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Document 1. Plan for a pandemic

	
	
	
	
	


This action plan template is a step-by-step guide that an Early Childhood Centre (ECE), School or Tertiary Education Organisation (TEO) could use to plan for a pandemic. It includes guidelines and references to supporting documents. Wider research may be required to ensure your pandemic plan covers the unique needs of your institution.  Use this action plan if you do not have any other valid emergency management document or system to use. 
This action plan (April 2009) is the first of three documents:

Document 1.  Plan for a pandemic
 
(White colour)

Document 2.  Prepare, respond & recover
(Yellow, red, green colours)

Document 3.  Supporting document

(Grey colour)

No one knows when a pandemic outbreak might occur or how severe it might be. In this way, planning for a pandemic is like planning for an earthquake. The important thing is that you take steps now to protect staff, students or children for future pandemic (global event, e.g., influenza) or epidemic (local event eg, hepatitis, tuberculosis, norovirus, seasonal flu, etc) events. 

If you have international students at your school or TEO you should also read the information about Pandemic Preparations for International Students available on the Ministry’s website.  For more information go to Influenza Pandemic Planning Guide for ECE/Schools/TEOs (the Planning Guide) available on the Ministry of Education website. 

Ministry of Education
April 2009
Plan for a Pandemic

Trigger: 
Health officials are concerned that a pandemic virus could pose a substantial risk in New Zealand. 

Ministry of Health (MoH) Alert Code:  White
Goals: 
The ECE/School/TEO is as well prepared as it can be for a pandemic.
The plan fits within your emergency management plan.
Staff, students, children and parents are well informed and understand their roles in a pandemic emergency
	Getting Started
	Tick/date

	Turn this template into your pandemic action plan to suit your circumstances

You may want to also refer to the accompanying Planning Guide.
	

	1 Appoint a pandemic manager and deputy
This will often be the principal, centre manager or a senior staff member. The pandemic manager will develop your institution’s pandemic plan including outlining the primary roles of key participants. Please consult with the board, principal, management, staff, students and parents, as necessary.

	
	Name:
	Contact no.:

Alt Contact no.:

	
	Name:
	Contact no.:

Alt Contact no.:

	2 Know your points of contact with your local District Health Board1 (DHB) / Public Health Unit1 (PHU) and Civil Defence Emergency Management (CDEM) Group2  
During a pandemic event, the Ministry of Health, local Medical Officers of Health or their approved designates will provide leadership or direct the closing or opening of ECEs/Schools/TEOs. Although Board of Trustees and Centre Management have the power to close, you should take advice/direction from health authorities. 

Leading into a pandemic event, you will need to identify who your correct health ‘point of contact’ is. 

	
	DHB/PHU Contact Name 1: 

DHB/PHU Contact Name 2:
	Contact no.:  

Contact no.:

	
	CDEM Contact Name 1:
CDEM Contact Name 2:
	Contact no.:
Contact no.:

	3 Know your points of contact with your local District Health Board (DHB)
 / Public Health Unit or Service (PHU or PHS) and Civil Defence Emergency Management (CDEM)
 Group.
During a pandemic event the Ministry of Health, local Medical Officers of Health or their approved designates will provide leadership or direct the closing/ opening of schools. Although boards of trustees, Centre Management, Chief Executives or boards will have the power to close, you should take advice/direction from health authorities.

	
	Name:
	Contact no.:
	Alt Contact no.:

	
	
	
	

	
	Alternate Name:
	Contact no.:
	Alt Contact no.:

	
	
	
	

	
	Agree on how you will organise communications by deciding which institution is responsible for liaising with your local health contact and keeping others in the cluster informed. Groupings like principals’ associations could play a significant supporting role. 

	4 Add this pandemic chapter to your emergency management plan
Refer to the Health and Safety Code of Practice. 


	Working with your community of contacts
	Tick/date
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Consult with and inform relevant groups about your pandemic plan and what they can do to help.  Take care not to cause alarm.

