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TIKOKINO SCHOOL

HEALTH AND SAFETY

SUPPORTING DOCUMENT – Emergency Evacuation Guidelines

· Civil Defence Guidelines

EMERGENCY EVACUATION GUIDELINES

1) In the event of a continuous ringing of the bell:
a) Teachers evacuate classrooms in orderly fashion, taking class lists to the cricket pitch area;

b) Classes assemble quietly and teachers to call rolls;

c) Principal or nominee to assume control of situation.

2) If an emergency arises during interval times then children to proceed directly to emergency area.

a) Any adult may affect an evacuation by ringing the bell if the situation arises;

b) No attempt should be made to save property as the children are our paramount concern.

c) Other staff must ensure that they have an emergency buddy eg dental nurse and cleaner, to be responsible for each others well-being.

3) In the Event of Flooding:

a) Classes to remain in classrooms until given individual instructions.

4) During an Earthquake:

a) Under furniture – hold desk legs, assume the foetal position 

      and protect the head. Don’t evacuate during the earthquake.

5) In the Event of a Cyclone

a) Classes to remain in classrooms until given individual instructions.

6) In the Event of a Volcanic Eruption:

a) Classes to remain in classrooms until given individual       instructions.

CIVIL DEFENCE GUIDELINES

A) 
EARTHQUAKE DRILLS

1) Responsibilities of School Principals
School Principals are responsible for ensuring that all teachers and pupils are familiar with the procedures to be followed in the event of an earthquake, fires or other emergency.

Earthquake and evacuation drills are to be held at least once a term.

2). Responsibilities of Teachers
Purpose of the Drill:
Earthquake drills must be thoroughly instilled in the minds of the pupils so that in an emergency there is no confusion or panic.

Explanation of the Nature of Earthquakes

To the older pupils the teacher should explain that it is essential to understand the procedures fully as there is no warning of an earthquake and prompt action in taking cover could save lives. In infant classes the drill should be conducted as a game. Pupils should be told how earthquakes occur, a simple explanation could also be given of the structure of a building and how it resembles and reacts like a box as compared to a set of blocks.

Instruction to Pupils

Earthquake drills should be initiated by the teacher in each class. Pupils should be given instruction in the procedures in taking cover in the event of an earthquake when they are inside the school. Instruction should also be given on the action to be taken when pupils are outside the school buildings or aboard a school bus.

Taking cover

Teachers should use the word “DROP” to indicate the beginning of drill for their classes. Pupils should either get under a desk or table if one is near or use the following procedure:

Drop to knees away from windows, keep knees together, clasp desk legs, bury face in arms protecting the head, close eyes tightly and stay in position until it is safe to move.

If pupils cannot all get away from windows they should have their backs towards the glass.

3) Evacuation Drills

Evacuation procedures should form an integral part of an earthquake drill so that pupils become familiar with the alternative escape routes. Point out any exit routes which could become unsafe in an earthquake. Blocked exit drill, in which the primary exit or escape route is unavailable, should be conducted from time to time as part of the regular evacuation drill. 

4) Escape Routes
Primary Escape Routes  - this should be the normal daily exit route.

Secondary Escape Routes  - this can be exterior fire escape, external window or interconnecting doors which enable pupils to pass directly through adjoining classrooms. It is important to check at regular intervals that these escape routes are not blocked.

Doors on Escape Routes – these doors must not be blocked when the school is occupied. Interconnecting doors must not be fitted with locks without prior consultation with the Board of Trustees.

B) 
WHEN AN EARTHQUAKE OCCURS

1) SAFETY MEASURES IN THE CLASSROOM DURING AN EARTHQUAKE

Take cover

Take cover beneath some part of the structure which is reinforced e.g doorway, strong desk.

Stay Inside

Do not move outside during an earthquake. Keep back to any glass surface as shattering glass can cause considerable injury.

