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BACKGROUND: 

 

Legislation: 

Under the requirements of the University evacuation scheme, Massey University must appoint and 
train Wardens to evacuate a building in the event of a fire. 

Due to the nature of the risks and hazards found in a University environment Wardens may be 
required to evacuate buildings for emergency events other than fires and so to reflect this, Building 
and Floor Wardens are referred to as Emergency Building Wardens (EBW) and Emergency Floor 
Wardens (EFW). 

Other emergency events that may require Emergency Buildings Wardens to evacuate a building are 
weather related events, earthquakes, chemical spills and hazards, utility failure and violence.  

Emergency Flip Charts: 

Emergency Flip Charts are locatated throughout campus buildings. The Emergency Flip Charts detail 
the emergency proceedures that individuals should follow when faced with an emergency event. 
The section on evacuations states that evacuees shall “follow the instructions of Wardens at all 
times”. 

Nominations: 

It is understood that each building on campus has its own unique hazards and for that reason 
Emergency Building and Floor Wardens are appointed by their own departments. It is recommended 
that when appointing Emergency Building and Floor Wardens, that consideration be given to those 
individuals who demonstrate the following attributes; 

• Calm under pressure 
• Decisive under pressure 
• Able to communicate well under pressure 
• Knowledge of the hazards in the area 

It is recommended that the Workplace Health and Safety Committees and  / or Departmental Health 
and Safety Representatives have a role in nominating the Emergency Building and Floor Wardens.  

Facilities Management Helpdesk: 

On behalf of the Operations and Security Manager, the Facilities Management Helpdesk holds a data 
base of registered Emergency Wardens on campus. On a six monthly basis, most usually February 
and August, all Departments/Sections/Schools/Institutes will be asked by the Facilities Management 
Helpdesk to confirm or update the contact details for the Emergency Wardens in their locations. 

In the future the Manawatu campus intends to have the ability to communicate with Emergency 
Building Wardens during a large scale emergency event and for this reason; Emergency Building 
Wardens will be asked to provide an appropriate cell phone number. 
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Training: 

At least once a year Emergency Wardens will be asked to attend theoretical training and fire 
extinguisher training by an appropriate provider, this training will usually be offered during the study 
breaks. Due to the legislation the focus of the training will be on evacuations as a result of fire. 

For auditing purposes, ACC requires the University to retain evidence of the individuals trained; as a 
result all training records will be provided to and maintained by the Health & Safety office. It is 
expected that departments will support their Emergency Wardens to attend this training.  

Trial Evacuations: 

Trial evacuations are held in March and September of each year and include buildings on Milson, 
Turitea and Hokowhitu sites that are staffed by University staff and students. 

Larger tenants have responsibility for running their own trials and reporting back to the University.  

Process: 

As noted above, each building has its own identified hazards and for this reason we anticipate that 
the Workplace Health and Safety Committees and / or appointed Health and Safety Representatives 
will have a role in further developing (where necessary) the evacuation process for their area, 
however the process that we recommend is as follows; 

1. An Emergency Building Warden will be nominated to oversee the evacuation of the 
complete complex, usually a building. During a fire evacuation they will report to fire panel 
and await the arrival of the NZ Fire Service (see job description for further details). 

2. Emergency Floor Wardens will be nominated to oversee the evacuation of a wing, floor or 
section of a building. During an emergency evacuation they will report to the Emergency 
Building Warden (see job description for further details). 

3. Due to staff movement and leave, multiple people should be trained for both roles. 
4. Vests identifying and differentiating between the Emergency Building Warden and 

Emergency Floor Wardens will be located in a common area of the wing, floor or section of 
the building and the first trained Emergency Warden to put on the vest takes responsibility 
for the associated task. 

5. Located with the vest is a colour coded laminated map of the wing, floor or section of the 
building that the Emergency Floor Warden is tasked to evacuate. Also included on the map 
will be the location of the fire panel. 
Please contact Facilities Management Helpdesk for a copy for your building plans. 

6. Once the Emergency Floor Warden has completed an evacuation of their wing, floor or 
section, they will then proceed to the fire panel where they will provide their laminated map 
to the Emergency Building Warden as an indication that they have evacuated their area. 