See the section on communication with your ECE/School/TEO community in the Supporting Document. Topics to cover include:

· What your ECE/School/TEO is doing to prepare

· What parents and students can do at home to prepare, eg, good hygiene practices; also keep sick children at home

· Next steps.

Consider also how your ECE/School/TEO would communicate with staff, students, children and parents in later phases.
	

	5 Consult and inform
	

	
	5.1 Board of trustees/Management/Principal

	
	Name:

Name:

Name:
	Contact no.:

Contact no.:

Contact no.:

	
	5.2 Staff – For a list of roles for participants go to Supporting document.

	
	5.3 Students/Child
	

	
	5.4 Parents
	

	
	5.5 Volunteers
	

	6 Build links with the following agencies and community support networks
	(Optional)

	
	6.1 Ministry of Education regional or local office

	
	Name 1:

Name 2:
	Contact no.:

Contact no.:

	
	6.2 Child Youth and Family (CYF) local offices

	
	Name 1:

Name 2:
	Contact no.:

Contact no.:

	
	6.3 Welfare Advisory Group (WAG)

	
	Name 1:

Name 2:
	Contact no.:

Contact no.:

	
	6.4 New Zealand School Trustees Association (NZSTA) or ECE Equivalent: 

          Phone 0800 STAHELP or email helpdesk@nzsta.org.nz

	
	6.5 Public health nurse or doctor, only if available

	
	Name 1:

Name 2:
	Contact no.:

Contact no.:


	Contact lists, roles and resources
	Tick/date

	7 Set up a comprehensive contact list and update it regularly 

You will need contact details for board of trustee members, managers, principal, staff and students.  See the contact details template in the Supporting document or the Resources section of the Planning Guide on page 40.  

Attach the following lists as Appendices to this action plan.
	

	
	· Staff home contacts details – staff to indicate if willing to carry out ‘alternative duties’ (for example, in health or welfare roles).
	

	
	· Parents/Caregivers and 
	

	
	· At least two local emergency contacts for each student. 
	

	8 Identify an isolation room or area for sick people E.g., stand alone classroom or secured area with amenities close by
	

	9 Effective hand hygiene practices and review emergency supplies kit, 

Hand washing and drying is the single most important measure. Go to the Supporting document to check out hygiene practices or check the Ministry of Health website.
	

	10 Review cleaning policies, practices and supplies

See page 20 of the Planning Guide and the  Health and Safety Code of Practice for State and State Integrated Schools
Talk to your cleaning staff or contractor and work with them to adopt practices (if necessary) for future pandemic stages.
	

	11 Review pandemic plan regularly
Review your pandemic plan regularly, checking for up-to-date information on the Ministry of Education and the Ministry of Health websites. Refer to section 3 of the Planning Guide.
	

	12 Optional - Take steps to clarify your ECE/School/TEO’s role in local response plans, only if requested and possible. 
       This could be done in a meeting of local agencies and ECE/School/TEO cluster representatives.  Items for discussion could include: 

· ‘Alternative duties’ for ECE/School/TEO staff (it should be made clear that staff are under no pressure to volunteer for alternative duties they are uncomfortable with)

· Alternative uses of school/centre facilities.
	


� � HYPERLINK "http://www.moh.govt.nz/moh.nsf/indexmh/new-zealand-health-and-disability-sector-contacts" ��http://www.moh.govt.nz/moh.nsf/indexmh/new-zealand-health-and-disability-sector-contacts�


� � HYPERLINK "http://www.mcdem.govt.nz/memwebsite.nsf/wpg_URL/For-the-CDEM-Sector-CDEM-Groups-Index?OpenDocument" ��http://www.mcdem.govt.nz/memwebsite.nsf/wpg_URL/For-the-CDEM-Sector-CDEM-Groups-Index?OpenDocument�





