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Ko Taku Reo Preschool 

Emergency activity checklist ( 
  

Evacuation 
  

Term Date & 

time 

Details/notes 

  

  

Time 

taken 

  

Injuries? Y/N 

Alarm effective? Y/N 

Exits clear? Y/N 

“Fire Action notices in place? Y/N 

Systems to assist evacuation in place & functional? Y/N/N/A 
Equipment effective? Y/N/N/A 

Occupants accounted for/building cleared? Y/N 

Date of last training: 

Comment: 

  

  

Time 

taken 

  

Injuries? Y/N 

Alarm effective? Y/N 

Exits clear? Y/N 

“Fire Action notices in place? Y/N 

Systems to assist evacuation in place & functional? Y/N/N/A 
Equipment effective? Y/N/ N/A 

Occupants accounted for/building cleared? Y/N 

Date of last training: 

Comment: 

  

  

Time 

taken 

  

Injuries? Y/N 

Alarm effective? Y/N 

Exits clear? Y/N 

“Fire Action notices in place? Y/N 

Systems to assist evacuation in place & functional? Y/N/N/A 
Equipment effective? Y/N/N/A 

Occupants accounted for/building cleared? Y/N 

Date of last training: 

Comment: 

      

Time 

taken 

      Injuries? Y/N 

Alarm effective? Y/N 

Exits clear? Y/N 

“Fire Action notices in place? Y/N 

Systems to assist evacuation in place & functional? Y/N / N/A 
Equipment effective? Y/N/N/A 

Occupants accounted for/building cleared? Y/N 

Date of last training: 

Comment: 

   



ay 
  

Lockdown 
  

Term Date & 

time 

Details/notes 

  

  

Time 

taken 
  

Injuries? Y/N 

Alarm effective? Y/N 

Systems to assist movement in place & functional? 

Occupants accounted for? Y/N 

Date of last training: 

Comment: 

Y/N/N/A 

  

  

Time 

taken 
  

Injuries? Y/N 

Alarm effective? Y/N 

Systems to assist movement in place & functional? 

Occupants accounted for? Y/N 

Date of last training: 

Comment: 

Y/N/N/A 

  

  

Time 

taken 
  

Injuries? Y/N 

Alarm effective? Y/N 

Systems to assist movement in place & functional? 

Occupants accounted for? Y/N 

Date of last training: 

Comment: 

Y/N/ N/A 

      

Time 

taken 
      Injuries? Y/N 

Alarm effective? Y/N 

Systems to assist movement in place & functional? 

Occupants accounted for? Y/N 

Date of last training: 

Comment: 

Y/N/N/A 

  
 



  

Earthquake 
  

Term Date Details/notes 
  

1 

  

Time 

taken 

  

Injuries? Y/N 

Exits clear? Y/N 

Systems to assist evacuation in place & functional? Y/N/N/A 

Evacuation equipment effective? Y/N/N/A 

Occupants accounted for/building cleared? Y/N 

Date of last training: 

Comment: 

  

  
  

Time 

taken 

  

Injuries? Y/N 

Exits clear? Y/N 

Systems to assist evacuation in place & functional? Y/N/N/A 

Evacuation equipment effective? Y/N/N/A 

Occupants accounted for/building cleared? Y/N 

Date of last training: 

Comment: 

  

  

Time 

taken 

  

Injuries? Y/N 

Exits clear? Y/N 

Systems to assist evacuation in place & functional? Y/N/N/A 

Evacuation equipment effective? Y/N/N/A 

Occupants accounted for/building cleared? Y/N 

Date of last training: 

Comment: 

  

  

Time 

taken 

      Injuries? Y/N 

Exits clear? Y/N 

Systems to assist evacuation in place & functional? Y/N/N/A 

Evacuation equipment effective? Y/N /N/A 

Occupants accounted for/building cleared? Y/N 

Date of last training: 

Comment: 
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PRESCHOOL WARDENS DUTIES 

1. Ensure all staff are aware of the emergency. 

2. Ensure the Fire Service has been notified via a 111 call. 

3. Collect warden vest and telephone. 

4. Check all areas, close doors and windows on route to 

exit, directing all children and adults to the gate. 