7. The Emergency Building Warden will then issue the Emergency Floor Warden with a 
laminated card telling them which external door or assembly point they are to station 
themselves at until the all clear is given. The purpose of this is to ensure that no one re-
enters the building and that the Emergency Wardens are available to support participants at 
the assembly point. 
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8. Location of the vests and maps will be influenced by the layout of the building and the 
approved egress. 

9. In buildings with more complex hazards, checklists may be required by the Emergency 
Wardens, we would recommend that the Workplace Health and Safety Committees, lab 
supervisors and or appointed Health and Safety Representatives have a lead role in 
developing these. 

Information: ie Job descriptions, posters 

We recommend that located with the vest and laminated map is a poster showing the name, photo 
and location of the Emergency Building Warden and Emergency Floor Wardens, these will also 
include emergency numbers, building number (C number) and the physical address of the building  
(see attached template). 

We also recommend that the Workplace Health and Safety Committees and or appointed Health and 
Safety Representatives check on a 6 monthly basis that these posters remain current. 

Assembly points: 

Legislation requires that in the case of fire, participants should evacuate to a nominated assembly 
point. However if the nature of the emergency, direction of the wind, or any other factor make the 
assembly point unsafe or unsuitable, it is the responsibility of the Emergency Floor Wardens to guide 
and lead the participants to an alternative safe area.  

 

ACADEMIC STAFF: 

Business Hours:   

Emergency Room Warden: 

In an emergency evacuation that occurs during business hours, it is envisaged that academic staff 
who are in the process of teaching or working with students in either a formal or informal capacity, 
will take a leading role in guiding and supporting students through the evacuation process. 

In this situation the academic staff member acting in the role of Emergency Room Warden will have 
the single responsibility of evacuating the spaces that are occupied by their students and visitors 
(see attached job description). 

Specifically the University asks that academic staff show leadership by; 

• Responding to alarms in a timely manner 
• Encourage students and visitors to remain calm 
• Assist students to progress through the appropriate exit to the external assembly point 
• Encourage students to respond to the direction of appointed wardens who liaise with 

emergency services. 

Therefore academic staff should familiarise themselves and their students with the locations of 
alarms, fire panels, exits and assembly points prior to commencement. 
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Afterhours:  

Emergency Floor Wardens: 

When teaching outside of normal business hours academic staff are required to act as Emergency 
Floor Wardens for their students and visitors. 

Afterhours the role of the Emergency Floor Warden is to evacuate the spaces that are occupied by 
their students, visitors and themselves and be prepared to assist in evacuating the immediate 
surrounding areas, but not the whole building unless it is safe to do so. 

Therefore, academic staff should be familiar with the Emergency Building Warden and Emergency 
Floor Wardens job descriptions 

And should familiarise themselves, their students and visitors with the locations of alarms, fire 
panels, exits and assembly points prior to commencing their teaching and be prepared to liaise with 
the fire service. 

Ideally academic staff expecting to teach afterhours will attend Emergency Warden training. 

 

Social Science Lecture Theatre and Ag Hort Lecture Theatre:  

Emergency Floor and Building Wardens:  

On the Turitea campus there are two lecture theatre blocks that do not house permanent staff and 
as a result there are no Emergency Wardens permanently located in these buildings. Therefore in 
these two locations the University asks that for the safety of students that the academic staff act as 
Emergency Wardens when teaching in these buildings. 

In case of an emergency evacuation, Wardens vests are located in the lecture theatre; the process is 
as follows; 

• Academic staff in SSLB1 and AHLB1 are designated Emergency Building Wardens 
• Academic staff in SSLB2 and AHLB3 are designated back up Emergency Building Wardens 
• Academic staff in all other teaching spaces within SSLB and AHLB are designated Emergency 

Floor Wardens 
• Academic staff should familiarise themselves with the Emergency Building Warden and 

Emergency Floor Wardens job descriptions for information on their role and responsibilities 
and  should attend training 

• Academic staff should familiarise themselves with the locations of alarms, fire panels, exits 
and assembly points prior to commencing their teaching  

• The Building Emergency Warden should be prepared to liaise with the fire service 
• Laminated instructions are provided with the vests in these teaching spaces 
• If the instructions or the vests are not present please notify the Facilities Management 

Helpdesk in order that they may be replaced. 
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• Ideally staff using these buildings should attend Emergency Warden training. 

