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Emergency Procedures 

 
Responsible to:  CEO, Leader Senior Teacher Team 

 

Applies to:  All Teachers 

 

Purpose: To ensure all Whānau Manaaki Kindergarten (WMK) facilities are safe and to 
ensure everyone is aware of emergency procedures in order to be able to 
respond and manage in the event of an emergency. 

 

Definition: ‘Emergency’ refers to a sudden or unforeseen occurrence of potential 
danger to persons or property requiring immediate action. 

 

 

References: • Any local authority Civil Defence emergency publications 

• Education (Early Childhood Services) Regulations 2008, Regulation 
46 

 

 

Policy 
 

 

1. WMK has responsibility to ensure the safety of children, visitors to kindergartens and all WMK 
Staff in the event of an emergency.  Where possible Senior Management Staff will decide in the 
event of an emergency as to whether kindergarten/s will remain open and will liaise with the 
affected staff. 

 

2. WMK is responsible for the annual servicing of all fire equipment. 
 



 
3. Fire evacuations schemes shall be approved and reapproved as required by the New Zealand 

Fire Service and displayed in kindergartens.  A copy will also be kept by WMK. 
 

4. WMK will maintain a schedule to ensure all kindergartens have current evacuation procedures 
and schemes. 

 

5. WMK Office and all kindergartens shall establish emergency procedures that are relevant to 
their site. 

 

6. Kindergartens shall clearly display emergency procedures, including an evacuation plan, near 
exits. 

 

7. A fire evacuation drill involving the Fire Service is to be carried out every six months.                     
The Fire Service Communication Centre must be called 10 minutes before the drill, on phone 04 
801 0812.  The purpose of this is to ensure neighbours and the Fire Service do not respond 
unnecessarily. If the Fire Communications Centre does not answer the phone, teachers will delay 
the drill. 

 
8. These drills provide practice for what would happen in an actual emergency. For example, if a 

fire alarm is activated in a real fire, then this must be activated, if the group would leave the 
grounds to get to their place of safety, then this must be practiced. An actual call to 111 
emergency services must also be part of the 6 monthly drill. 

 
9. Following this drill, teachers will complete the Evacuation Drill form located on GOSH. A copy of 

this form is automatically emailed to the NZ Fire Service and to the Association Office. 
  

10. In addition, kindergartens shall practice fire drills at least once a month and they must keep a 
written record of these drills.  

 
11. During the monthly practice fire drill, while it is important to replicate as much as possible what 

would actually take place in a real fire, kindergartens should only activate their fire alarm bells 
for a short period so the children can hear the alarm but the bells are not continuous. 
Kindergartens are also advised not to call 111 emergency services.  

 
12. Kindergartens shall practice earthquake drills on a monthly basis. These will be recorded using 

the Evacuation Drill form which can be found on GOSH. 
 

13. Kindergartens shall practice lock down drills on a termly basis. These will be recorded using the 
Evacuation Drill form which can be found on GOSH.  

 

14. Kindergartens shall have appropriate emergency supplies available in the event of an 
emergency. Staff will be responsible for keeping their own personal emergency supplies at their 
place of work. 

 



 
15. Teachers will ensure that emergency contact details for all children and staff are held at the 

kindergarten and are regularly updated. 
 

16. Kindergartens shall ensure all heavy furniture, fixtures and equipment that could fall or topple 
and cause serious injury or damage are secured. 

 

17. Kindergarten will advise the WMK Office as soon as possible following an emergency situation. 
 

18. Generally kindergartens will ensure that at any time there are at least two staff present, 
however, in the event of an emergency, this requirement may need to be different and ideally 
this decision should be made in conjunction with a Senior Manager. 

 

Procedures: 
 

1. WMK will ensure that when required, an updated fire evacuation scheme is submitted to the 
Fire Service for re-approval. 

 

2. Each kindergarten shall review their emergency procedures every year. 

 

3. Teaching teams will ensure that all visitors to the kindergarten use the visitor book and that 
the sign in sheet for children is completed when children arrive each day to ensure that the 
team are aware of everyone who is in the building at any given time. Both these documents 
must in an accessible place for easy identification in an emergency situation. 

 

4. On admission to kindergarten, parents and whānau shall be informed of the procedures for 
care and collection of children in the event of an emergency. 

 

5. In the event of an evacuation of a kindergarten, Whānau Manaaki is to be informed as soon 
as practicable. Where possible, a note should be posted on the building notifying whānau 
where the children can be collected from. 