5. Check Playground app at assembly point to find out 
total number of students who are on site. Do a count 

of present students. If the numbers do not match, then 

complete a head count on the Playground app. 

6. Report to the other Building/Site Fire Warden at the 
Adobe Wall. 

WARDENS PRIME CONCERN IS THE SAVING OF LIFE 

ON ACTIVATION OF ALARM 

FLOOR WARDENS DUTIES 

e Ensure your evacuation area is evacuated. 

e Close all doors and windows on route to exit, 

directing all children and adults to the gate assembly 
point. 

e Report to the Preschool Warden at the assembly 
point. 

e Floor wardens must supervise children and parent 
evacuation and are responsible for keeping children 
safely within the boundaries of the assembly point.     

Appendix b: Wardens duties 

Licensing criteria for ECE - HS4, HS5, HS7 & HS8
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Ko Taku Reo Preschool - Emergency planning records 

Year - 2022 
  

Date Term Details/notes 
  

2022 

cov1D 

REeAring 

4 Y Evacuation 

Lockdown 

Earthquake 

i) April 
N/K 
MI low attend once of cha on cite , Daset+le rd hme , 
  

2 | Evacuation 

Lockdown 

Earthquake 

(4 June 
wiA — pla aned fev rect staff calloace dary 

22 Dune 
  

Evacuation 

Lockdown 

) Earthquake 

+ Septemlaew 
24 
22 September. 
      Evacuation 

Lockdown   K <4 
<6 
S
K
Y
 

Earthquake 

12 Decew/er 

(4 December 
S December   
  

Year — 

  

Date Details/notes 
  

Evacuation 3 Apri | 
Lockdown 23 March 

Earthquake 4 Kovi\ ; 
  

Evacuation 

Lockdown 

Earthquake 

3i May 

ts June 

2S «june 
  

Evacuation 

Lockdown 

Earthquake 
      Evacuation 

Lockdown 

Earthquake     
  

Year — 

  

Date Term Details/notes 
  

Evacuation 

Lockdown 

Earthquake 
  

Evacuation 

Lockdown 

Earthquake 
  

Evacuation 

Lockdown 

Earthquake 
      Evacuation 

Lockdown   Earthquake   
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Ko Taku Reo Preschool 

Emergency activity checklist — 2022 
  

  

  

  

  

  

  

  

    
  

  

  

  

  

Evacuation 

Term | Date & | Details/notes 

time 

1 a Apci\ Injuries? Y KN) ed alae use visvedl | moryenty vet 

“ alarm effective? Ytn- Not usec Mates , (0:20 arm effective? iw Co wowe, 

Exits clear{ YY N 

Time | «Fire Action” notices in place{ Y/ N 

taken Systems to assist evacuation in place & functional? Y/N Cu 

Equipment effective? Y/N / 

ey ‘ Occupants accounted for/building cleared€_Y/ N 

. age Date of last training: 

& Comment: 
Sg 4\ thoy Injuries? Y en 

Alarm effective? Y/N 

Exits clear? Y/N 

Time | «Fire Action” notices in place? Y/N 

taken Systems to assist evacuation in place & functional? Y/N/N/A 

Equipment effective? Y/N/N/A 

Occupants accounted for/building cleared? Y/N 

Date of last training: 

Comment: 

3 Injuries? Y/N 

Alarm effective? Y/N 

( Exits clear? Y/N 

C Time | «Fire Action” notices in place? Y/N 

taken Systems to assist evacuation in place & functional? Y/N / N/A 

Equipment effective? Y/N/N/A 

Occupants accounted for/building cleared? Y/N 

Date of last training: 

Comment: 

4 Injuries? Y/N 

Alarm effective? Y/N 

Exits clear? Y/N 

Time | «Fire Action” notices in place? Y/N 

taken Systems to assist evacuation in place & functional? Y/N / N/A 

Equipment effective? Y/N/N/A 

Occupants accounted for/building cleared? Y/N 

Date of last training: 

Comment:          



  

  

Lockdown 202 3 

Term | Date & | Details/notes 

time 
  

DR oo 
  

  

Injuries? Y Aw) @) 

Alarm etfectiver(y)/ N 

  

  

  

  

  

  

    

Time Systems to assist movementin place & functional? Y/N / in) 

taken | Occupants accounted a4] 30 09. 

