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                            Dry and windy conditions can make it risky to light a fire or do work that can create sparks or heat. Learn about the fire seasons and fire danger index and what these mean for you, whether you live and work on a farm, lifestyle block, or are visiting rural Aotearoa.
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            Evacuation Schemes

            
                Ngā Mahere Putanga

            
            
                Having an approved evacuation scheme provides your building with protection for tenants and the building itself, is a competitive display of investment in fire safety and allows for the safe, prompt, and efficient evacuation of a building.

            
        

    




                        
                            
    
        
    


                        
                        
                            
    
    
	   
    
        
    
        
            
                What kind of evacuation plan does my business need?

                
            
            
        

        There are two types of evacuation documents a building may need, which depends on whether your building is classified as a 
    
        relevant building
    
    
        
        
        A building that requires an evacuation scheme is called a ‘relevant building’. These include the following:

1.	Buildings where 100 or more people can gather together.

2.	Buildings where 10 or more people work.

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

4.	Buildings storing certain levels of hazardous substances.

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

6.	Prisons and holding cells.



For a complete list and full details of buildings that are ‘relevant buildings’ refer to section 75 of the Act.
        
            
            Close
        
    

 or not. 
Most buildings used by the public must have an 
    
        evacuation procedure
    
    
        
        
        An evacuation procedure describes how occupants will escape to a place of safety if there is a fire, or an alarm of fire.



Most buildings used by the public must have an evacuation procedure in place. If a building is a relevant building then the building owner must also provide and maintain an approved evacuation scheme.



Evacuation procedures for buildings that are not relevant buildings under section 75 of the Act don’t need Fire and Emergency approval. The requirements for evacuation procedures are set out in part 1 of the Regulations.
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 in place. 
Buildings classified as a relevant building must also provide and maintain an approved 
    
        evacuation scheme.
    
    
        
        
        An evacuation scheme is a plan that provides for the safety of a building’s occupants if there is a fire, or an alarm of fire. An evacuation scheme is assessed and approved by Fire and Emergency.

An evacuation scheme needs to include:

•	the building’s evacuation procedure

•	copies of fire action signs and notices

•	description of the building’s firefighting equipment (if applicable)

•	details of the places of safety, where they are located, and how they are reached

•	description of the building’s automatic sprinkler systems (if applicable)

•	description of the building’s fire alarm/means of warning occupants of a fire

•	description of the building’s provision for people requiring particular assistance

•	a plan for the regular maintenance of the evacuation scheme by either trial evacuations or training
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        Login to apply for or manage your evacuation scheme

        
            Login with RealMe 
        
    




    



    
	   
    
        

    
    
        
            
                
                    1. Apply

                    During the application process you will be asked questions about your building and the evacuation process planned for the building, which is then reviewed by Fire and Emergency NZ. You will be contacted if any changes to the application are required. You will also receive notification when your application is approved.
Check you have the following before starting your application:
	
RealMe login


	
Copy of your proposed evacuation scheme (supplied to the occupants)*


	
Fire sprinkler system certification of compliance


	
Fire action sign/notice*


	
Evacuation training programme


	
Site plan and floor plan showing means of escape.



 
What you need to know when applying

  
    
      
    
  


  


 


                
            
                
                    2. Assess

                    Evacuation scheme applications are assessed by Fire and Emergency based on compliance with regulations, suitability with the procedures proposed and to ensure the scheme is fit for purpose in the event of a fire.
Assessments are completed within 20 working days, and once approved you'll receive an email and guidance on maintaining your approved evacuation scheme. 
Outcomes
Amend application as requested and submit  
If the assessment has anything missing, you will receive an email advising that your application is incomplete or not approved with your assessment letter attached. The assessment letter will reference which questions have missing information or require clarification and provides guidance to help you complete the application. 
Withdraw an application
If you've submitted your evacuation scheme application and then realised your building does not require one while your application is still in progress, you can log in to withdraw your application. Please note, withdrawing the application will delete this from your profile.
Building visit
Fire and Emergency may ask to visit your building if it's new, you have a place of safety located inside the building or to confirm the proposed procedure listed in the application for the scheme will function in a manner to enable a safe prompt and efficient evacuation of the building. During this visit we may discuss other fire safety topics.
You will be notified by email and/or phone call if a building visit is required, and this will be arranged by agreement with Fire and Emergency. 
 


                
            
                
                    3. Maintain

                    Once you have an approved evacuation scheme, you must ensure everything described in the scheme is maintained.
This includes carrying out a trial evacuation or training programme on the date provided in your evacuation scheme depending on your answers to Questions 4.4 and 4.8. The type and frequency of maintenance will have been selected in section 4 of your evacuation scheme application.
To keep your scheme current, you must notify Fire and Emergency each time a maintenance action is completed. The easiest way to do this is to login and report your trial evacuation or training programme maintenance. 
Reminder emails are sent ahead of time for these activities if you have applied online, otherwise you will need to keep track of trial evacuation and training programmes due dates manually.
	
Quick Reference Guide

Maintain your approved evacuation scheme. [PDF, 786 KB]

This guide steps through the requirements to keep your approved scheme current and maintained: 



 
If you're required to run a trial evacuation
(Indicated by your answer to question 4.4 in your evacuation scheme) 
If you applied online, you will be sent an email reminder that you're required to run a trial evacuation ten days before your next trial evacuation is due. 
What you need to do:
	
Undertake a trial evacuation on or before the due date

To avoid fire appliances being dispatched to your trial evacuation in error, please advise us of your trial evacuation 15 minutes beforehand  by phoning our communications centre:

Northern Communications – 09 486 7948
Central Communications – 04 801 0812
Southern Communications – 03 341 0266


	
Complete an online trial evacuation report within 10 working days after your trial evacuation.

