staff and then a de-brief with
boarders.

15

The following day, if the incident is after hours, send a letter to all
parents/caregivers to advise of what took place at the boarding house in more
detail.
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LOCK DOWN EMERGENCY LOG
Event No (from Police if applicable)

P0………….

Date of incident:
Type of incident:
Time lock down
initiated:
Log taker:
Members in
incident room:

TIME

OCCURRENCE/DETAILS
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EXAMPLES OF COMMUNICATION FOR AN EXERCISE ONLY

EMAIL TO STAFF
As you are aware, Acland House is conducting a lock down exercise. This is how you will
receive information in the first instance should a lock down occur. Please remember to
monitor your emails for updates and ensure that noise and movement is kept to an
absolute minimum. Please reply to this email – do not hit “reply all”, just “reply.”
You will be advised PHYSICALLY of the all-clear by a pre-designated member of the
senior team. Do not come out of lock down until this occurs.

NOTICE FOR WEBSITE
Acland House is conducting a lock down exercise.

All updates are provided on our

website. Please do not come to the boarding house or phone the boarding house as you
will not be attended to.

We will update this website when the exercise has been

completed. Thank you.

EMAIL TO STAFF FAMILIES
Acland House is conducting a lock down exercise. This is how you will be notified, should
a lock down occur at the boarding house. Please refrain from contacting any staff at the
boarding house, as this could lead to distraction of their primary focus, which is caring for
our students.

All further updates will be provided on the boarding house website

www.cghs.school.nz

MESSAGE FOR TEXT
Acland House is conducting a lock down exercise. This is not a real incident. Please
monitor website www.cghs.school.nz for updates.
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EMAIL TO STUDENT FAMILIES
Acland House is conducting a lock down exercise. This is how you will be notified in the
first instance, should a lock down occur at the boarding house. Please do not come to the
boarding house or phone the boarding house as you will not be attended to.

Your

assistance and cooperation are appreciated. All further updates will be provided on the
boarding house website www.cghs.school.nz

NOTICE FOR WEBSITE POST LOCK DOWN

We have completed our lock down exercise and all students, staff and persons on-site are
safely accounted for. Everyone did extremely well and responded to instructions. A notice
will be going out to parents/caregivers tonight to provide some more information about our
emergency lock down procedures.
We will be sending a notice/email out tonight providing information on what has occurred
today. I would like to personally thank you for your support while we conduct these
practices.
Kind regards – Dee Guillemot-Rodgerson, Director of Boarding
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EXAMPLES OF COMMUNICATION FOR A LEGITIMATE LOCK DOWN
EMAIL TO STAFF
Acland House has been requested to go into lock down because of an incident [nearby/at
the boarding house]. Please continue to monitor your email for regular updates. Ensure
that noise and movement is kept to an absolute minimum and ensure that your doors and
windows are locked, and your lights switched off.
Please reply to this email – do not hit “reply all”, just “reply.”
You will be advised PHYSICALLY of the all-clear. Do not come out of lock down until this
occurs.
EMAIL TO STAFF FAMILIES
Acland House has been advised to go into lock down [by the police/initiated by the
boarding house] because of [bees/precautionary measure by the police/storm/dog etc].
Please refrain from contacting any staff at the boarding house, as this could lead to
distraction of their primary focus, which is caring for our students. All further updates will
be provided on the boarding house website. www.cghs.school.nz

MESSAGE FOR TEXT
Acland House is currently in lock down. Please monitor the boarding house website
www.cghs.school.nz for updates.

EMAIL TO STUDENT FAMILIES
Acland House has been advised to go into lock down [by the police/initiated by the
boarding house] because of [bees/precautionary measure by the police/storm/dog etc].
Please do not come to the boarding house or phone the boarding house as you will not be
attended to as your child’s welfare and safety is our priority. This includes contacting via
email or phone, your son and/or daughter.
appreciated at this time.

