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SITE MAP
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EVACUATION RESPONSE
Reasons to evacuate could include fire, natural disasters, threats of violence or bomb threats. 

Alarms will signal the need to evacuate to staff. 

Area Wardens
When the evacuation alarm sounds, Area Wardens are to put on the Yellow Wardens Vest and 
follow the process for evacuation and assembly.  
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FIRE RESPONSE
Please note: the Building Warden for 306 Cameron Rd is Inland Revenue Department. 

The Fire evacuation scheme for 306 Cameron Rd has been approved by Fire and Emergency New 
Zealand. 

All Staff

• Raise the alarm –manual alarm call point switch’s (MACPS) are in three location on each 
floor. Adjacent the emergency stairway to Third Ave, on a structure pillar (mid building 
east) and adjacent the main stair doors behind the lifts.

• Close doors and windows in your immediate area, if safe to do so.

• Assist visitors and persons with disabilities to evacuate; or leave them in a safe area.

• Evacuate building immediately via the nearest safe exit.

• If required contact emergency services by dialling 111

• Do not use lifts. Use main stairwell and alternative stairwell.

• Go to the assembly point and remain there until otherwise instructed.

If staff are unable to reoccupy the building for a period exceeding 30 minutes the Business 
Continuity Plan comes into effect. See escalation process (page 10)

After a fire event, the HSW team will report in Damstra and review the effectiveness of the 
emergency response plan with the emergency response committee.

Evacuation Assembly Point for 306 Cameron Road
Your assembly points are on the footpath outside adjacent buildings either on Cameron Road or 
Third Ave.
Area Wardens are to report to the Building Warden on the corner of Cameron Road and Third 
Ave.
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LOCKDOWN RESPONSE
Tauranga City Council has a lockdown guideline (A15387941). It outlines the following process: 

1. If an external threat, if possible, external doors are locked. 

2. Retreat to a safe space in facility if available, one that is lockable and secure (i.e. swipe card 
access area or pre-arranged safe space).  If no such space is available, then a decision may need 
to be made to evacuate the facility.

3. Dial 111 – emphasise urgency, describe location, situation (weapons involved), number of 
people involved and likelihood of serious danger. 

4. People leader or person in charge at that time must contact the site or venue Tier 3 manager to 
update them of the situation and a decision made to confirm the locking down of the facility. 

5. Senior leader will alert all staff via email, text, or in person depending on their location at the 
time.  State that a lockdown is in place and staff should either remain in building or stay away 
from the area. 

6. Switch off lights, close blinds and stay clear of windows. 

7. Turn mobile phones to silent. Reduce any noise to minimum. 

8. Maintain social media blackout. 

9. Continue to monitor the situation from a safe position, wait for assistance to arrive. 

10. Any visitors to site should be informed of the lockdown, placed in an area out of line of sight of 
the doors and windows and offered assistance if required. 

11. Contact neighbours / facilities that share buildings. 

12. All persons on site should remain in position, out of line of sight of door and windows until 
emergency services give the ‘all clear’ or instruct all personnel to evacuate.  

Due to the nature of some TCC buildings, people may be placed in a situation where they are not 
able to access a designated place of refuge. Therefore, they should use their own judgement to keep 
themselves safe.

Lockdown shall remain in place until notification from Police or pre-arranged designated 
representative (such as Security) that the threat no longer requires a lockdown response or there is 
an instruction to evacuate the facility. In most cases this notification would be made to a member of 
the Executive or a senior leader who will pass this information to staff members in the facility.
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ESCALATION PROCESS
Once safe the event will need to be escalated, follow the incident management process below:

IN AN EMERGENCY CALL 111

Business unit aware

Escalation and assessment

Resolve disruption, monitor,
return to business as usual

Disruption occurs

Is anyone hurt?

Does disruption exceed business
as usual?

Will managing the event exceed
the capacity or capability of the
business unit?

Will the event impactTCC’s
reputation?

Do you need advice, support or
assistance?

Are external regulatory agencies
involved?

NOTIFY GENERAL MANAGER

CHECKLIST

Assess the disruption and gather as
much information as quickly as possible

CONTACT LINE MANAGER
If unavailable leave an urgent voice
message, then send a text message
stating:

“Emergency response, please call back
ASAP”

ESCALATE TO YOUR GM
If unavailable leave an urgent voice
message, then send a text message
stating:

“Emergency response, please call back
ASAP”

IF UNAVAILABLE, CONTACT ANY
EXECUTIVE MEMBER
Contact details can be found:
1. In the Emergency Flip Chart

Procedure or Emergency Response
Plan for your site

2. On Insider or Success Factors
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EMERGENCY SCENARIOS (FLIP CHART)

First Aid

Level 3 Cafeteria
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Security



Mt Holiday Park
Emergency Response Plan fA1101756 Page 14 of 19

v2.0 BH 2024 07 16



Mt Holiday Park
Emergency Response Plan fA1101756 Page 15 of 19

v2.0 BH 2024 07 16

Suspicious Object
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Natural Disaster
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