
Fire and Emergency Evacuation Policy 

 
 

Purpose 

The purpose of this policy is to keep children and adults safe from fire and other emergency 

events by meeting Licensing Criteria HS4, 7, and 8.  Safety at Hopscotch is paramount. Planning 

evacuation procedures and alternative care arrangements should the centre be involved in an 

emergency, will minimise the risk of injury and stress to children during this time.  Hopscotch 

is prepared to respond to a range of emergencies.  We have clear procedures in place so that 

staff and children know what to do and are equipped with emergency supplies. 

 

Outline 

An emergency event refers to a sudden or unforeseen occurrence of potential danger to 

people or property requiring immediate action.  Emergencies range from natural and man-

made disasters including flooding, fire, earthquake and chemical spills.  There are other 

emergency situations such as encountering a dangerous and or armed person.  Evacuation 

and/or emergency response procedures will minimise the risk of injury and stress to children 

and adults and creates confidence in staff, families and children about handling emergencies. 

 

Te Whāriki Well-Being - Children experience an environment where they are kept safe from 

harm. 

 

Detail 

We are fully prepared for any emergencies that might happen at any time and on any day.  This 

is supported by ensuring that there will always be at least one staff member who either holds 

a current first aid certificate, is a registered medical practitioner, nurse with a current 

practising certificate, or a qualified ambulance offer or paramedic (HS25). 

 

We carry out fire evacuation and earthquake drills every three months.  We ring the Fire 

Service communication centre prior to carrying out an evacuation drill and our drills are 

reviewed by staff and records retained.  Fire safety checks are carried out monthly by the 

Licensee, six monthly by a security company and annually by an IQP. 

  

We also carry out drills to ensure that if there is any threat such as a dangerous person and/or 

armed person, chemical spill or explosion all children will be assembled indoors and remain so 

until the threat is removed.  A ‘lock down’ situation is Police terminology where an intervention 

by Police requests that a service ‘locks down’, assembles and stays indoors (movement in and 

out of the wider environs is restricted) until given the okay to resume usual activities.   

 

In the case of a civil emergency requiring evacuation, the following procedures will be adhered 

to: 

a) Local emergency services will be contacted as soon as possible. 

b) The centre will relocate all staff and children to the nearest Civil Defence Post at the 

Otorohanga College.  If possible, any change in location will be communicated by changing 

the message on the answering machine and leaving a written message at the entrance. 



c) Children are to be collected by authorised adults only.  No child will be released unless 

we have permission to that effect.  All parents/caregivers who collect children will be 

required to sign for their release. 

 

We have a portable civil defence kit which includes an emergency supply of first aid, food, 

water and other resources necessary for the care and support of children and staff for a 

limited time, together with an up-to-date register of children attending and their emergency 

contact details. 
 

Roles/Responsibilities 

Licensee 

o Ensures the Head Teacher is carrying out her duties as below. 

o Checks and replenishes supplies every six months. 

 

Head Teacher or Warden on the day 

o Ensure staff and children are trained about emergency and traumatic event response 

procedures. 

o Make decision whether to vacate - if direction has not been received from an outside agency 

– such as Police, Fire Department or Civil Defence personnel. 

o Asks staff to gather children and assemble in the designated safety meeting place 

(depending on the emergency). 

o Check all rooms have been vacated. 

o Collect the roll, tablet, phone and building assistance register. 

o Ensure that everyone knows where the designated assembly area is and will change it if this 

will unnecessarily place children at further risk. 

o Conducts a roll call. 

o Operates the fire alarm and calls the fire service (or asks someone else to help) 

o Retrieves the supplies ready to be used. 

o Organises fire drills and staff reviews. 

All Staff 

o Staff’s first responsibility is to the children at the centre. 

o Keep calm and ensure children are assembled in the designated safe meeting place. 

o Follow the agreed emergency procedure. 

o Instruct children to follow your lead.  As much as possible, without endangering yourself, 

assist them. 

 

The Ministry of Education have Traumatic Incident teams based in all Special Education offices 

around the country.  They can be contacted at any time by phoning 0800 TI Team (0800 848 

326). 


