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GUIDE- Evacuation scheme application

Foreword Fire evacuation schemes greatly contribute to fire safety by providing a
mechanism for building occupants to safely evacuate a building.
Consequently schemes must reflecttheb ui | di ngés compl ¢
activity. Therefore completion of a scheme requires thoughtful planning so
that the procedures contained within it are effective if a fire emergency
occurs requiring the evacuation of

To assist in approving a scheme it is essential that the application
submitted be completed correctly. This guide is designed to assist
applicants.

I am certain that by producing this Guide the New Zealand Fire Service will
have made it much easier for building owners to develop evacuation
schemes that not only meet the requirements of the legislation but also
provide for the safe and timely evacuation of their buildings in the event of a
fire emergency requiring evacuation.

| invite you to visit our website for further information on evacuation
schemes evaconline.fire.org.nz.

s >
Mike Hall

New Zealand Fire Service National Commander


http://evaconline.fire.org.nz/
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About this Guide

Purpose of this
Guide

The Act and the
Regulations

Glossary

Key terms

This guide aims to assist you to:

e develop an evacuation scheme that is appropriate for your building

e submit a successful application for Fire Service approval.

In this document:
e the Acti refers to the Fire Service Act 1975

e the Regulations i refers to the Fire Safety and Evacuation of
Buildings Reqgulations 2006

e an Application refers to an application for Fire Service approval of an
evacuation scheme.

You can view the Act and the Regulatonsunder ORef erence
evaconline.fire.org.nz.

In the Act, sections 21A-211 are most relevant to evacuation schemes.

In addition to the key terms described below, a glossary of terms is given in
Appendix A, and at evaconline.fire.org.nz.

Words included in the glossary are indicated by italics in this Guide.

Here are some terms that are important to understand before reading this Guide (A indicates a legal

definition):

applicant

relevant
buildings

place of safety
outside

place of safety
inside

evacuation
procedure

the person who is applying for Fire Service approval of an evacuation
scheme. It may be either:

e the building owner

e an authorised applicant.

Buildings that are required to have Fire Service approved evacuation
schemesar e referrdeeviaot aabdabellisted in gestion 21A
of the Act.

a place in the vicinity of the building where people may safely gather after
escaping the effects of a fire. Some examples are: a street, open space,
public space, or an adjacent building.

a place within a building in a separate fire cell, where people may safely
gather to escape the effects of a fire (only an option in buildings that have
automatic sprinkler systems). Refer to the glossary for a full definition.

a procedure that is in place for the safe, prompt and efficient evacuation of
the building's occupants in the event of a fire emergency requiring
evacuation of the building to a place of safety.
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evacuation A means an evacuation scheme:

scheme (a) that is required under section 21B of the Act; and
(b) that complies with Part 2 of the Regulations.
automatic Alis a system thatd

sprinkler system (1) (a) satisfies sections 105 and 108 of the Building Act 2004 (in relation to
the sprinkler system); and

(b) is appropriate to the use and occupancy of the building; and

(c) complies with subclause (2).

(2) A sprinkler system must comply, at the time that it was installed, with one
of the following standards:

(a) NZS 4541:20070 Automatic fire sprinkler systems:
(b) NZS 4515:20030 Fire sprinkler systems for residential occupancies:
(c) NZS 4517:20026 Fire sprinkler systems for houses.
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Developing evacuation schemes

All buildings -
evacuation
procedures

Evacuation
procedure

Relevant
buildings-
evacuation
schemes

Evacuation
scheme

Failure to comply

The Application
Form

Almost all buildings other than private homes are required to have an
evacuation procedure, unless the building requires an evacuation scheme
(see below).

A full list of these buildings is given in Schedule 1 of the Regulations.

An evacuation procedure is a plan that describes how occupants will escape
to a place of safety in the event of a fire (or suspected fire).

The requirements for evacuation procedures (that are not required to have
Fire Service approval) are given in Part 1 of the Regulations.

Buildings that are required to have Fire Service approved evacuation
schemes under section 21B ofthe Actar e r e f e reftevant buildingsa ¢
and are listed in section 21A of the Act.

