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The Inglewood Primary School Pandemic Plan outlines our approach to managing a pandemic response, and 

the impacts on our staff (including contractors) and our services/functions. This plan works alongside the 

Traumatic  Incident Response Plan (TIRP).  

 

The two primary objectives are: 

 

1. To prioritise the safety of our staff and reduce the spread of an infectious disease;  

and: 

2. To minimise disruption to our priority function.  

 

The plan outlines how we’ll monitor the severity of a pandemic, establish activation triggers to address the 

unique nature of the pandemic, and implement the pandemic plan to support the performance of essential 

functions.  

 

The Inglewood Primary Incident Controller (Principal) will be responsible for the pandemic plan response and 

will advise staff as required.  

 

The Incident Controller is nominated by the Board of Trustees (Inglewood Primary) 

 

What is a pandemic?  
 

A pandemic is the occurrence of an infectious disease that affects several communities, regions and/or 

countries.  

An infectious disease is one that can spread between human and/or animal hosts. It may cause unusually high 

morbidity and mortality rates for an extended period.  

A pandemic can overwhelm society resources and cause significant social, economic, security and financial 

disruption.  

A pandemic can include but isn’t limited to an outbreak of any infectious disease such as influenza, measles 

and meningitis. 

 

New Zealand pandemic response The New Zealand government response:   

● will be led by the Ministry of Health (MoH) supported by the National Security System 

● will be co-ordinated through the National Health Coordination Centre using the New Zealand Influenza 

Pandemic Plan (NZIPAP), District Health Board major incident and emergency management plans, and 

regional incident coordination plans.  

 

Inglewood Primary is required to commit resources to the all-of-government response as outlined in the 

NZIPAP 

 

A nationwide response is coordinated by agencies applying the coordinated incident management system 

(CIMS) to deliver their plans. 

 

 

 

 

 

 

New Zealand Influenza Pandemic Plan 
 

The New Zealand Influenza Pandemic Plan (NZIPAP) establishes a framework for action that can be adopted 

and applied to any pandemic, irrespective of the nature of the virus and its severity. Its objective is to minimise 

https://www.health.govt.nz/system/files/documents/publications/influenza-pandemic-plan-framework-action-2nd-edn-aug17.pdf
https://www.health.govt.nz/system/files/documents/publications/influenza-pandemic-plan-framework-action-2nd-edn-aug17.pdf
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deaths, serious illness, and serious disruption to communities and the economy arising from an influenza 

pandemic.  

 

The MoH continually monitors national and international situations on current and new infectious diseases 

including influenza. With the agreement of the Minister of Health, the Prime Minister may, by notice in the 

Gazette, declare that he or she is satisfied that the effects of an outbreak of a stated ‘quarantinable disease’ 

(within the meaning of the Health Act 1956) are likely to disrupt or continue to disrupt essential governmental 

and business activity in New Zealand (or stated parts of New Zealand) significantly, whether or not the 

outbreak is occurring in New Zealand or overseas. The Epidemic Management Notice will identify certain 

measures the government is taking to manage the consequences of the epidemic.  

 

The NZIPAP is based on a six-phase strategy to: 

 

1. Plan For It (planning and preparedness)  

2. Keep It Out (border management)  

3. Stamp It Out (cluster control)  

4. Manage It (pandemic management) 

5. Manage It: Post Peak  

6. Recover From It (recovery) 

 

Potential pandemic impacts for Inglewood Primary School  
 

The potential pandemic impacts will vary depending on the infectious disease and the symptoms but may 

include:   

● staff absences impact on priority and day-to-day functions, with up to 40% of Inglewood Primary School 

staff unable to work for 2–4 weeks during pandemic peak 

● death – loss of staff and specialist knowledge   

● loss of services and support from suppliers (e.g. ICT)  

● loss of emergency and essential community services – fire, police, health, public transport etc. resulting 

in office closures   

● business travel restrictions, including border restrictions/closures  

● restrictions on face-to face-teaching, meetings (internal and external),  

 

 

 

 

 

 

 

 

 

 

 

 

 

Staff absences  
 

In a pandemic, we’d expect staff absences for many reasons, because staff could be affected in many ways:  

● Illness or incapacity (suspected or confirmed cases).   

● A need to stay at home to care for sick or vulnerable dependents.   

● Staff might feel safer working from home, particularly those with underlying illnesses or immune 

deficiencies (social distancing).   

http://www.legislation.govt.nz/act/public/1956/0065/latest/whole.html
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● Required to stay at home to look after pre-school and school-aged children as early childhood centres 

and schools could be closed (in a pandemic early and enforced closure of education facilities is highly 

likely).  

 

Staff who are ill will need to use their available sick leave in the first instance. Additional discretionary paid sick 

leave may be approved. This will be assessed on a case-by-case basis in line with advice and guidance from 

People, Culture & Safety.  

 

Staff who are quarantined but not ill and have been provided access to work remotely, will be expected to take 

annual leave or unpaid leave if they choose not to work. Further guidance will be developed and 

communicated specific to the pandemic.  