Teacher Instructions

On-the-spot instructions must come from the teacher in charge of each class. Instruct pupils to move the shortest distance before taking cover. (Refer Section A)

Pupils Outside the School Buildings

Move clear of all buildings and potentially dangerous structures. A safe distance from buildings is 20 metres for single storey buildings (20 strides). Pupils should be warned to keep well clear of all broken or over head power lines.

2) EVACUATION OF THE SCHOOL AFTER AN EARTHQUAKE

Decision to Evacuate a Building

This rests with the Principal. Most earthquakes will not be severe enough to cause any damage and the Principal can allow the school to continue working. However, if there is any reason to believe that any building may have been structurally weakened, the Principal should order the immediate evacuation of the affected buildings.

Sound the Evacuation Signal

This signal should be instantly recognisable by all e.g. continuous ringing of a bell.

Switch off all Power and Fuel Supplies

Fire can start from gas fittings, electrical equipment or heating appliance damaged by an earthquake. Each teacher must turn off power or fuel supplies before leaving the classroom.

Turn off Water at the Mains

This is essential to prevent water loss from damaged pipes as water will be a precious commodity in the even of an emergency. Save water in tanks and cisterns. Fill available containers with water.

Escape Routes

Pupils must leave the school buildings in an orderly manner by the quickest and safest route.

After shocks

Because of the risk of after shocks all earthquake evacuation procedures must be planned so that pupils spend little time in potential danger spots and go singly rather than in large groups.

Assembly Points

Once clear of the building pupils must move to predetermined assembly points well clear of the school buildings i.e cricket pitch area.

Full Roll Call

Pupils must be lined up into classes at the assembly point and their names checked against the attendance register. The register should be brought either from the classroom by the teacher or delivered to the class teacher from the administration office by a senior member of staff. A check must also be made to ensure that all members of staff are present. The Principal must ascertain what the situation is and how many pupils and teachers, if any, are still in the school.

Sanitation

Do not flush a water cistern as sanitation drainage may be either blocked or damaged. Steps should be taken to provide an alternative sanitation arrangement.

Rescue Work

Those schools which have teams properly trained in Civil Defence measures, including first aid and light rescue, may use these personnel to assist in rescue work, ie. pupils trapped in buildings.

3)   DISPERSAL OF PUPILS

Whether to Send Pupils Home

The final decision as to whether the damage is serious enough to send the pupils home rest with the Principal. Pupils must not be released until it is safe to travel. Following a severe earthquake, roads will almost certainly be impassable and transport services may be disrupted which could make it difficult for pupils to get home. In such a situation it may be advisable for pupils to be kept on the premises under supervision, overnight if necessary.

Procedures for Sending Pupils Home

If children are dismissed from school, they should be grouped according to the location of their homes and escorted home by an adult. Accurate records must be kept of the children’s names and the person responsible for them. All children whose parents are not home must be kept at school.

4) SAFETY PROCEDURES FOR PUPILS TRAVELLING ON A SCHOOL BUS.

Bus Driver’s Responsibility

If an earthquake occurs while pupils are in a school bus, the bus driver is responsible for their safety. The driver must judge what actions are appropriate in the particular circumstances.

Controlling the Bus in a Strong Earthquake

A moving vehicle can become difficult to control and the driver should try to slow down and be ready to stop if necessary.

Damage to the Road or Fallen Debris

This may force the bus to stop, if the bus becomes immobilised in an unsafe position it should be evacuated immediately because of the risk of aftershocks.

If Roads are still Usable

Proceed with caution keeping clear of potential hazards such as buildings, walls, bridges.

VOLCANIC ERUPTION

GUIDELINES

1) All children to be assembled inside school buildings (Ringing of a hand bell)

    Ring hand bell continuously to assemble children

    Roll call.

2) External clothing is to be removed before entering a building. (Volcanic ash is acidic            and difficult to get rid of.) 

3) Conserve water. Disconnect roof pipes from tanks and cover inlets.

4) Keep gutters and roof clear of ash

5)  If it is necessary to evacuate the building, cover the head and body with substantial  clothing. Breathe through a handkerchief.

FLOOD

Evacuation procedures – See Earthquake.