An evacuation scheme describes the measures that have been put in place
to enable safe and timely evacuation in the event of a fire (or suspected fire),
including:

e evacuation procedure

e training

e signs and notices

o firefighting equipment

e places of safety

e automatic sprinkler systems

e provision for persons with a disability
e means of warning

e maintenance of the scheme.

If the owner of a relevant building fails to comply with the requirements of
section 21B of the Act, the Fire Service may apply for an order that the
building be closed until those requirements have been met, following the
process described in section 21G of the Act.

[section 21G of the Act]

The Fire Service has an application form available at evaconline.fire.org.nz.

Al l guestions other than those mark
[Regulations 20(2), 21(2), 22; and section 21C(2) of the Act]

Note: Part Two of this Guide provides help for the specific questions given in
the Fire Service application form.
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Applying for approval

Building owner
responsibility

Determining the
need to apply

Voluntary
application

One building per
application

Existing buildings

The building owner is responsible for applying for Fire Service approval of an
evacuation scheme for any relevant buildings.

The building owner may authorise a person to act on their behalf (an
@uthorised applicantd, provided written evidence of authorisation by the
building owner is provided with the application.

A nAuthorised applicantéform is available at evaconline.fire.org.nz.

Relevant buildings are required to have evacuation schemes that have been
approved by the Fire Service. A relevant building is a building that is used for
one or more of the following purposes:

¢ the gathering together, for any purpose, of 100 or more persons
e providing employment facilities for 10 or more persons*®

e providing accommodation for more than 5 persons (other than 3 or
fewer household units) *

e storing or processing hazardous substances in quantities exceeding
the prescribed minimum amounts (see Appendix B for a list of these
amounts)

e providing early childhood facilities (other than in a household unit)

e providing nursing, medical, or geriatric care (other than in a
household unit)

e providing specialised care for people with disabilities (other than in a
household unit)

e providing accommodation for persons under lawful detention (other
than home detention, community detention, or parole).

*|f the building is used for either of these two purposes, and it has an
automatic sprinkler system (as described in Regulation 16), the building
owner is not required to provide and maintain an evacuation scheme for the
building.

However, the building owner must notify the Fire Service that an evacuation
scheme is not required, using the form in Schedule 4 of the Regulations
(NZFS version of the form is available at evaconline.fire.org.nz).

[sections 21A, and 21E of the Act].

Owners of buildings that are not delevant buildingsémay choose to apply for
Fire Service approval of an evacuation scheme.

If 'none of the above' is selected in Q1.6 (question 1.6 in the NZFS
application form), then the application is voluntary.

[section 21H of the Act].

Each building must have a separate application submitted.

Existing relevant buildings should have approved evacuation schemes, or
written exemptions.
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Assisting the Fire
Service process
your application

Submitting
applications for
approval

Limitations of the
Fire Service
authority

Fire Service
Building Visits

Approved
applications

Declined
applications

To assist the Fire Service in processing your application promptly, please
ensure:

e all documents in your application are single sided
e any hand writing is easily legible

e you have attached all the documents in the checklist in Appendix C

Applications can be submitted:

e online at evaconline.fire.org.nz, usi ng t he oO6Upl oa

e by posting it to the appropriate address given in Appendix F
e faxing it to the appropriate number given in Appendix F

Please do not deliver applications to local fire stations.

The Fire Service only approves evacuation schemes for fire emergencies, as
required by the Act and the Regulations.

Please do not include information about evacuation procedures for any other
events such as gas leaks, bomb threats, earthquakes, or white powder
threats.

The Fire Service will always provide written advice to the building owner
outlining when we intend to visit a building during the approval process
stating the:

e time, date, and purpose of the visit.

Staff authorised to enter and inspect buildings have photographic
identification and building owners or occupiers may ask to see the
identification.

[sections 21Fand 29 of the Act]

The Fire Region in which the building is located will post the approval letter
to the applicant.

Applicants are notified if the application is declined. The natification includes:

e the reason(s) for declining a scheme

e adescription of amendments required so that the scheme may be
approved.

