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	EVENT:  
School Production
	DATE OF EVENT:   Wednesday 13th December and Thursday 14th December
End Of Year Production -  Term 4

	LOCATION OF EVENT: Aurora Centre, Burnside High School, Burnside

	LEAD TEACHER:   Aaron Richards / Marietjie Verweij    Mel Walsh – in charge of show

	OTHER STAFF MEMBERS ATTENDING:  All teaching staff, Principal, AP, DP, TAs

	

	NUMBER OF STUDENTS:   440
	RATIO: 1:20

	OVERALL RISK RATING:   LOW
	RISK TYPE:   B

	NZ STANDARDS:  EOTC Guidelines
	DEPARTURE TIME: 8.40am

	CONTRACTORS: 
City Line (for students unable to be dropped off and/or picked up)
Aurora Centre Staff
	RETURN TIME:   2:30pm

	
	TRANSPORT:  Bus (only if students are not able to be dropped off and collected by parents). 
A letter will be sent home asking parents who cannot drop off and/or collect their children from the Aurora Centre to provide information to the school so that buses can be organised on both days.    

	
	

	

	Risks/Hazards
	Risk Rate
	Preparation/Response
	Equipment

	Transport
Unsafe bus









Vehicle collision
Vehicle breakdown







	LOW







LOW
	· A reputable bus company is used that provides qualified drivers. Buses are warranted and registered. 
· All teachers and coaches carry a cell phone at all times. Cell phone has the phone number of other teachers.  DP has the number of the coach company.
· In the event of a motor vehicle accident, if any passengers are hurt, teachers call the emergency services. Teachers apply first aid until the emergency services arrive.

· Children remain on the bus unless it has been deemed unsafe by the bus driver. If requested students and teachers disembark from the bus and wait on the curb as far from the road edge as possible. 

· Teachers contact the school to advise of the incident. The school is responsible for contacting the bus company to arrange alternative transport if required. 
· The school office will inform parents of the incident. 
· The bus will drop the children off at the Aurora Centre.
	
Cell Phone



First Aid Kit





Contact list

	Child going missing



Child being approached by strangers

	LOW




LOW
	As students arrive, they are to sit in their class lines on the field. Roll call takes place at 9.00 a.m, after the buses have arrived, before entering the venue. DP to ensure class rolls are reported to the school office.

If going on the bus, children are advised to stay with DP and teacher/s going on bus - the number of teachers going on bus depends on numbers of students - 2 teachers per bus.
· The attendance of each child is checked by the DP from the ‘bus list’ before departing school. If absent, DP marks as such on list and hands this into the school office before departing.
· Children are advised  at the Aurora Centre that they are only allowed to go to the toilet if a teacher has given them permission. 
· Children going to the toilet must report to their teacher on their return.
· Parents are encouraged to do drop off and pick ups from the Aurora Centre. Those who cannot do this will let the office know by filling out a form prior to the event and letting the school know their bus requirements. (Mel will organise this list prior to the event, and will pass onto Marietjie).
· There must be a teacher present at the Aurora Centre and SJS until all children have been collected after 3.00 p.m.
	Class lists


	Weather
	LOW
	· The weather will affect us when meeting at the Aurora Centre/playtimes/lunchtimes; if it rains we will endeavour to enter the Centre as soon as possible and we will have breaks inside. 
· All children will take a polar fleece or jersey
	Polar fleece or Jersey

	Hit by a car / bus.
	Moderate
	· Teachers will supervise children getting on and off the bus as well as moving between the bus and the Aurora Centre. 
· Teachers will ensure that children wait on the field, at least 2m away from an approaching bus.  
· Teachers will ensure that the children wait until the bus is completely stationary before approaching the bus.
· All students being dropped off and/or picked up by car will be supervised by teachers.
	

	Environment
	LOW
	· Teachers will supervise children to ensure they do not run up and down stairs. 
· Teachers to ensure that curtains are not pulled backstage, to avoid fires starting from stage lights. 
	

	Vulnerable Children Act
	LOW
	· Teachers will supervise children at all times. 
· Teachers will take roll in the morning and after lunch.
	Class lists

	Minor Injuries
	LOW
	· One first aid kit per syndicate.
· In the event of a minor injury Teachers apply first aid. 
	First Aid Kits

	Medical

Asthma and allergies
	LOW

Moderate
	· All asthmatics take their inhaler. Inhaler is carried by the child.
· A list identifying children with medical or health issues are distributed to teachers by the teacher in charge. 
· The class teacher confirms that all children with allergies or who require medication have their medication with them.
· Medication is carried by a teacher acting responsible for student (either class or another teacher if that teacher has a job that involves him/her to be away from groups during practises/breaks)
· DP has an emergency contact list.
	Asthma Inhalers
Medication
Health needs list
Medication list
Emergency Contact List
(from the sick bay)

	SERIOUS INJURY
	Moderate
	· Two teachers must remain with the injured child while all other teachers to remain with the rest of the students. A teacher will accompany the child to hospital in the ambulance.
· The school is called. The principal will meet the ambulance at the hospital. The school is responsible for contacting the parents of the injured child. 
	First aid kit
Cell phone

	FIRE
	Low
	· An emergency evacuation point is identified and shown to children on both days (13th and 14th). 
· Aurora Staff will show the children the emergency exits.
· The emergency evacuation plan is explained to the audience at the start of each performance. 
	

	CIVIL EMERGENCY
	Extreme
	· If a civil emergency strikes in transit, the bus immediately stops. All children remain on the bus until otherwise directed by the Teachers responsible for the bus. Once the event has passed and if the roads are clear, the bus returns the children back to school. If the bus is unable to proceed, the teacher-in-charge finds safe accommodation for the children and immediately contacts the school for further instructions. If children have been injured they are moved to a safe place, teachers provide first aid and the emergency services are called. 
· If a civil emergency strikes at the venue the children will follow the direction of the teachers and Aurora Staff. Children will be evacuated to the emergency evacuation point. The safety of all children is verified. 
· If the venue proprietor deems it safe, the event will continue.
· [bookmark: _GoBack]If it is deemed unsafe to re-enter the venue, the school is contacted and arrangements are made to transport the children back to school by the school office. If it is unsafe  to travel back to school, the children will be relocated to the nearest civil defence sector post. 
· The school is kept fully informed and will communicate with parents. 
	
Cell phone
Contact details
First aid

Aurora Centre staff to deliver the evacuation notice and then repeat it on the next day.







	
	
	

	Teacher in Charge:
	Mel Walsh / Marietjie Verweij
	Date: 13th  and 14th  December  2017

	Leader:                                
	Aaron Richards
	Date: 13 and 14th  December  2017

	BOT Approval: 
(tick appropriate)
	Yes
	No
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