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Purpose To minimise risk to staff, students, contractors and visitors and to ensure they have 

appropriate awareness, and information on safe practices during and after 
earthquakes or other emergencies.  
 

Background Otago Polytechnic is required to comply with the relevant legislation.  
 
Examples of evacuation emergencies are fire, chemical spill, gas leak, and flood. 
 
Civil Defence: In the event of a declared emergency (such as tsunami, earthquake, 
other) Civil Defence guidance will come from Local Authorities such as the DCC, ICC 
etc.  It is not a compliance requirement for Otago Polytechnic to have a civil defence 
plan, however it is prudent to have a business continuity plan.  Otago Polytechnic 
liaises regularly with DCC Civil Defence and participates in their exercises. 
 

Statutory 
Compliance 

Health and Safety in Employment Act 1992 and Amendment Act 2002, associated 
Regulations and Amendments 

Fire Safety and Evacuation of Buildings Regulations, 2006  

New Zealand Building Code – Compliance document for NZ Building codes, and fire 
safety 

Hazardous Substances and New Organisms Act, Amendment Ac, associated 
Regulations and Amendments (HSNO) 

 
National 
Guidelines 

Department of Building and Housing – refer to www.dbh.govt.nz 
 

Policy The Polytechnic will maintain and operate emergency procedures in accordance with 
appropriate legislation.    
 
1 All permanent staff at Otago Polytechnic are required to be trained fire wardens 

because staff are mobile across our campus.  
 

2 It is the responsibility of all full-time and part-time staff, and approved 
contractors to be thoroughly conversant with evacuation arrangements 
concerning buildings and areas in which they work. 

 
3 Staff must explain the evacuation procedure to students and visitors at the 

beginning of any programme, course or meeting. 
 

4 Specific evacuation instructions for staff, students, contractors and visitors must 
be made available for the following areas: 

• Forth Street Campus 
• Central Otago Campuses 
• Community Learning Centres 
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Procedures 1 Action in Case of Fire 
For all staff, students contractors and visitors: 
 
If you are the first to find a fire, activate the alarm system as follows: 
 

1.1 Break the glass cover (breaks easily – use your shoe or covered elbow) 
1.2 Activate switch 

• all alarms in the building will sound continuously 
• lifts automatically return to ground level 

 
Note:  the Fire Service is automatically called out, with the exception of 
specialty/off-site premises (however, NEVER assume the fire brigade will 
have been automatically called out, always follow

 
 up with a 111 call) 

1.3 Call 1-111 as soon as possible from a safe telephone and tell them: 
• Your name, building address and telephone number 
• Nearest cross street 
• Nature of emergency 

 
2 Evacuation Procedure (including practice evacuations) 

For all staff, students, contractors and visitors: 
 
On the continuous sounding of the alarm: 

• All occupants must evacuate the building in an orderly manner via the 
stairwell or nearest designated exit.  The lift must not be used. 

• All doors should be closed when the area is clear. 

• Occupants should assemble in a designated area clear of the building. 
 
Occupants must not return to the building until an all clear is given.  The all clear 
is usually given by intermittent short bursts of fire alarm sounder, or instruction is 
given by the Building Warden or Fire Service. 
 
Exception:  Earthquakes

 
:  remain where you are - refer to section 8. 

3 Floor Warden System 
 
3.1. Otago Polytechnic has a variable floor warden system that operates for each 

specific floor/level.  ALL STAFF must be aware of the location of the: 
• Fire Alarm Switches 
• Fire Warden Box 
• Building Evacuation Tally Board 

 
On the sounding of a fire alarm, ALL STAFF should check the Fire 
Warden Box as they leave their area of the building.  Exception:  staff with 
disabilities, see section 6. 
 
If the warden armband or tag is there, the Floor Warden duties (for the 
specific floor level) become the responsibility of this staff member.  The 
first staff member to reach it becomes the Floor Warden. 

 
3.1.1. Duties of the Floor Wardens: 

1. Remove the armband from warden box;  this MUST be worn to 
identify you as Floor Warden. 

2. Remove the plastic tag from the warden box.  This has the number of 
the floor/level you are on. 
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3. While not putting yourself at risk, check each and every room, 
including toilets and offices, insisting that occupants leave 
immediately by a designated exit.  Also check the landings on your 
floor. 

4. Do not spend time trying to open locked doors.  Your own safety is 
paramount.  If there are areas you cannot check easily leave them 
and advise the Building Warden.  Do not attempt to physically rescue 
anyone – provide quick reassurance and advice, then report to the 
Building Warden, who will immediately advise the Fire Service.  If 
anyone refuses to evacuate, take their name and location and report 
them to the Building Warden who can pass the information on to the 
Fire Service. 