Date of last training: 24 

4 MIAS.comment: Full KTR owing, Cresdhneo! Yeaclhes, only Ce) S| 

2 Injuries? Y/N ogee Tn 

Alarm effective? Y/N 

Time | Systems to assist movement in place & functional? Y/N/ N/A 

taken | Occupants accounted for? Y/N 

Date of last training: 

Comment: 

3 Injuries? Y/N 

Alarm effective? Y/N 

Time | Systems to assist movement in place & functional? Y/N / N/A 

taken | Occupants accounted for? Y/N 

Date of last training: 

Comment: 

4 Injuries? Y/N 

Alarm effective? Y/N 

Time Systems to assist movement in place & functional? Y/N/ N/A 

taken Occupants accounted for? Y/N 

  

      Date of last training: 

Comment:   
 



« 

  

  

  

  

Earthquake 2024 

Term | Date Details/notes 

1 ‘i Injuries? Y 

K m Exits clear?( Y)/ N 

XL" Systems to assist evacuation in place & functional? Y/N (wi 

Time | Evacuation equipment effective? Y/N 
taken 

  

ow 

Occupants accounted for/building cleared? N 

Date of last training: 277 Move 202 
Comment: Cha at kolole garing a\\ Rf Cop ved Chava Co 

wenrk under xXole ANerg = adut ‘Tite ¢ ‘ 
  

  

Time 

taken 

  

Injuries? Y/N 

Exits clear? Y/N 

Systems to assist evacuation in place & functional? Y/N / N/A 

Evacuation equipment effective? Y/N / N/A 

Occupants accounted for/building cleared? Y/N 

Date of last training: 

Comment: 

  

  

Time 

taken 

  

Injuries? Y/N 

Exits clear? Y/N 

Systems to assist evacuation in place & functional? Y/N / N/A 

Evacuation equipment effective? Y/N / N/A 

Occupants accounted for/building cleared? Y/N 

Date of last training: 

Comment: 

      

Time 

taken 

      Injuries? Y/N 

Exits clear? Y/N 

Systems to assist evacuation in place & functional? Y/N / N/A 

Evacuation equipment effective? Y/N/N/A 

Occupants accounted for/building cleared? Y/N 

Date of last training: 

Comment:   
 



Ko Taku Reo Preschool 

Emergency activity checklist — Z2O2 2 
  

Evacuation 
  

Term Date & | Details/notes 

time 
  

1 Mon 4 Injuries? Y /@) 

2:50 | Alarm effective? (Y)/ N 

Exits clear? (3) N 

Time | “Fire Action” notices in place?(¥)/ N 

  

  

  

Fake Systems to assist evacuation in place & functional? Y/N “N/A 

Equipment effective? Y/N (NIA) 

Occupants accounted for/building cleared{_ 9 / N 

2m Date of last training: (5 June 202] 

4 Comment: no chyidien ON site. 
2 Tes Injuries? -¥ / 

14h je Alarm effectiver(YA- 

JO- POW) Exits clear? (Y)LB 

Time | «Fire Action” notices in place?( Hee = 
taken 

  

Systems to assist evacuation in_place & functional? -+++*+/ 

Equipment effective? +4 ( N/A 

as mints Occupants accounted for/building cleared?()/-N— 

Date of last training: Is~ [b( 2) 

  

  

Comment: [8 thildvéu pveSeuk 

3 1 Sept Injuries? v UN) : 

Alarm effective? Y// N 
30pm) 

( Exits clear2( VY N 

« Time | «Fire Action” notices in place?(YY N 

taken Systems to assist evacuation in place & functional? Y/N IAD 

Equipment effective? Y / ie 

3 ™M Occupants accounted for/building cleared{ ¥)/ N 

Li $¢¢| Date of last training: Is (& (Zi 

Comment: Tu a le f< (tudevits acjcted . 