You can also submit an evacuation report for any unplanned evacuation of your building; including an evacuation in response to a false alarm or an actual incident. This will defer the date for your next trial evacuation as long as you submit your evacuation report within 10 working days of the evacuation taking place.



If you're required to run a training programme
(Indicated by your answer to question 4.8 in your evacuation scheme) 
If you applied online, you will be sent an email reminder that you're required to notify us of your training programme maintenance. 
What you need to do:
	
Undertake scheduled training as per your training programme


	
Complete an online notification to give us the required information about the training programme undertaken, including:

	
the number of people who have completed the programme in the period since the last notification


	
whether the training was initial or refresher training


	
results of their assessments


	summary of contents covered.




 


                
            
                
                    4. Notification of building change

                    If there is a change to your building, or the purposes of which some or all of it’s used, please notify the Fire and Emergency by sending a Notification of Building Changes.
Your evacuation scheme will then be re-assessed against the building changes being made to ensure the building can be safely evacuated in case of an emergency.  
	
Printable form

Notification of Building Changes. [DOCX, 105 KB]



Outcomes
No change required
If the evacuation scheme is still fit for purpose it remains an approved evacuation scheme for your building which you need to maintain.
 
Resubmit scheme with required variation(s)
If the changes required are minor, your evacuation scheme is copied and assigned a new version number (number indicator). Login to review the changes required and submit the new version for assessment.
As part of the assessment, if any additional changes are found that haven’t highlighted in the building change notification they will be added. You may also be visited by a District Advisor if it's determined any of the changes need to be checked onsite.
	
Quick reference guide

Resubmit an evacuation scheme application [PDF, 474 KB]



 
Evacuation scheme revoked
This action is only taken after correspondence with the scheme owner if the building changes mean people would not be kept safe in the event of a fire with the current evacuation scheme, or if a building is being demolished or is no longer a relevant building. 
	
Quick reference guide

Resubmit an evacuation scheme application [PDF, 474 KB]



 
Submit new application
If changes are significant enough, you may be required to submit an entirely new application.
 
	
Quick reference guide

Submit an online evacuation scheme application [PDF, 2 MB]





                
            
        
    






    



    
	   
    
        
    
        
            
                Guides, forms and examples

                
            
            
        

        View available guides and documents to help complete and maintain your evacuation scheme.


    




    



    
	   
    
        


    
    
        
            
        


        
            
                
                    
                        Quick reference guides
                        
                    
                    
                        
                            	Completing and submitting an online evacuation scheme [PDF, 2 MB]
	Completing and submitting a manual evacuation scheme [PDF, 572 KB]
	[bookmark: CEP - Documents!B7]Work with evacuation scheme application templates [PDF, 752 KB]
	Classifications and thresholds for hazardous substances [PDF, 525 KB]
	[bookmark: CEP - Documents!B2]Maintain your approved evacuation scheme [PDF, 786 KB]
	Resubmit an evacuation scheme application [PDF, 474 KB]
	Contact details for evacuation schemes [PDF, 297 KB]


                        

                    
                
            
                
                    
                        Application and supporting document examples
                        
                    
                    
                        
                             Please note: these examples includes screenshots from the previous online services tool.
	
Application form examples

	
Supporting document examples


	Apartments exemplar - application form [PDF, 1.1 MB]	Apartments exemplar - supporting documents [PDF, 1 MB]
	Childcare exemplar - application form [PDF, 1 MB]	Childcare exemplar - supporting documents [PDF, 547 KB]
	Church exemplar - application form [PDF, 1 MB]	Church exemplar - supporting documents [PDF, 607 KB]
	Marae exemplar - application form [PDF, 1.1 MB]	Marae exemplar - supporting documents [PDF, 646 KB]
	Marquee exemplar - application form [PDF, 1 MB]	Marquee exemplar - supporting documents [PDF, 982 KB]
	Medical Centre exemplar - application form [PDF, 1008 KB]	Medical Centre exemplar - supporting documents [PDF, 501 KB]
	Motel exemplar - application form [PDF, 1.1 MB]	Motel exemplar - supporting documents [PDF, 683 KB]
	Multi-use exemplar - application form [PDF, 1.2 MB]	Multi-use exemplar - supporting documents [PDF, 769 KB]
	Office Building exemplar - application form [PDF, 1 MB]	Office Building exemplar - supporting documents [PDF, 497 KB]
	Rest Home exemplar - application form [PDF, 1.3 MB]	Rest Home exemplar - supporting documents [PDF, 778 KB]
	School exemplar - application form [PDF, 428 KB]	School exemplar - supporting documents [PDF, 1004 KB]
	Sports Club exemplar - application form [PDF, 245 KB]	Sports Club exemplar - supporting documents [PDF, 844 KB]
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                            	Fire Action Notice English (digital) [DOCX, 38 KB]
	Fire Action Notice Te Reo (digital) [DOCX, 39 KB]
	Fire Action Notice English (handwritten) [PDF, 84 KB]
	Fire Action Notice Te Reo (handwritten) [PDF, 142 KB]
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Notification of Trial Evacuation [DOCX, 102 KB]


	
Notification of Evacuation Training Programme [DOCX, 108 KB]


	
Notification of Building Changes [DOCX, 105 KB]


	
Authority to act on behalf [DOCX, 106 KB]

When seeking information on a building, you must attach this form. 


	
Notification that an evacuation scheme is not required [DOCX, 108 KB]
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