[Regulation 23(3)]
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Time requirements

Submitting a new Owners of new buildings that require evacuation schemes must make an
bui |l di ng o6 s application no later than 30 days after the earlier of:

application . . - .
PP o the date on which the code compliance certificate is issued

¢ the date on which the building is first lawfully occupied.

[Regulation 20]

Fire. Servige The Fire Service has 20 working days in which to make a decision on your
decision times application unless:

e more information is required by the Fire Service, for example, if the
building has an automatic fire sprinkler system and it is intended to
have at least one place of safety inside

e the Fire Service observes a trial evacuation.

In each of these cases the Fire Service has an additional 10 working days to
make a decision.

[Regulation 23]

Declined The owner must reapply within 20 working days of the owner receiving the
applications notice that the application has been declined.

[Regulation 23]
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Completing the application form

The Application
Form

Useful
documents

Completing the
form

Compulsory
sections

Submitting the
application

The Fire Service has an application form available at evaconline.fire.org.nz.

Al'l questions other than arfswesee mar k
[Regulations 20(2), 21(2), 22; and section 21C(2) of the Act]

Note: Part Two of this Guide provides help for the specific questions given in
the Fire Service application form.

Documents that may be useful to have on hand when preparing an
application are:

o certificate of title for the building
e code compliance certificate
e fire report

e Fire Safety and Evacuation of Buildings Regulations 2006 (including
the schedules)

e Fire Service Act 1975

e Building Act 2004

e Hazardous Substances and New Organisms Act 1996.

Note: the Acts and Regulations in this list are available at
evaconline.fire.org.nz.

The form must be completed by either:

e the owner of the building

e an authorised applicant (with written authorisation from the building
owner).

[Schedule 4, Form 1 of the Regulations]

All questions are compulsory (provided any stated criteria apply), unless they
have 6(opt ibesdathemb wr i tt en

The Fire Service recommends all questions are completed, to:

e assist the Fire Service in pre-planning our response to an emergency
in your building.

Applications can be submitted:

e online at evaconline.fire.org.nz, usi ng t he o6Upl oad

e by posting it to the appropriate address given in Appendix F
e faxing it to the appropriate number given in Appendix F .
Please:

e do not deliver applications to local fire stations

e keep a copy for your records.
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Maintaining an approved evacuation scheme

Relevant This section is covered by Schedule 3 of the Regulations.

legislation [Regulation 17, and Schedule 3 of the Regulations]
Maintaining Once a relevant building has an approved evacuation scheme, the building
approved owner must ensure everything described in the approved evacuation scheme
schemes is maintained or carried out, including:

e trial evacuations:

- atthe agreed intervals
- with the notifications described below, OR

e evacuation training programme:

- atthe agreed interval
- and with the notification described below

¢ notifying the Fire Service of any building events. The alterations that
trigger this are listed below in dNotification of building eventso

Notification of If the evacuation training programme option is selected, the building owner is
implemented responsible for reporting, to the Fire Service, the training and assessment
training that has been carried out every six months, as described in clause 7 of

Schedule 3 of the Regulations.

The Fire Service provides a form that may be used for this at
evaconline.fire.org.nz.

Notification The building owner is responsible for sending the Fire Service:
before and after

trial evacuations ¢ notification of a trial evacuation at least 10 working days before the

date of the trial, AND

e areport on the trial evacuation within 10 working days after as
described in clauses 2 and 3 of Schedule 3 of the Regulations.

The Fire Service provides forms that may be used for this at
evaconline.fire.org.nz.

Notification of The building owner is responsible for notifying the Fire Service if any of the
building events  following apply:

e the means of escape from fire is:
- significantly affected as a result of building work
- required to be altered as a specified system
- no longer adequate as a result of a change of occupancy

e the specified intended life (if applicable) of the building is extended

e the building no longer requires an evacuation scheme because:
- it has been demolished
- itis no longer used for a purpose that requires one.

