
KUSH 

NEC Fire-Earthquake-Tsunami-Lockdown Safety  

OVERVIEW 
 ALL STAFF – You may need to take over the role of Building Warden or Floor Warden if the 

need arises. Please make sure you know these roles 

 Practice tests of these emergencies may happen at any time- assume that it is always a real 

emergency. There will be at least 1 test every 6 months. 

  The fire alarm will be tested monthly – this is usually a short burst of the fire alarm – there 

is no need to do anything in this situation. If unsure assume it is a real emergency. 

 Keep Calm and don’t panic – students will look to you for guidance. 

FIRE 

GET OUT - STAY OUT 
ALL STAFF 

If you discover a fire  

 Warn occupants in the immediate area  

 Operate the nearest fire alarm manual call point (these are red boxes with break-glass 

panels)  

 Call the Fire Service on 111 (the fire alarm is connected to the fire station)  

 Evacuate the building – if possible with your class list   

 Report to the Building Warden at the alarm panel and pass on any relevant information 

about the fire  

 Go to the car park between Kush and 41 Selwyn Place  so that none of our students need to 

cross any roads as in an emergency there may be some panic and we do not want anyone 

getting run over. 

 

If you are warned of a fire  

 Activate the nearest manual call point if the alarm is not already sounding  

 Assist others to evacuate if required.  

 Evacuate to the car park between Kush and 41 Selwyn Place so that none of our students 

need to cross any roads as in an emergency there may be some panic and we do not want 

anyone getting run over 

 

When making a 111 call  

If possible use a mobile phone outside the building or a phone in a safe area out of earsho t of the 

alarm. Be aware that if you are using a landline you may have to press a number to obtain an outside 

line (for example, you might have to dial 1-111 (the fire alarm is connected to the fire station)  

Ask for Fire.  

You will need to provide the following information:  

 The nature of the emergency (e.g. alarms ringing)  

 building name   Nelson English Centre 

 street number  5 

 street name  Church Street 

 suburb and city   Nelson City 

 

 

 



The evacuation management team consists of a Building Warden and 2 Floor Wardens  

Building Warden: Miles Fitton 

First Aider: Philip Marshall 

Floor Wardens: Mei Kano, Daniel Leckie, Luke Scowcroft, James Upton, Philip Marshall, teachers 

If any of the above people are not in the building when an event occurs then the others will 

substitute their role e.g. if Miles is not there then Mei will take the role as Building warden etc.  

Floor warden 1: Start Classroom 1, toilets, kitchen, alarm panel  

Floor warden 2: Start in Classroom 2 -alarm panel  

Floor Wardens  

Upon hearing the alarm:  

 Put on your Floor Warden identification (red armband marked “Warden" which is kept on a 

hook in front of you as you open the  admin office door so you can see if the warden role has 

been filled)  

 Tell other occupants to evacuate the building.  

 If anyone needs assistance to evacuate, appoint people to help them as necessary.  

 Search your floor to ensure that all occupants have evacuated.  

 Ensure that all rooms are checked (including bathrooms).  

 Report to the Building Warden at the alarm panel and tell them if your floor has been 

cleared or the location of anyone remaining inside the building.  

 Proceed to the car park between Kush and 41 Selwyn Place so that none of our students 

need to cross any roads as in an emergency there may be some panic and we do not want 

anyone getting run over.  

Building Warden  

Upon hearing the alarm:  

 Put on your Building Warden identification (red jacket marked “Chief Warden" which is kept 

on a hook in front of you as you open the admin office door so you can see if the warden 

role has been filled)  

 Go to the alarm panel and note the location of the alarm activation.  

 Confirm that the 111 call has been made. If in any doubt make another 111 call (the fire 

alarm is connected to the fire station but no harm in calling again) .  

 If possible get a school class list  

 Await reports from the two Floor Wardens.  

 When the Fire Service arrive report to the officer in charge and tell them the status of the 

evacuation (i.e. all out or the location of anyone remaining inside) and any other relevant 

information.  

 Do not allow anyone to re-enter the building until the Fire Service has given the all-clear.  

After hours procedure  

If the building is occupied outside of the normal hours then the following procedures are to be 

followed. Anyone discovering a fire is to:  

 Warn occupants in the immediate area  

 Operate the nearest fire alarm manual call point  

 Call the Fire Service on 111 (the fire alarm is connected to the fire station)  

 Evacuate the building -Go to the car park between Kush and 41 Selwyn Place   

 Liaise with the Fire Service upon their arrival. 