 

Services impact  
 

A pandemic could have other impacts on services that we rely on, for example:  Supply of materials/equipment 

needed for ongoing activity could be disrupted, especially if supplies are normally imported across borders that 

have been closed or are being tightly controlled. For example, access to fuel might be limited and affect 

inspectors attending sites for inspection.   

 

Services from sub-contractors could be affected due to resourcing constraints or restrictions in place. For 

example, contractors or third-party.   

 

Demand for infrastructure services could be affected. Demand for some services might increase (internet 

access), while demand for others might fall (types of travel activity might reduce). 

 

Activating Inglewood Primary’s  Pandemic Plan 
 

 If we need to activate our pandemic plan, we’ll follow these steps:   

 

● We’ll receive a notification of escalation of the pandemic from the MoH, which will be directed to the 

Chief Executive, or delegate, for management through the National Security System.   

● The Inglewood Primary Incident Controller will activate the pandemic plan and response. 

● Pandemic communications will go to all staff (key messages for communication will follow the MoH & 

MoE lead).  The Principal will maintain regular communication with the MoH & MoE and other 

government agencies.  

 

 

 

 

 

 

 

Communication to Inglewood Primary from external sources  
 

● The MoH will lead any communication around the New Zealand pandemic situation and the response 

using:   

● Healthline - a free national phone line for health advice – 0800 611 116  a free pandemic national 

phone line will be established by MoH  the MoH website for current status, fact sheets and FAQ, 

general information on vaccines, medication and treatment guidelines, media releases and briefings.  
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● The MoH will work with the Ministry of Foreign Affairs and Trade (MFAT) to provide travel advice (those 

returning to New Zealand might need to undergo additional screening and quarantine, and might be 

subject to exit screening at their point of departure). 

 

Communications internally to Inglewood Primary School staff  
 

We’ll develop a communication plan as part of the coordination of response, which will be guided by MoH 

information, advice and the unfolding pandemic situation.  

 

The communication plan will include information on the appropriateness of our people continuing to visit 

agencies, attend professional development opportunities if involving travel. 

The Inglewood Primary School  Incident Controller (Principal) will consider when such activities should cease 

or resume in line with MoH advice and how the pandemic is affecting various communities.  

 

 

Managing fear  
 

Our people will be concerned about the pandemic situation because of uncertainty, limited or incorrect media 

information, or illness among family, friends and colleagues. This is likely to contribute to increased work 

absence and/or increased distress to staff.  

 

People leader guidance will be developed to support staff who might be experiencing increased anxiety and it’ll 

be tailored to support the nature of the pandemic and included in the communication plan.  

 

Staff are required to adhere to the State Services Commission (SSC) Standards of Integrity & Conduct, 

treating everyone professionally and respectfully during a pandemic.  

 

Management of cases at work  
 

Infectious diseases spread quickly from person-to-person through touch and through the air. It’s essential that 

we, through our Leaders and/or Staff Reps or health and safety representatives, manage suspected cases 

appropriately.  

 

We will, as appropriate:   

● Put permanent notices at all entry points to Inglewood Primary office advising staff and visitors not to 

enter if they have symptoms.  

● Place general infection control (basic hygiene) notices around the workplace, including entrances, 

notice boards, meeting rooms and toilets.   

● Establish hand hygiene stations around the workplace and provide hand sanitiser to staff.   

● Encourage people to avoid social contact like handshaking, hugging, hongi etc. This can be referred to 

as ‘social distancing’.   

● Provide adequate supplies of hygiene products, cleaning supplies, and masks for people who become 

ill at work as recommended by the MoH.   

● Staff who become ill at work If a person feels ill, or someone observes that another person has 

symptoms of an illness at work, contact their Team leader.   

● The Senior Leaders /Team leader should send them home and ask that the employee contact 

Healthline for guidance on the symptoms that they are experiencing and if further medical assistance 

should be sought.  

● A colleague may also be able to transport the staff member home.  

● Personal protective equipment will be provided as required.   

https://ssc.govt.nz/our-work/integrityandconduct/
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● To avoid person-to-person contact, the Senior Leaders /Team leader should manage any contact over 

the telephone or at a distance if possible (1 metre or more is usually recommended). 

● Ideally, if the infected staff member has been in contact with other staff, the Senior Leaders /Team 

leader should let those people know they’ve been in contact with a person suspected of having an 

infectious disease, and they should go home and remain there until advised otherwise.  

● The infected staff member should make every effort to contact others (personal contacts etc) and 

advise them of their illness.  

● The number of staff exposed to an infectious disease should be reported to the IPS Incident Controller 

(Principal), who’ll determine if any further action is required – for example, the recommendation to 

consult the BoT / MoE regarding closure of school.   

● If a staff member leaves the workplace due to illness, they should also contact their GP by phone for a 

review.   

● The person will be told how long to stay away from the workplace – the MoH website will have advice 

on this once the characteristics of the pandemic are known.   

● Senior Leaders /Team leader should check on their staff during their absence from work. This will help 

with treatment, tracing who they’ve been in contact with etc. if they are a confirmed case.  