 

MOBILITY IMPAIRED: 

• During an evacuation and where possible the individual with mobility issues is to be brought 
to one of the designated gathering places i.e. the final exit door (ground floor) or onto the 
landing in the stairwell (upper floors). 

• The Emergency Floor Warden is to nominate a volunteer to remain with the individual until 
emergency services arrive (see job description). 

• The Emergency Floor Warden will then report the location and names of the individual and 
the volunteer to the Emergency Building Warden, who will immediately notify the Fire 
Service on their arrival.  

• The Fire Service will evacuate the individual and their volunteer. 
• Where an individual cannot be moved to the stairwell, the Emergency Floor Warden is to 

nominate a volunteer to remain with the individual until emergency services arrive. 
• The Emergency Floor Warden will then report the location and name of the individual and 

the volunteer to the Emergency Building Warden, who will immediately notify the Fire 
Service on their arrival.  

• The Fire Service will evacuate the individual and their volunteer. 
• With lights and sirens it takes approximately 12 minutes for the Fire Service to reach the 

Turitea campus and while the stairwells are deemed to be the safest point to await the 
emergency services, the alarms sounding in stairwells may cause discomfort and with some 
stairwells being quite narrow a decision to wait just outside the stairwell doors may be 
appropriate.. Alternatively individuals may wish to source ear plugs or ear protectors as part 
of their Massey University Emergency Kit.  

 

 

WORKING AND STUDYING AFTERHOURS: 

During an afterhours emergency, whomever is occupying the building (including students, cleaners, 
contractors, academic and professional staff) is responsible for evacuating the building and although 
their primary responsibility is to evacuate themselves, they should at least be prepared to assist 
others and to communicate with emergency services on their arrival. 

As departments are responsible for determining who has access to their offices and buildings 
afterhours, we recommend the departments establish a process for ensuring staff and students who 
receive approval for afterhours access go through a short induction to ensure that they are aware of 
their personal responsibilities. 

The level of detail in the induction document will be determined by the risks identified in the 
department. It is suggested that the Workplace Health and Safety committee and / or Departmental 
Health and Safety Representatives have a role in developing these.  

At a minimum the induction should comprise of; 

• The applicant reading a brief statement outlining their responsibilities to evacuate the 
building and to not re-enter until such time as the emergency services give the all clear 
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• The identification of key components such as fire alarms, fire panels, exits, assembly points 
and warden vests within their building 

• Reading and understanding the Wardens job descriptions. 

Note, that there is not an expectation that individuals or small groups will evacuate  the whole 
building independently during an afterhours evacuation, but rather that they do what is practical 
and safe, and then communicate that to emergency services on their arrival. 

 

CLUBS, EVENTS AND CONFERENCES: 

Clubs, Events and Conferences held in Social Science or Ag Hort Lecture Theatre Block or held 
outside of business hours must have an Emergency Warden present.   

Afterhours: 

30 or less participants: 

Where there are 30 participants or less, then an Emergency Floor Warden must be appointed who is 
familiar with the job description and be willing and able to carry out the associated tasks. 

Afterhours the role of the Emergency Floor Warden is to evacuate the spaces that are occupied by 
their participants and themselves and be prepared to assist in evacuating the immediate 
surrounding areas, but not the whole building unless it is safe to do so. 

Therefore, Emergency Floor Wardens should be familiar with the job description and should 
familiarise themselves and participants with the locations of alarms, fire panels, exits and assembly 
points prior to commencement and be prepared to liaise with the fire service (see job description for 
further details). 

 

Afterhours: 

31 participants or more: 

However where the Club, Event or Conference has more than 30 participants then a trained (see 
section titled training) Emergency Floor Warden is required (see job description for further details). 

Emergency Floor Wardens should be familiar with the job description and should familiarise 
themselves and participants with the locations of alarms, fire panels, exits and assembly points prior 
to commencement and be prepared to liaise with the fire service (see job description for further 
details). 