Your assistance and cooperation are

All further updates will be provided on the boarding house

website. www.cghs.school.nz
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NOTICE FOR WEBSITE

Acland House has gone into lock down because of [incident]. We will continue to provide
updates on our website as often as possible. Please do not come to the boarding house
or phone the boarding house as you will not be attended to and this may cause disruption
to the management of this incident and could potentially place yourselves and/or our staff
and student’s safety at risk. We will update this website when the lock down has been
completed. Thank you.

NOTICE FOR WEBSITE POST LOCK DOWN

We have come out of lock down and all students, staff and persons on-site are safely
accounted for. Everyone did extremely well and responded to instructions. A notice will
be going out to parents/caregivers tonight to provide some more information about our
emergency lock down procedures.
I would like to personally thank you for your support and trust during this difficult time.
Kind regards – Dee Guillemot-Rodgerson, Director of Boarding
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LETTER FOR PARENTS BEFORE LOCKDOWN EXERCISE

Dear Parents

Recently, Acland House engaged the services of an independent company, Harrison
Tew®, who specialise in emergency management planning for boarding houses. The
procedures developed by Harrison Tew allow us to respond safely and quickly to a range
of circumstances.
As a component of the implementation of the emergency procedures into our boarding
house, specialised training is being conducted with senior leadership and our staff. The
students will also receive training directed at their respective age groups from Harrison
Tew®.
The training consists of a low key but detailed approach to potential threats and has been
successfully implemented in hundreds of boarding houses throughout New Zealand.
After the training, we will be conducting a lock down exercise under the guidance and
support of Harrison Tew®.
The exercise will be as real-life as possible, which will mean that parents/families will
receive notification by way of text and/or email. The information passed on will emphasise
that this is an exercise/practice and will explain that all updated information will then be
posted on the boarding house website.
Prior to this occurring, can I please remind all parents and caregivers to ensure your
contact details (mobile phone numbers and email addresses) are current as this will be our
communication with you, should an emergency occur at the boarding house.
In a genuine incident, should you hear of a lock down or evacuation at the boarding house,
can I please ask that you do not attend the boarding house or phone, as we will not be
able to respond. Your presence at, or contact with, the boarding house may make it more
difficult for us to manage the situation and could potentially place your children and, in fact,
yourselves at risk.
We thank you for your support.
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LETTER FOR PARENTS AFTER LOCKDOWN EXERCISE

Dear Parents

As previously indicated in our letter sent out prior to the lock down exercise, Acland House
has been working with an independent company, Harrison Tew®, who specialise in
Emergency Management Plans for boarding houses and educational facilities. The
procedures implemented allow us to respond safely and quickly to a range of
circumstances.
Our entire boarding house, including our students, have all participated in training sessions
and the response and interaction was very positive.
Today on the [date of lock down], we conducted a boarding house-wide lockdown exercise
under the guidance of Harrison Tew®. We are pleased to inform you that our students
responded safely, maturely and with a nature of controlled urgency.
The lockdown is now a part of our emergency procedures. We will be implementing
emergency protocol exercises each term to ensure all staff and students remain familiar
with our processes.
Should you hear of a lock down or evacuation at the boarding house, can I please ask that
you do not attend the boarding house or phone, as we will not be able to respond. Your
presence or contact may make it more difficult for us or the emergency services to
manage a situation.
Any information pertaining to an emergency occurring at the boarding house will be
updated on our website as regularly as possible.
We believe that these procedures that we conduct for lock downs and evacuations should
be deemed in a positive light, as it places us in excellent stead should one occur. It is
important that we practice these, as we don’t want our first lock down to be the real one.

We thank you for your support.
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ACLAND HOUSE IS CONDUCTING A

PRACTICE LOCK DOWN
UPDATES WILL BE ON THE SCHOOL WEBSITE
www.cghs.school.nz

ACLAND HOUSE IS IN

ALL UPDATES WILL BE ON THE SCHOOL WEBSITE
www.cghs.school.nz

