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INTERNATIONAL STUDENTS EMERGENCY PROCEDURES FOR STAFF


�
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Different procedures for international students





In the case of an emergency or accident involving an international student, the normal school emergency procedures should be followed and the appropriate international student interpreter should be contacted.





Nationality of student�
Interpreter name�
Interpreter phone number�
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International students with allergies or medical conditions





Classroom teachers are responsible for educating the rest of the staff about their students with allergies or medical conditions that staff should know about. 





Student name�
Medical condition�
Classroom teacher�
Action required�
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Contact with parents and caregivers of international students





In an accident or emergency situation where it is necessary to contact the parents and New Zealand caregivers of an international student, this should be undertaken by the Principal or Manager / Director or Designated Pastoral Care person.


Homestay parents and classroom teachers are not responsible for contacting and should not contact an international student’s parents in the event of an emergency or accident.


Classroom teachers need to inform relief teachers that there is an international student in their class and that the emergency procedure is as above.  





Insurance companies





Students’ insurance companies may need to be contacted in the event of an accident or emergency.  The following students’ insurance companies should be contacted:





Name of student�
Insurance company�
Contact details�
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EMERGENCY INSTRUCTION SHEET FOR INTERNATIONAL STUDENT 24-HOUR CONTACT PERSON





This instruction sheet should be completed and given to the 24-hour contact person for international students where the education provider has students in homestays and boarding establishments. 








Education provider’s responsibility


The education provider is responsible for all emergency procedures during school hours and all emergency procedures 24/7 where the student is in a homestay or a boarding establishment.


Where the student is living with his/her parents or designated caregivers, the education provider should have emergency procedures to cover incidents within school hours, and also consider providing support to parents / designated caregivers outside school hours if they are newly arrived in New Zealand and may have difficulty communicating or knowing what to do.


If a student is in a critical condition or has been killed, contact with the parents should be made by Interpol.  In other cases, contact should be by the Principal, Director, or International Student Manager. 
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Role of the 24-hour contact person


The role of the 24-hour contact person includes:


Being available 24 hours a day, 7 days a week, to respond immediately to a crisis


Being in the same town as the international student at all times, unless the student is away on holiday.


If you are called on the emergency phone number, you must be able to react immediately. If you are not able to react immediately then you must ensure that someone else has the emergency phone.


The role may be shared between several people, provided each person has all necessary information and understands the procedures. 
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Requirements


In order to carry out their role, the 24-hour contact person should have:


A mobile phone that is carried with them at all times and never switched off


A current first aid certificate


A cool head in a crisis 


Medical information about international students, including allergies and health conditions and concerns


Contact information for agencies and student agents, insurance companies, parents, and caregivers.
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Contact information 





Agency�
Contact number�
Agency�
Contact number�
�
Local police�
�
Interpol�
�
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Agent �
Insurance company�
Parents�
Designated caregivers�
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EMERGENCY PROCEDURES FOR RESIDENTIAL CAREGIVERS





This information sheets contains information about what you need to do in case of an accident or emergency involving your international student.  Please keep it in a safe place, e.g. on your fridge, on the family noticeboard, or by the telephone.  


Residential caregivers need to ensure that everyone who takes care of the international student is aware of these procedures.








Education provider’s responsibility


The education provider has responsibility in the case of emergencies during and outside of school hours when the student is in a homestay or boarding establishment situation.  This means that the education provider should be contacted as soon as possible in these situations.  The education provider will help and support you and make sure that all appropriate procedures are followed. 








What to do


In an emergency act appropriately (e.g. remove the student from danger, apply first aid, and call an ambulance) then if necessary phone an interpreter: 





Interpreter name:�
�
�
Interpreter number:�
�
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3.	Then contact the school’s 24-hour contact person:





24-hour contact person name:�
�
�
24-hour contact person number:�
�
�






The education provider is responsible for contacting the international student’s parents.  You are not responsible for this, and in an emergency or accident contact with the international student’s parents should be made by the education provider only.








4. 	In case of accident or illness


If an international student is injured or unwell and your level of concern is high take the student to the nearest accident and emergency department or if appropriate dial 111 and ask for an ambulance.  If your level of concern is low or moderate take the student to your GP, or if time permits call [insert education provider’s number] for advice during the day.





If you are concerned for your student’s well-being and unsure of what to do, call the students emergency contact for assistance as it is better to be cautious.








Your student’s details:





Insurance Details (company, policy type, contact number):�
Medical Concerns:�
Allergies:�
Previous illnesses:�
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INFORMATION FOR PARENTS OF INTERNATIONAL STUDENTS AT [NAME OF EDUCATION PROVIDER]





This sheet contains important background information about processes and procedures that will be followed by the education provider in respect of your son / daughter.  Please read it carefully and make sure that you are happy with all the information.  If you have any queries please contact [name of contact person] at [contact details]. 








Accidents and emergencies





The education provider is responsible for all emergency procedures during school hours and all emergency procedures outside school hours while the student is in a homestay or a boarding establishment. 





In the event of an accident or emergency appropriate action will be taken and you will be contacted as soon as possible by the school principal / manager [name], your student’s agent, or your insurance company, on the emergency contact number you provided on your child’s application for enrolment form. 





If your child has an accident while you are outside of New Zealand, the education provider or the homestay parents may need to consent to urgent medical procedures on your behalf, including blood transfusions if necessary. 








Communication





Parents are required to have regular communication with their children.  Parents should provide their children with calling cards so they can call home whenever they feel they need to.





Parents are encouraged to interact with the education provider and invited to visit their child’s school at least once during their child’s period of enrolment.





Parents can be expected to be contacted by the education provider if there are any concerns regarding their child’s well-being or progress.





Parents should contact the school principal / manager [name] if they have any concerns or issues they want to discuss about their children. 





Parents can expect to receive regular reports outlining their child’s academic progress.





























Your child’s contact information:





EDUCATION PROVIDER�
ACCOMMODATION �
�
Postal address:�



�
Postal address:�
�
�
Contact person:


(Name, number, email)�
�
Contact person:


(Name, number, email)�
�
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