The Methodist Church of New Zealand
Te Hahi Weteriana o Aotearoa

Caring for Our People Manaakitia a Tatou Tangata

Kia Takatu a-Haumaru!
Be Emergency Ready:

How to create your own Emergency Response Plans
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Reading It is recommended you read this document on line. It contains links to other key
recommendation! documents you will require to complete your Emergency Response Plan and

evacuation drills.

Action It is recommended you just work through the entire process one step at a time.
recommendation Complete the first step before moving onto the next step.
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Overview: 3 Steps —one step at a time!

Response Plan

Who does what in an
emergency!

e Emergency Response Plan
e Building Warrant of Fitness
e Property Title

Gather the following information:

1. Create your Emergency

\ 4

2. Get your Evacuation
plan signed off

WHAKARATONDA W1

EMERGENCY W=

3. Hold an Evacuation
Drill!

Maintain your plan every
6 months

o

Test that your plan works!

e Fix it if it doesn’t!

e Keep Fire and Emergency NZ
informed

Why?

Our buildings are often filled with a constantly changing cast of people. There are

some things we can plan but unfortunately emergencies don’t happen to plan.

It is best to be prepared and know what to do in emergencies. We have a greater
challenge to include all our building users in this process, than an office building
might. We need to create a plan, gather people for the plan, and then practice it.

Fire and Emergency

Fire and Emergency NZ, as first responders, have a national, consistent

NZ framework for Aotearoa to base processes on. Most of our templates are based on
that framework and have been adapted to better cope with church buildings.

Engage with your local Fire and Emergency team! They can get to know you and

your property, and they are a great source of knowledge.
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Step 1. Create Your Emergency Response Plan

Create an Emergency
Response Plan (ERP)

Create Emergency Response Team
(wardens, first aid, traffic control)

and get them involved!
(ref instructions)

(ref instructions, use template)

7}
v !
Create an Evacuation Wall :
Chart Consider
(use template) Formal Training
e  Wardens
e First Aid
v e Traffic Control
Equipment
Create an Fire Action notice e Vests
(use template) e Torches
e  Door Tags
Mobility Aids
3 e Portable ramps
o Wheel chairs
Get building occupants’

feedback on ERP

(take minutes or notes)

\ 4

Amend documents/processes
as needed

L

Hang ERP, Evac. Plan and Fire
Strategic

Action at strategic places  |¢- 22 | o
(take photo, mark .
locations on floor plan)

e Exit points
Gathering points
Waiting areas

\ 4
| Next: Get
Evacuation
Approval

FIRE

EMERGENCY
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Pick one template Three templates are available to start your Emergency Response Plan
1. Office — Flipchart style
2. Parish/Rohe — Flipchart style
3. Parish/Rohe - Side tabbed

The Methodist Church of New Zealand
Te H3hi Weteriana o Aotearoa
5 wetariana House

50Langdons Road
Chelstehurch

EMERGENCY RESPONSE
THE FIRST PRIORITY IN AN EMERGENCY IS THE SAFETY OF ALL PEOPLE PRESENT

+  Raise the alarm.
« Tumto the relevant poge to confirm what to do.

During office hours 03 366 6049 Ext 819 QOffice Reception ‘
Chief Warden Jade Barlow

Wardens Debbie Sykes
Greer Mcintosh

First Aiders Jade Barlow
Greer Mclntosh
After office hours Code 9 {for the alarm Peter Van Hout
03374 3424 021977 230
Wendy Anderson David Bush
021075 0807 021392 500
' Report Incidents to: Trudy Downes, 027 457 4196 J

In case of a major incident phone 111

To be effective, this chart must be read and all staff until it be d )

EMERGENCY PROCEDURE GUIDELINES
_ POWER FAILURE

EXPLOSIONS
EARTHQUAKES
DISRUPTFUL VISITORS/UNWANTED BEHAVIOUR
BOMB THREAT / SUSPICIOUS OBJECTS
FIRST AID RESPONSE
IN CASE OF FIRE
EVACUATION PLAN
EMERGENCY TEAM

i

Office flipchart example

Template location http://www.methodist.org.nz/caring_for_our_people/emergency_response_plans

Fill the template in  Refer to “Instructions for Emergency Response Plan” to help complete the
Emergency Response Plan.
http://www.methodist.org.nz/caring_for_our_people/emergency response_plans

Get people for the Refer to “Create an Emergency Response Team”
plan http://www.methodist.org.nz/caring_for_our_people/emergency_response_plans

¢ How many people do we need?
e What will they do?

