Annex Four - Steps for Developing an Emergency Plan

1.
Establish your planning process and identify your key sources of information

	Task
	Responsibility
	Due by
	Done
	Initial

	Appoint a person to be in charge of the Plan development project and name Plan Coordinator in your Emergency Plan.
	
	
	
	

	Appoint a Planning Team (between 2-5 people). Name them in your Emergency Plan and include their role in the team.
	
	
	
	

	Make contact with your local Special Education (Ministry of Education) office.
	
	
	
	

	Make contact with your CDEM Group office and your local Emergency Management Office (as advised by the CDEM Group).
	
	
	
	

	Quickly review the emergency material you have available right now and scan the suggested resource.
	
	
	
	


2.
Identify the specific natural hazards that may affect your ECE service and actions that can be taken to address their consequences

	Task
	Responsibility
	Due by
	Done
	Initial

	Identify the hazards and risks that could lead to an emergency for the ECE service.
	
	
	
	

	Meet with local Emergency Management Office (at the local council) for an update on hazards for the area.
	
	
	
	

	Complete a hazards list or add to your existing one:

· Identify consequences and likelihood

· Identify what steps the service could take to reduce any impacts
	
	
	
	

	List any resulting procedures you have identified you will need.
	
	
	
	


3.
Involve your community

	Task
	Responsibility
	Due by
	Done
	Initial

	Identify which neighbours might be able to help you (and how you might be able to assist them).
	
	
	
	

	Draw up written arrangements as needed with community partners.
	
	
	
	


4.
Write your Emergency Plan

	Task
	Responsibility
	Due by
	Done
	Initial

	Determine the management structure you will use for emergencies.
	
	
	
	

	As a team, consider all the things that could generate an emergency and decide on actions to be taken for specific emergency scenarios.
	
	
	
	

	Appoint staff to be responsible for different roles in an emergency.
	
	
	
	

	Gather together contact details for staff, contractors, emergency assistance etc.
	
	
	
	

	Determine how people at the ECE service will know when an emergency has occurred - siren, alarm, flashing lights, phone calls, PA messages, word of mouth, whistles etc.
	
	
	
	

	Decide how to keep track of visitors on the premises.
	
	
	
	

	Draw up a locality map showing the ECE service in relation to the wider community. 
	
	
	
	

	Decide on what basis you would close the ECE service.
	
	
	
	

	Determine your evacuation and shelter-in-place procedures.
	
	
	
	

	Identify all the safety and emergency resources the ECE service already has and identify what else is needed (for children, staff and pets).
	
	
	
	

	Ensure you have the necessary information about each of the children in your care and make sure this is an accessible form in an emergency.
	
	
	
	

	Prepare a list of people with special needs at the ECE service who require extra assistance in an emergency.
	
	
	
	

	Determine how communication will work with parents during and after emergencies.
	
	
	
	

	Gather together contact details for staff, contractors, emergency assistance etc.
	
	
	
	

	Be clear about your ECE service’s child release policies.
	
	
	
	

	Discuss recovery planning – what will you do to get your ECE service back to normalcy.
	
	
	
	

	Decide how you will know if your buildings are safe to use after an event.
	
	
	
	

	Determine what you need to do to be able to reopen the the ECE service and how you will communicate it.
	
	
	
	

	Determine how to maintain contact and communication with parents if emergency continues or if the ECE service needs to close for a period of time.
	
	
	
	

	Decide what elements of business continuity you will put in place.
	
	
	
	

	Make sure you know who to contact for advice on supporting the ongoing emotional health of children and staff.
	
	
	
	

	Compile important insurance information and have forms ready to record information about damages and losses.
	
	
	
	

	Ensure you know your ECE services policies around media.
	
	
	
	

	Determine a structure and layout for your Emergency Plan.
	
	
	
	

	Fill in the detail of the Emergency Plan.
	
	
	
	

	Ask your local Emergency Management Office for advice on content.
	
	
	
	

	Complete any written or graphic material that needs to be displayed in public.
	
	
	
	

	Make sure everyone in the Planning Team reviews the draft.
	
	
	
	

	Ensure the Emergency Plan is approved by the ECE service provider.
	
	
	
	

	Advise parents, staff, and neighbours of the Emergency Plan. 
	
	
	
	


5.
Put your Emergency Plan in place

	Task
	Responsibility
	Due by
	Done
	Initial

	Display your evacuation information. 
	
	
	
	

	Erect signs for exits, evacuation routes, assembly areas, shelter-in-place locations, safety equipment and first aid. 
	
	
	
	

	Install emergency warning systems (sirens, PA system) if applicable. 
	
	
	
	

	Develop and deliver a training programme for staff with emergency responsibilities. 
	
	
	
	

	Conduct an exercise based on the Emergency Plan (at least every six months). 
	
	
	
	

	Review the Emergency Plan after every exercise. 
	
	
	
	

	Update contact lists and other information in your Emergency Plan annually 
(six months is advised). 
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