In the case of a large Club, Event or Conference, then an Emergency Building Warden and or multiple 
Emergency Floor Wardens may also be required. This will be determined by the number of 
participants and the number of rooms in use. 
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Ag Hort or Social Science Lecture Theatre: 

Business Hours and Afterhours: 

Because there are no University staff permanently located in Ag Hort or SSLB Lecture Theatre blocks, 
Emergency Wardens are required for all Clubs, Events or Conferences in these locations both during 
business hours and during afterhours. Where there are 31 participants or more then they are 
required to be trained Emergency Wardens. 

Vest and instructions are located in each Lecture Theatre and Emergency Wardens should familiarise 
themselves and participants with the locations of alarms, fire panels, exits and assembly points prior 
to commencement and be prepared to liaise with the fire service (see job description for further 
details). 

 

EXAMS: 

Business Hours: 

Emergency Room Warden:  

During an emergency evacuation, it is envisaged that Exam staff will take a leading role in guiding 
and supporting students through the evacuation process. 

In this situation the Exam staff member acting in the role of Emergency Room Warden will have the 
single responsibility of evacuating the spaces that are occupied by their staff and participants. 

Specifically the University asks that the Emergency Room Warden show leadership by; 

• Responding to alarms in a timely manner 
• Encourage participants to remain calm 
• Assist participants to progress through the appropriate exit to the external assembly point 
• Encourage participants to respond to the direction of appointed wardens who liaise with 

emergency services. 

Therefore the Emergency Room Warden should familiarise themselves with the locations of alarms, 
fire panels, exits and assembly points prior to commencement. 

 

Afterhours: 

Emergency Floor Wardens: 

When conducting exams outside of normal business hours a trained Emergency Floor Warden is 
required to be present. 

Afterhours, the role of the Emergency Floor Warden is to evacuate the spaces that are occupied by 
staff and participants and be prepared to assist in evacuating the immediate surrounding areas, but 
not the whole building unless it is safe to do so. 
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Therefore the Emergency Floor Warden should be familiar with the Emergency Building Warden and 
Emergency Floor Wardens job descriptions and should familiarise themselves with the locations of 
alarms, fire panels, exits and assembly points prior to commencing the exam and be prepared to 
liaise with the fire service. 

Emergency Wardens are required to be trained 

 

MASSEY UNIVERSITY PERSONAL EMERGENCY KITS 
 

• Orange backpacks are issued to permanent staff for the purpose of assisting them to 
prepare for emergencies. 

• Staff should stock their personal kit with emergency supplies such as food, water, 
medication, clothing and contact details  

• Staff should periodically check and refresh items in their kit. 
• Packs can be obtained by contacting the Facilities Management Helpdesk . 
• During an evacuation and where it is safe to do so, staff should exit the building with their 

personal emergency kit. 
 

TRAINING 

• Trained Emergency Wardens are Wardens who have been trained in the last 2 years by an 
approved provider.  

• Many University staff and students are trained every year by an approved provider and 
therefore they are able to fulfil the role of Emergency Warden. 

• If staff or students wish to attend Emergency Warden Training requests may be made via the 
Facilities Management Helpdesk.  

Facilities Management is able to organise a trained Emergency Warden for a variety of Clubs, Events 
and Conferences, however Facilities Management will use the preferred provider and the actual 
costs will be passed onto the organiser. 

 

EMERGENCY BUILDING WARDEN_JOB DESCRIPTION: 

 

Preventative: 

Emergency Building Wardens are responsible for ensuring that their designated areas are 
kept free of fire hazards at all times.  This will require them to check their area on a regular 
basis and deal with any issues as they arise.  

On the Alarm Sounding: 

• Put on Emergency Building Warden vest. 
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• Ensure the Fire Service has been called by dialling 111. 

The Emergency Building Warden may delegate this task and ask the delegate to report back to 

them once it is completed.   

 Provide the Name and address of the building 

 Nearest cross street or intersection 
 Nature of the emergency 

• Call Massey Security (x 85030) and advise the nature of the emergency. 

• Exit the building at nearest exit. 

• Proceed to the fire panel.  

• Collect laminated maps from Emergency Floor Wardens.  