The requirements are described infullint h e GI o s s huilding avantdée

The Fire Service provides a form for this at evaconline.fire.org.nz.
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New Zealand Fire Service

Guide to Evacuation Schemes

Part Two
Completing the Application Form
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Section 1 Application details

Some terms used in this section are described in the Glossary.

Building owner

Q11 The building owner may be listed on the certificate of title.

If the building is owned by a body corporate please ensure that you put the
body corporate number.

Applicant
Q1213 An authorised applicant is a person nominated by the building owner to
Authorised complete the application.
applicant

If the application is completed by an authorised applicant, written
authorisation from the building owner must be:

e attached to the application.

The® ut hor i s e dforra gvailhble at@vadordine.fire.org.nz, contains
all the information that needs to be included in the written authorisation.

Appl i coemitsod s

Q 1.4 Applicant The applicant is either the building owner or the authorised applicant.

Type of application

Q15 No commentary
Q1.6 All options that apply to the building should be indicated bya 6 y & s
Q1.7 If any options in Q1.6 were indicatedo t h e r t hoétine aldoved thie

application is required by the Act.
The only exceptions are when the building is (only) used for:
e providing employment facilities for 10 or more persons, OR

e providing accommodation for more than 5 persons (other than in 3 or
fewer household units)

AND
e it has an automatic sprinkler system (as described in Regulation 16),

in which case, the building owner is not required to provide and maintain an
evacuation scheme for the building.

However, the building owner must notify the Fire Service that an evacuation
scheme is not required, using Form 2 in Schedule 4 of the Regulations
(NZFS version of the form is available at evaconline.fire.org.nz).

If any amounts of hazardous substances exceed the threshold quantities in
guestions 2.14 and 2.15:

o this application is required by the Act

e e n s ubuildingétores or processes hazardous substancesd i s
indicated in question 1.6.

If an evacuation schemei s not 6 r e thalegislaionpappronalifer a
0 v o | uevacaatiop Scheme may be applied for.
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Section 2 The Building

Building details

Building description

Certificate of title The reference for a title to land is known as an 'identifier'.

reference It looks like '345678' on more recent titles, which are also known as

Computer Freehold Registers or Computer Unit title registers.

On older titles, it looks like 'WN345/678'. It may also be known as the
Certificate of Title Number or CT Number.

If the building is on Crown Land (and is not excluded from the relevant
building definition under 21A(2)(a) of the Act) then a NZ Gazette humber and
date will be required.

Legal The legal description of the land is a term used in land records. It generally
description will:

¢ have a Lot number and a deposited plan number

e |ook like Lot 1 DP12345.

Q2.1 The building name is the name the building is usually identified as, and may
be the official name of the building, or the commonly used name.

The building description is available on:

e Rates Notice
¢ Building Warrant of Fitness.
Land Information New Zealand (LINZ) give a list of land record providers at:

e http://www.linz.govt.nz/survey-titles/other-record-providers/index.aspx

Fire Regions are identified in Appendix F

Each building must have a separate application completed.

Building use

Q2.2 This is an optional question.

Refer to the Glossary for the definition of a building.
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Occupancy

Numbers of occupants

Q2.31Q2.4

Q25

Q2.6

Occupancy times

Q2.7-2.8

2.9-2.10

Q2.11

These are optional questions.

A multi-storey building is one with more than one floor. This includes floors
below ground, so a building with a basement and ground floor is considered a
multi-storey building.

This is an optional question.

Floors with the same total number of occupants may be grouped together, as
shown for floors 1-10 in the following table:

Floor ’ Total occupants

B 0
Ground 200
1-10 55

If more space is required, complete this question in the spare pages at the
back of the form with the question number clearly stated.

The table may be cut and pasted into the spare pages, if desired.

This is an optional question.

These are optional questions.
An evacuation scheme must cover all the times a building is legally occupied.
The usual hours of operation includes:

. normal working hours

. shift hours

B overtime hours

. after hours

. use in evenings or weekends.

These are optional questions.

These questions are intended for buildings that have sustained periods of
different hours of operation (for example, schools with terms and school
holidays).

It is not necessary to indicate public holidays etc.

This is an optional question.
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