  

  

  

4 ae Injuries? Y /(N) 

(ey Alarm effective Y)/ N 

Exits clear?) N 

Time | «Fire Action” notices in place{} /N 

taken Systems to assist evacuation in place & functional? Y/N (NA 

Equipment effective? Y/N 

il Occupants accounted for/building cleared] Y// N 

nf se Date of last training: a s/[b(2\ 

Comment: (1 nn Oradent 7 staf Y V itors 

  

          
  

Asad playground opr wl



  

  

  

oe   

Earthquake 2,0 2.2. 

Term | Date Details/notes 

1 Injuries? Y/N 

9 nh Exits clear? Y/N 
oy Systems to assist evacuation in place & functional? Y/N/ N/A 

  

  

  

  

  

  

  

  

  

        

/ Ny Time Evacuation equipment effective? Y/N / N/A 
Vv | taken Occupants accounted for/building cleared? Y/N ~ 

Date of last training: 

Comment: 
— 

2 @) Injuries? Y / 

aj Exits clear? (Y)/ N 

Systems to assist evacuation in place & functional? Y/N /N/ 
Time Evacuation equipment effective? Y/N KN/ ef x Car , ti ia im @ uy 

taken | Occupants accounted for /euildi P Y)/N Aric ae "to Cal 
Date of last training: 21 june fe V 

- fjaside 4 adults, Tehn —ail turtle sa , ddutts. 

1-308 — See 2 advits, 6 chn- 4+ chn turtle sefe +t 2 ade 
\ 2. ehn refused é Cantinve io turtle serfe reminters G nitaie 

oe v * 3 Hk Injuries? Y/N) and proche 
4 Exits clear?(¥)/ N eutside . 

Systems to assist evacuation in place & functional? Y/N Cis) 
Time | Evacuation equipment effective? Y/N Guia? id advits| te ret 

oe Rem~ . 
taken Occupants accounted for/buitding-eteared?(Y)/ N ge entde Safe Wl ch\ 

Date of last training: = (22 Sete 7 chan ere Shfe. | 
Comment: Ail sash ~ ; i ‘ Do treme 

51-30 ” oe eae *lOchn - a title safe W/ est. prache 
6 ohn refused or net espeee ——— “eace every weet 

4 Injuries? Y/® (2 cits -en ren ay vn Ferm e 

Ore Exits clear?(Vy N 

Systems to assist evacuation in place & functional? Y/N KNB 
Time | Evacuation equipment effective? Y / N KN/D 
taken | Ocey di s pants accounted for/building cleared€_Y)/ N . : vel 

Date of last training: mat Time! the week peer 4 Seated 
Comment: Grewt work \ Chan se san ae res pend aii 

> Dw 12; chan + & aduts - all Sofe 3    



  

Lockdown LO 2. 2. 

Term | Date & | Details/notes 
time 

1 Injuries? Y/N 

V Alarm effective? Y/N 

N Time | Systems to assist movement in place & functional? Y/N / N/A 

eC cthtaken Occupants accounted for? Y/N 

  

  

  

  

  

Xe Date of last training: 

Ne Comment: 

2 Injuries? Y/N 
—_ 

Alarm effective? Y/N 

Time | Systems to assist movement in place & functional? Y/N / N/A 

taken | Occupants accounted for? Y/N 

Date of last training: 

Comment: 

3 24 hug Injuries? Y AN) 

Alarm effective(y)/ N 

Time Systems to assist movement in place & functional? Y/N IQA) 
taken | Occupants accounted for YN 

Date of last training: 2% | VALV 
Comment: 

4 1& Dec Injuries? Y Dn 

  

  

  

  

  

  

Alarm effectiv 

Time Systems to assist movement in place & functional? Y/N (Kil) 

taken Occupants accounted forg ¥ DN 

| Date of last training: YATES [20 22. ; 

3 wins Comment! 2 Xeach [ mex \ Visiter in Sloop (Dern 

full KT relneng OQae—Fed lou Alisen /etR., 
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| Fire Exit Door 

| Do_Not Leave 

 



  

 