• As Emergency Floor Wardens become available the Emergency Building Warden will position 
them at external entrances and assembly points using a laminated card system, for the 

purpose of ensuring that no-one re-enters the building until the all clear is given and that 
Emergency Floor Wardens are available to provide support to evacuees. 

• The Emergency Building Warden will meet the Fire Service at the fire panel and inform the 
officer in charge of the first appliance on the following: 

 Location of the fire or emergency event if known 

 The state of the evacuation 
 The location of any persons with mobility issues or other persons still in the building. 

 
Re-entry to the building: 

• The first available Emergency Floor Wardens are to monitor the assembly points and 
entrances to the building for security. 

• The silencing of the fire alarms is not an indication for re-entry to the building.  
• The Fire Service and /or Emergency Building Warden are responsible for issuing the "all 

clear". The Emergency Building Warden or person appointed by the Emergency Building 
Warden will then give the "all clear" to personnel monitoring entrances to the building to 
allow re-entry of occupants.  

Trial Evacuation: 

• Even if you suspect that the evacuation is a trial, please treat the evacuation as genuine. 
• Never call 111 and state that it is a trial evacuation as this may not be the case. 
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EMERGENCY FLOOR WARDEN-JOB DESCRIPTION: 

 

Preventative: 

Emergency Floor Wardens are responsible for ensuring that their designated areas are kept 
free of fire hazards at all times.  This will require them to check their area on a regular basis 
and deal with any issues as they arise.  

On the Alarm Sounding: 

• Put on Emergency Floor Warden vest. 

• In a systematic manner move through their allocated area, ensuring that it is evacuated.   Not 

forgetting toilets, break-out rooms, computer labs etc. 

• Turn off power switches to machinery (if time and safety allows), but not light switches. 

• Appoint volunteers to support individuals with mobility issues until the Fire Service arrives to 
evacuate them. 

• Close all doors. 

• Ensure all personnel leave the area by the authorised egress, and move calmly and directly to 

the assembly point.     

• On ensuring the area is clear, report to the Emergency Building Warden at the fire panel, being 

sure to advise them of any individuals who have refused to evacuate or are unable to evacuate 
the building. 

• If people refuse to leave, note their location and inform the Emergency Building Warden, 
Emergency Floor Wardens should never jeopardise their own safety. 

• The Emergency Building Warden will issue the Emergency Floor Wardens with a laminated 

card advising them which entrance or assembly points they should station themselves at until 
the all clear is given.  

• The purpose of this is to prevent evacuees returning to the building prematurely and also to 
provide support to evacuees at assembly points. 

• Legislation requires that in the case of fire, evacuees should evacuate to a nominated 
assembly point. However if the nature of the emergency, direction of the wind, or any other 

factor make the assembly point unsafe or unsuitable, it is the responsibility of the Wardens to 
guide and lead the evacuees to an alternative safe area. 

• The silencing of the fire alarms is not an indication for re-entry to the building. The Fire Service 
and/or Building Warden are responsible for issuing the "all clear". The Building Warden or 
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person appointed by the Building Warden will then give the "all clear" to personnel monitoring 
entrances to the building to allow re-entry of occupants.  

 

EMERGENCY ROOM WARDEN-JOB DESCRIPTION: 

• The role of the Emergency Room Warden is to familiarise themselves and their participants 
with the locations of alarms, fire panels, exits and assembly points prior to commencement. 

• Evacuate the spaces that are occupied by their participants and staff. 
• Respond to alarms in a timely manner. 
• If it is safe to do so, turn off equipment in the room. 
• Check any adjoining rooms. 
• Leave lights on but shut the doors once the area is evacuated. 
• Encourage participants to remain calm. 
• Assist participants to progress through the appropriate exit to the external assembly point. 
• Encourage participants to respond to the direction of appointed wardens who liaise with 

emergency services. 
 

VOLUNTEER-JOB DESCRIPTION: 

• The role of the volunteer is to remain with the individual while awaiting the emergency 
services. 

• The Emergency Building and Floor Wardens are unable to compel or pressure anyone to 
undertake this role, this role is purely voluntary. 

• If at any point the volunteer believes that their safety is compromised they should evacuate 
the building immediately. 

• The volunteer may choose to ring the emergency services on 111 to directly report their 
location and seek updates. 
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