● Returning to work after illness If a staff member has been ill, it’s important that they are fully recovered 

before they return to work.  

● We may ask staff to provide evidence that they’re fit to return to work through proper inquiries. This 

could include the employee getting confirmation from a medical practitioner (a medical certificate).  

 

 

Travel advice  
 

We’ll take all travel advice from the MoH and Ministry of Foreign Affairs and Trade (MFAT), which we’ll 

communicate to help minimise the spread of the disease.  

 

If a staff member needs to travel for work, we’ll give them pre-travel advice around preventative measures to 

take.  

 

 

 

 

 

 

 

 

 

 

 

 

Managing staff travel to affected areas  
 

To minimise the spread of disease, travel for work purposes to infected areas will be managed on a case by-

case basis by the IPS Incident Controller (Principal) and the person’s Team leader.  

 

The Incident Controller will consider the purpose and any preventative measures the person could take to 

reduce the risk of illness.  

 

Advance, planned travel might be cancelled, and staff and their Senior Leaders /Team leader  will be advised 

as soon as it’s practical.  

 



Inglewood Primary School Pandemic Plan March 2020           | 7 

If staff are travelling to affected areas for personal reasons, we encourage them to inform their Senior Leaders 

/Team leader .  

 

 

Return to business as usual  
 

When staffing levels across Inglewood Primary have returned to normal and the immediate and urgent threat 

of the pandemic has transitioned to ‘Recover from it’, the IPS Incident Controller (Principal) will advise the BoT.  

 

Senior Leaders  will be responsible for the normal operation of their processes and functions.  

 

 

APPENDIX 

Workplace infectious disease prevention  

Infectious diseases that make you cough and sneeze can spread easily. Good hygiene can help stop diseases from spreading. Click on 

the links below for more detailed information.  

• Good hygiene  

• Hand hygiene  

• Prevent the spread of infectious disease  

• Workplace infection disease prevention (Keep workplaces clean)  

 

 

 

 

 

 

 

Phases of a pandemic 

 

The MoH has provided a summary of the pandemic phases as referenced in the NZIPAP, which includes 

suggested business activities for each phase.  

 

NZ phase  NZ situation and potential triggers  Actions for Inglewood Primary 

Plan For It – planning and 

preparedness (code white) 

 Level of epidemic at normal seasonal 

levels – no human-to-human cases in 

NZ 

Business As Usual 

● Review and update our pandemic plan, health and safety processes, business 

continuity plans as necessary.   

● Plan for 40% staff absences for periods of 2-4 weeks at the height of the pandemic, 

and lower levels of staff absences for a few weeks on either side of the pandemic. 

● Ensure staff can access the network remotely..  
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●  Assess key staff and priority functions and ensure that alternate arrangements are 

in place and tested (including upskilling other staff).   

● Carry out a phone tree test and update alternate contact information.  

●  Identify ways to decrease unnecessary contact (‘social distancing’) in the workplace, 

reduce movement etc.   

● Consider organisational policies to encourage the sick to stay at home, enable 

workers to work from home.   

● Develop and test contact tracing system for staff. 

● Get air conditioning serviced regularly Illness specific activity   

 

ILLNESS SPECIFIC ACTIVITY 

● Identify ways to minimise illness among staff and clients, and consider how to 

communicate essential messages to staff (e.g. hygiene).   

● Identify needs for personal protective equipment (PPE) and cleaning equipment, 

restocking as required.   

● Liaise with cleaning staff  to review their practices for enhanced cleaning standards.

   

Keep It Out – 
border 
management 
(code yellow) 
 

No human-to-human 
cases in NZ. Sustained 
human-to-human 
transmission of infectious 
disease overseas in 2 or 
more countries 
 

● Begin incident management monitoring. 

● Alert staff to change in pandemic status. 

● Review/test essential business continuity measures. 

● Monitor staff illness. 

 

Stamp It Out 
– cluster control 
(code red) 
 
 

First case identified in New Zealand 

 

 

● Activate the Major Incident Response Plan.   

●  Alert staff to change in pandemic status.  

● Activate measures to minimise introduction and/or spread of illness in the workplace (posters 

(hard copy or digital), social distancing, working from home, managing ill staff, workplace 

cleaning, etc.). 

● Communicate with staff to promote confidence in the workplace. 

● Activate contact tracing (finding out who they’ve been in contact with) where staff become ill 

at work. 

● Activate process for recovered/well staff to return to work. 

● Minimise travel to or from affected areas. 

  

 

Clusters of cases in New Zealand 

Manage It  - 

Pandemic 

management 

Increased and substantial transmission 

in the general population. Multiple 

clusters at separate locations, or 

clusters spreading out of control 

 

Manage it - Post Peak- 
transition to cover from it 
phase and planning for a 
resurgence or second wave 
(code red) 

Wave decreasing: 

Possibility of a resurgence or new wave 

 

Recover From it - recovery 
(Code Green) 

Pandemic over and/or population 

protected by vaccine 

 

Alert staff to change in pandemic status and manage return to business as usual 

 

 

 