5. Ensure all doors are closed after occupants have left. 

6. Ensure smoke control doors are closed. 

7. Go to the Building Warden outside the building and place the floor 
tag in appropriate place on the Evacuation Tally Board; 
• The floor tag is colour and number coded to match the 

Evacuation Tally Board; 
• If nobody has been left on the landing and all areas have been 

checked, place tag on the Tally Board to show the floor number. 
• If people have been left on landings and/or floor areas have been 

unable to be checked, the tag is to show CHECK when placed on 
the Evacuation Tally Board. 

8. Notify the Building Warden or Fire Service of any people remaining in 
the building and their location and/or any areas that have not been 
checked, and/or of any visible or smell of smoke/flames. 

9. Join other evacuees at the assembly point.  Keep your Fire Warden 
armband on and be available to provide further information to the 
Building Warden or Fire Service if necessary.  Help maintain crowd 
control and traffic safety. 

 
3.1.2. Duties of Building Warden 

Two or three Building Wardens have been assigned for each building 
and have received special training for this role. 

1. On sounding of the alarm they will go directly to collect the 
Building Warden Vest and tag board and go directly to outside 
the building near the alarm panel.  

2. Ensure the Fire Service has been called from a safe telephone 
(can delegate this).    

3. Await reports from the floor wardens.   

4. Liaise with the Fire Service on their arrival and advise the Fire 
Service of evacuation status and location of persons with 
disabilities in the building. 

 
4 Evacuation of People with Disabilities 

People with disabilities (that do not allow them easy access down stairwells) 
should be assisted to the nearest stairwell landing.  Where necessary, a support 
person may be designated to stay with them. 
 
This procedure is advised for the following reasons: 

• The stairwells are designed and built as self-contained fire cells and have a 
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very high fire rating.  In the short time it takes the fire service to respond, 
people in the stairwell are safe, unless the fire is in that stairwell. 

• During emergency evacuation there will be a large number of people moving 
rapidly down through the stairwell.  Attempts to carry or assist people with 
disabilities down stairwells may impede this flow and could result in injury. 

• The Fire Service personnel have breathing apparatus and are trained to 
quickly assist individuals in need including carrying them safely down stairs. 

 
5 Animals on Campus 

Please refer to MP0419 Dogs on Campus protocols regarding the safe removal 
of any animals that may be on campus during evacuation procedures.  

 
6 Staff with disabilities 

Staff with disabilities may choose to exempt themselves from being a Fire 
Warden.  It is necessary that the staff member notify their Head of 
School/Manager and the Health and Safety Advisor regarding this. 

Staff with disabilities are not required to attend Fire Warden training, however 
are encouraged to attend in part or full to familiarise themselves with fire safety 
and good evacuation processes. 

 
7 Student Emergency Preparedness – Staff Responsibilities 

All lecturers are required to ensure their students are familiar with the 
evacuation procedures detailed in section 2. 
 
This information should be given at first class on a course:  A brief ‘walk-
through’ to familiarise them with nearby notices, exits, alarms is recommended. 

 
8 Earthquakes 

In the event of an earthquake you should stay where you are – if inside stay 
inside;  if outside remain outside.  Move no more than a few steps to a safe 
place, drop, cover, and hold on. 
 
If inside: 
• get under a heavy piece of furniture or a doorway, or  
• stay low alongside an inside wall  
• keep away from windows 
• stay where you are 

If in a lift, stop at the nearest floor and get out. 

If you are driving, pull over to the side of the road.  Stay in the vehicle until the 
shaking stops. 

If you are near the coast, drop, cover and hold on during an earthquake and 
then move immediately to higher ground when the shaking stops. 

When tremors have stopped: 
• Check self and others for injuries, administer first aid if able.  
• Watch and expect aftershocks to occur. 
• Before preparing to evacuate, assess for fire or structural damage and other 

hazards. 
 

Note with regard to swaying buildings: 
You are more at risk of injury from multiple falling materials when on the move;  
stairwells may have become unstable and collapse.  If you are in the higher 
levels of a Polytechnic building and it is swaying, be aware that modern building 
design features this movement ability.  Do not evacuate until movement has 
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stopped and you have assessed for fire, after-falling and structural hazards. 
 

Referral 
Documents 

AP0508 Student Rights and Responsibilities 
MP0402 Health and Safety Induction and Training 
MP0419 Dogs on Campus 
More information can be found at the Ministry of Civil Defence and Emergency 
Management website: www.mcdem.govt.nz or the New Zealand Society for 
Earthquake Engineering: www.nzsee.org.nz
 

 

Delegation of 
Procedures 

      
 
 

 
Approved by Chief Executive 
Date: 25 January 2010 
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