Completed When you are finished, you should have
documents list e An Emergency Response Plan
e An Evacuation wall plan
e A Fire Action notice

Need help? Contact healthandsafety@methodist.org.nz
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Step 2. Get Fire and Emerge

ncy NZ Approval

Approved evacuation scheme is needed if

building is:

e where 100 or more people can gather
together.

e where 10 or more people work.

e where six or more people sleep, unless
there are three or fewer households.

e storing over set levels of hazardous
substances.

e used for early childhood, medical, and
disabled care services, unless the building
is a normal home.

Use information from:

e Emergency Response Plan
e Building Warrant of Fitness
o Property Title

Follows: Completed
Emergency Response

FIRE

EMERGENCY

NEW ZEALAND

Approved
Evacuation
Scheme
needed?

Apply for
Approval

Email completed

fireinfo@fireandemergency.nz

Apply at Fire & Emergency

website
(use online template)

application:

(use template)

Approved?

APPROVED

Resubmit

changes

\ 4

with

-

Next: Hold an
evacuation drill!
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Pick one template Two templates are available for applying for Evacuation Scheme Approval
1. Manual — can be filled in manually (pen, paper, snail mail), or on the
computer (email). It is best to use the instructions to help fill this in.
2. Online - requires a “RealMe” government logon.

Template location 1. Manual
https://onlineservices.fire.org.nz/Download/DownloadStandardFormsFile/29
2. Online

https://onlineservices.fire.org.nz/Secure/EvacuationApplication/Create

Fill the template in  Refer to Fire and Emergency’s Instructions
https://onlineservices.fire.org.nz/Download/DownloadQuickReferenceGuideFile/
21
These instructions are good and if you follow them approval should happen
quicker.

Helpful information Current Emergency Response Plan
to assist e Current Building Warrant of Fitness
e Property Title information (council websites also contain this information)

Fire and Emergency 1. Check your application
will... 2. Possibly reject your application, however they clearly state why and then you
can fix it
3. Come and check out your building before final approval
4. Finally approve your application and then recommend the local fire station

team make themselves familiar with your building
5. Send you a letter of approval

And then you Will have to maintain the evacuation scheme by either
¢ holding regular evacuations, or
¢ Hold regular training
e And then tell Fire and Emergency NZ the results

Need help with your Contact healthandsafety@methodist.org.nz
application?
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Step 3. Hold an Evacuation Drill

Follows: Approved

Evacuation Scheme

v

Inform/involve all building

occupants of evacuation plan
(refer instructions)

\ 4

Hold an evacuation drill
(refer instructions)

Require

agreement

A\ 4

Fill in Evacuation Report
(use template)

\ 4

Submit report to
fireinfo@fireandemergency.nz

Repeat
every 6
months

Room hirees
Tenants
Part-time groups
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Maintain your
approved scheme

Require evacuation
drill assistance?

Require training
programme
assistance?

Useful FENZ
documents

Fill the report
template in

Send report to

And repeat

e Either hold an evacuation drill every 6 months (suited to parishes) or
e undertake training every 6 months (suited to missions)
e report back to Fire and Emergency NZ (FENZ)about the drill/training results

Refer to “Hold an Evacuation Drill Instructions”
http://www.methodist.org.nz/caring_for our people/emergency response plans

Contact healthandsafety@methodist.org.nz

Evacuation scheme cycle
https://onlineservices.fire.org.nz/Download/DownloadQuickReferenceGuideFile/
15 A one-page flowchart showing the standard application and maintenance
cycle for your evacuation scheme.

Maintain your approved evacuation scheme
https://onlineservices.fire.org.nz/Download/DownloadQuickReferenceGuideFile/
19 A longer, more detailed version of MCNZ documents.

FENZ reporting template
https://onlineservices.fire.org.nz/Download/DownloadStandardFormsFile/28

evacuation@fireandemergency.nz

At intervals of no longer than six months
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