 

 

 

 



 
6. All kindergartens will develop and display their own procedures for: 

• Civil Defence supplies 

• Earthquake 

• Fire 

• Evacuation 

• Lock-down 

• Chemical spill 

• Tsunami (if in tsunami risk area) 

• Flooding 

 

7. Kindergartens will ensure that they have multiple ways of conveying messages about the 
kindergarten to whanau. 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Guidelines for Developing Emergency Management 
Plans: 
 

 

Whilst it is not possible to prevent all emergencies or disasters from happening, being prepared for 
any emergency that causes sudden or significant disruption to the kindergarten and the community 
will help to reduce the impact of the event and assist in the recovery process. 

 

When developing emergency plans the following are questions to guide your preparation: 

- Who will take charge in an earthquake? 

- Is all equipment likely to cause harm in an earthquake adequately secured/restrained? 

- Where are your emergency supplies kept? 

- How do you ensure that everyone knows where they are? 

- Is there sufficient food and water for up to 3 days? 

- What is your systems for rotating or changing dated supplies and who is responsible for this? 

- Are emergency supplies all in one place? 

- If yes, what will you do if they can’t be accessed? 

- Is your first aid kit well stocked and who is responsible for this? 

- Do you have a phone that will work without electricity (not including mobile phones)? 

- Do you all know where to turn off gas, water and electricity if you need to? 

- Do you know where to find and how to operate emergency equipment eg fire 
extinguishers/hoses? 

- Are exit points from the interior of the kindergarten clearly marked? 

- What is your system for ensuring you have the most up to date emergency details for 
children attending kindergarten? 

- Is a hard copy of up to date emergency contacts kept in a logical and easy to access place? 

- Who is responsible for ensuring that the list is updated regularly? 

- Do you know where you nearest civil defence evacuation point is? 

- Do teachers with dependent children or other dependent family members have their own 
emergency plans eg who will collect and care for these dependents if the teacher is not able 
to? 



 
- Even toilet trained children may have accidents when frightened. Do you have sufficient 

spare children’s clothing, nappies etc? 

- Do teachers have spare clothes, shoes and personal requirements including medication at 
work? 

- Are emergency drills being carried out frequently enough for adults and children to be 
familiar with the routine? 

- The noise that may accompany a major earthquake can be loud and frightening. Have you 
talked to children about what they might hear? 

- Do you know your neighbours? They might be able to help in an emergency or they may 
require some assistance? 

- Have you identified assembly/gathering points where children and teachers are likely to be 
less at risk in the event of the different emergencies that could occur? 

- Do parents know that you are well prepared to manage in the event of an emergency? 

 

During and immediately after the event? 

- What are your strategies for keeping children (and selves) calm during and immediately after 
the event? 

- How will injuries, especially serious ones, be managed? 

- Who is responsible for checking if the building and surrounding area seems safe enough to 
stay in? 

- How do you find out what is happening ie. do you know what radio station to tune into? 

- At what point will you begin to make contact parents and emergency contacts? 

- What will you do if someone who is not a parent or emergency contact arrives to collect a 
child? 

- What will you do if you can’t make contact with a parent or emergency contact? 

- How will manage toileting for adults and children if the toilets are unusable? 

- How will you manage other hygiene issues such as hand washing and food preparation if 
water is limited? 

- If there are deaths as a result of the event how will you respectfully and sensitively manage 
this immediately and subsequently? (Remember this will be a sudden death and in normal 
circumstances the police are the only ones able to release deceased persons) 

- As child numbers reduce over time which teachers will stay for as long as needed and who 
will be released first? 



 
- What will you take in the way of supplies if you are required to evacuate and how will you 

manage this? 

- How will you let others know where you have gone, what time you left and who you have 
with you? 

 

Long Term 

- WMK (with guidance from Ministry of Education) will work directly with kindergartens to re-
establish service after any emergency that causes significant disruption or property damage? 

- Re-establishment of service may include the relocation of the kindergarten to temporary 
premises in the short or long term if the kindergarten is damaged and unable to be 
reoccupied. 

- In the event suitable premises are not able to be secured other options will need to be 
considered. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Examples of Emergency Procedures: 
A. Civil Defence Supplies 

1. The emergency, civil defence supplies are stored in the outside shed. 

2. Water is also stored in the kitchen, the office and the storeroom. 

3. The water supply is changed every 6 months and the food is replaced annually. 

4. Each whānau is asked to contribute to this supply. A list will be displayed informing whanau 
of the items needed. 

 

B. Earthquake 

1. The Teachers will loudly call, “Earthquake! Drop!” 

2. All children and adults in the Kindergarten will drop to the ground, with their knees bent 
beneath them and their hands on the back of their head/neck. 