 

 

 



Earthquake 

DROP-COVER-HOLD 
ALL STAFF 

If you feel an earthquake  

 DROP-COVER-HOLD 

 Get students to do the same – they have been told to do this but may need reminding 

 Do NOT run outside during an earthquake 

 After the shaking stops, care for injuries, keep calm  

 Staff who are away from their workplace and outside when an earthquake strikes should 

move no more than a few steps then Drop, Cover and Hold. 

 You do not have to evacuate the building straight away unless it is showing obvious signs of 

distress. 

 When you eventually evacuate, do take your wallet, coat, bag, PHONE etc. 

 School would be eventually evacuated to the toilets in Montgomery square car park as this 

has no tall buildings or tall trees in the vicinity 

 The Floor wardens and Building warden will assess the situation to see if the evacuation 

location is a still a viable option. In the first instance they will try and get everyone to meet 

in the student room. 

 It is often better to remain in the building until a safe route has been found 

Floor Wardens  

Upon feeling an earthquake: 

 DROP-COVER-HOLD 

 After the shaking stops, care for injuries. 

 Put on your Floor Warden identification (red armband marked “Warden" which is in front of 

you as you open the admin office door so you can see if the warden role has been filled) 

 Report to the Building Warden at the Front desk 

Building Warden  

Upon feeling an earthquake: 

 DROP-COVER-HOLD 

 After the shaking stops, care for injuries 

 Put on your Building Warden identification (red jacket marked “Chief Warden" which is in 

front of you as you open the admin office door so you can see if the warden role has been 

filled)  

 Establish what has happened to all your staff. After stairs are checked, if possible, gather in  

the student room. 
 Obtain occupancy roll – class lists, excursion forms etc. 

 Gather information – about your building (e.g. are the exits useable) and what is happening 

around your area and elsewhere in town. 
 School would be eventually evacuated to the toilets in Montgomery square car park as this 

has no tall buildings or tall trees in the vicinity 

After hours procedure  

If the building is occupied outside of the normal hours then the following procedures are to be 

followed.  

 Follow the Building warden duties  

 

 



 

 

TSUNAMI/ FLOODING 
All staff 

 Follow the earthquake procedure 

 Determine if a Tsunami is expected (see below sources)  

 The building would need evacuating immediately after the shaking has stopped  

 School evacuation meeting point would be the car park of Christ Church Cathedral (away 

from the tall bell tower). This is the only area in central Nelson that will be safe during a big 

Tsunami. This area is full of tall trees and the Cathedral itself. These are both potential 

hazards so only use this meeting point for a Tsunami threat. 

 Sources for finding out about Tsunamis would be radio, TV, mobile warnings, geo net etc. 

Please note that all these sources may be disabled in an earthquake so you may need to 

make an educated guess based on locality and intensity of the  shaking as to whether you 

think a Tsunami may occur. 

 Refer to the Building warden duties  

 

Tsunami Natural warnings – use these to make an “educated guess” 

1. A large earthquake (one it’s hard to stand up in), usually noises from the ocean or  

2. Changes in the ocean (the ocean rushing in or out) or 

3. Feeling a  weak earthquake that lasts for a minute or more 

Then 

1. Assume a Tsunami is coming   

2. Evacuate all zones.  

3. A wave may arrive in minutes or take more than an hour to arrive  

4. The first wave may not be the largest 

5. Wait for the official “all clear” or advice from local civil defence  

a. These warnings and advice may come via NZ media or emergency services. 

 

Emergency updates broadcast on: 
 Class ic  Hits89.6FM 

 The Breeze97.6FM 

 Newstalk  ZB1341AM 

 MoreFM92.8FM 

 Fresh FM104.8FM 

 
 

https://www.geonet.org.nz/  
 

 

 

 

 

 

https://www.geonet.org.nz/


 

LOCKDOWN 
ALL STAFF 

If you hear “LOCKDOWN” being repeated: 

 Get down on the floor under a desk away from any windows 

 Instruct all those around you to do the same 

 Close the door 

 Stay there until otherwise instructed 

 Building Warden  

Upon being notified or determining to lockdown the school  

 Move quickly through the school shouting “Lockdown” 

 Lock the external doors 

 Remain away from windows  

 Upon notification or determination, inform school as to end of the lockdown  

 

 

Miles Fitton 0223236427 
James Upton 021659293  
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