3. All children will stay in this position until the Teachers tell them, in the case of a drill or 
minor earthquake, that they can return to their work. In the case of a damage-causing 
earthquake, the children will stay where they are while the Teachers ascertain where the 
hazards are. The Teachers will then tell the children where they need to move to. 

 

C. Fire/Evacuation 

1. The Teachers will loudly call, “Fire! Fire! Everyone outside!” 

2. All children and adults (other than the Teachers) will immediately walk to the side gate. 

3. The inside Teacher will check all areas of the Kindergarten, particularly the toilets and bag 
room, to ensure all children are out, then leave the building. 

4. The resource Teacher will collect the rolls, portable phone and portable emergency bag 
(which contains first aid kit, spare clothing, towels, and plastic bags) then leave the building. 

5. The resource Teacher will telephone 111 for the Fire Service. 

6. The outside Teacher will check all areas of the outdoor area then will open the gate and all 
children and adults will walk down the footpath to the grassed area at end of the street 

7. Once gathered on grassed area, one Teacher will call out the children’s names from 
attendance rolls. The other Teachers will look for each child and call ‘yes’ when they see 
them. 

8. Once the Teachers are assured that everyone is safe, they (in the case of a drill) or the Fire 
Service (in the case of a real emergency) will determine whether it is safe to return to the 
Kindergarten. 



 
9. Emergency drills will be carried out each month with the older and younger group . 

10. These will be alternated – Earthquake one week, fire the next. 

11. These drills will be recorded in the “Emergency Drills” book which is kept in the portable, 
civil defence bag, next  to the side door. 

 

D. Lock down procedures 

The most likely reason for a ‘lock-down’ is if there is an armed or potentially violent offender nearby 
or there has been a bomb threat.  If instructed by the Police – either by phone call or in person – 
that there needs to be a ‘lock-down’: 

 

1. The teachers will call / gather all children and adults in the kindergarten inside the 
kindergarten building. 

2. Everyone will be gathered together, in the centre of the building, away from windows and 
entrance ways if possible 

3. The window and doors will be closed and locked 

4. We will call the roll to ensure everyone is accounted for 

5. We will await notification from the Police that the situation is resolved before ending the 
lock-down. 

 

E. Chemical Spill 

1. All chemical spills must be treated as toxic and dangerous. They can be in liquid form, solids, 
powder or gas. 

2. Move all people in the vicinity to a safe area. Consider: 

• evacuation of the entire Kindergarten if required and safe to do so 

• alternatively, it may be safer to stay indoors and seal doors, windows, other 
openings and switch off any air intake units. 

3. If required, contact emergency services on 111. 

4. Give appropriate first aid to anyone in contact with the spill. 

5. Consideration may have to be given to how children will be able to leave the Kindergarten 
after finishing time if the spill has not been made safe by then. 

 

 



 
F. Tsunami  - if in a Tsunami-risk area 

Our kindergarten is situated in an area that is at risk of a tsunami.  The most likely indicators for a 
Tsunami are if the earthquake is strong enough that we struggle to stay on our feet or if the 
earthquake continues for more than one minute.  In this case, teachers will: 

1. Listen to the radio for advice and information. 

2. Evacuate if instructed to by Civil Defence (we won’t wait to be told to evacuate if a strong 
earthquake occurs and our Kindergarten is located in an area at risk of a tsunami (eg near 
the sea, rivers or large body of water). 

3. Describe here your tsunami evacuation arrangements: 

1. where you will evacuate to (go at least 1 kilometre inland and 35 metres above sea 
level) 

2. how you will get there (transportation) 

3. how you make sure all children and staff are accounted for, specifically under-2s if 
applicable 

4. how you will notify parents/caregivers 

5. any other site specific information important to note in the event of a tsunami (eg: if 
you have insufficient time to evacuate, consider the availability of school or nearby 
buildings for their height) 

6. how you will transport your civil defence kit – (back packs is a good option). 

 

G. Flooding – if in a flood-prone area/situation 

Flooding can happen quickly and have serious impacts. Flooding may be caused by heavy rain, 
overflowing creeks and rivers and high tides or tsunamis in coastal and low-lying areas. 

Floods within a building can also be caused by normal wear and tear failures of pipe joints, 
vandalism, or be the result of earthquakes.  In the case of a flood, teachers will: 

 

1. Check source of the flood and that no children or staff are in danger. 

2. Evacuate if required (and get to higher ground). 

3. If flood is due to burst pipes etc, turn off the water at the mains if possible. 

4. If safe to do so, move records and equipment onto higher floors or onto furniture as high as 
possible. 

 


