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Introduction 
This management plan outlines how Finlay Park staff, visitors, contractors and others should 

respond in the event of an emergency. The immediate actions to be taken in the case of common 

emergencies need to be understood by all FP occupants. 

What is an emergency? 
An emergency is a situation or event that has the potential to seriously affect University property, 

staff and students. It could occur from any of the circumstances included in this plan and may not be 

contained to just Finlay Park or its immediate operating area. 

Emergency communication 
Following an emergency at Finlay Park or a regional emergency event, staff, visitors and other users 

will be kept up to date with information and updates in the following ways: 

 Cell phone (text or call) 

 Bell 

 General Alarm 

 Specific alarms 

 Verbal ( shouting, talking) 

Civil defence emergency 
Within the civil defence structure for our area, Horahora/ Maungatautari, Finlay Park holds the 

status of “welfare centre”. In a significant emergency, Finlay Park may be called upon to provide 

accommodation for residents of the Horahora and Maungatautari area. 

Emergency contact info 
Person Number Role 

Ian Tarbotton  BOT chair 
Ian Fraser 027 281 43 43 Director 
Gus Johannes 027 78 45 996 Manager 
Police Cambridge 07-827 5531  
Police Putaruru 07-883 8199  
Fire services Cambridge 07-827 6546  
Fire services Putaruru 07-883 8620  
Cambridge Medical 07-827 7184  
Leamington medical 07-827 5959  
Search and rescue Dial 111  
Poison Line 0800 764 766  
Cambridge water pump 
services (Sean) 

07 827 7899  

Cambridge plumbing 
(Jonathan) 

027 240 91 13  

Electrical Duffield 027 383 3435  
Power supply Mercury/ 
Waipa networks 

07 870 200  
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Map of Finlay Park 
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Basic Emergency response 
While every emergency is unique there are some basic steps to follow when responding to an 

emergency, outlined below: 

 

 

 

 

 

 

 

 

 

 

 

 

Evacuation 
Evacuation is defined as the rapid removal of people from immediate or threatened danger in a safe 

and orderly manner. 

Event occurs

Assess impact on 
you and immediate 

surroundings

Call or find senior 
staff (manager/ 

director)

Call 111 emergency 
services

Respond to event as 
outlined in this plan

Chose an 
emergency 

scenario (see 
below chart)

Consider the need to 
evacuate from 

current location



          Emergency procedures  

Evacuation from your current location, building or activity may be required to ensure the safety of 

staff, visitors and other FP users in an emergency event. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

After hours evacuation 
When an evacuation is signalled after normal business hours all adults in a visiting group must: 

 Be prepared to act as building wardens if required 

 Know the location of the assembly area 

 Contact their host 

Normal business hours are: 

 8am – 5pm for non-catered groups 

 715am – 630pm for catered groups 

Alarm sounds 

 Fire alarm bell 

 Spoken alarm 

 Other (other scenarios might call for an evacuation 

Call FP staff and advice of the 

alarm 

Depending on the event 

Check all areas such as toilets, 

storage, rooms, etc 

Direct visitors, staff, others, to 

evacuate area to nearest 

assembly area 

EARTHQUAKE 

Only evacuate if it’s safe to do 

so. Once outside stay clear of 

anything that can fall on you. 

FIRE 

Close doors behind you to stop 

spread of fire and smoke. 

Call 111 emergency services 
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Group managers are given the emergency contact details of their host at arrival. Groups must have 

their own specific list of who is with their group on site at all times. This list must contain persons 

first and last names, and emergency contact details. 

A Finlay Park staff member must give the al clear before people return. 

 

Other important information: 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Emergencies dial 111 

Poison line 0800 764 766 

Civil defence updates 97 FM 
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Fire 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Discovery: 

If you discover smoke or fire, immediately: 

 Turn on alarm by breaking switch glass, and 

flicking the switch 

 Tell nearest person, preferably an adult or 

staff member 

 Contain fire and smoke by closing doors and 

windows if it is safe to do so 

 From a safe place dial 111 

Hearing the fire alarm: 

Move to assembly area  

Do not: 

 Linger – leave buildings ASAP 

 Attempt to return to room 

 Run- walk calmly and quickly 

If caught or trapped: 

 Drop to your hands and knees 

 Breath shallowly through nose and use dry 

clothing as filter 

 Be prepared to signal from a window but do 

not break window 

At assembly area: 

 Stand with your group and listen to roll calls 

 Let warden know if someone is missing 

 Do not return to buildings unless the “all 

clear” has been given by a staff member 
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Earthquake 
 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 
 

1. During: 

 If inside, stay inside 

 Drop, Cover, Hold 

 Stay clear from windows, shelves, heavy 

furniture or appliances 

 If no shelter available: Kneel on floor, clasp 

both hands behind head, covering the neck. 

Bury face in arms, close arms tightly. 

 If outside, stay outside away from buildings, 

trees and other structures 

 

2. Tremors stop: 
 Make your way outside to assembly area 

 Contact emergency services (111) 

 Where possible help others 

 Turn of gas 
 

 

3. Evacuate: 
 Follow directions from FP staff 

 With your group move to the top of Finlay 
Road where it meets Oreipunga road 
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Severe weather 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

1. Prior: 

 Check weather forecast and determine if 

evacuation is necessary 

 Check for provisions if call is made to stay 

(generators, water supply, food, first aid, etc.) 

 Organise transport, caregiver update, etc, if 

evacuation is necessary 

2. During: 

 Listen to radio for updates and advice 

 Switch of electronic equipment and gas 

 Move all people indoors and away from 

windows and doors 

 Close all doors and windows  

 Shelter in strongest part of main building          

( dining hall ) 

 Shelter until “all clear” has been given by 

emergency warden 

3.  After initial emergency: 

 Contact emergency services if  need arises 

 Evacuate the premises when/ if decision is 

made by management 
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Volcanic eruption 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Prior: 
 Listen to radio / social media for updates and 

advice 

 Be prepared to evacuate quickly if necessary 

 Protect machinery, electronic gear, 

 Close doors and windows 

2. During: 

 Move everyone inside main building ( dining 

hall) 

 Protect yourself from inhaling volcanic dust 

and gas 

 Close doors and windows immediately 

 Turn of any vents or air-conditioning 

 Place damp towels at thresholds 

 Evacuate buildings where building could 

collapse due to ash on roofs 

3. After 

 Make sure everyone is alright and administer 

first aid where needed 

 Initiate evacuation process when possible 
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Gas leak 
 

 

 

 

 

 

 

 

 

 

 

Chemical spills 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. On detection 
 Evacuate the building/ area ASAP by using 

voice and hand signals 

 Do not operate any electrical switches 

including light and alarms 

 Avoid using cell phones where leak has 

occurred 

 Turn of all gas supply  

2. After 
 Call emergency services  

 Create a perimeter around building/ area 

 If safe to do so open up doors and windows 

Remove 

 Remove people from immediate danger 

 If anyone is contaminated isolate them 

 Do not allow other people into the area 

 Do not put yourself at risk 

Isolate 

 Isolate hazardous material by clearing the 

area 

 If possible close doors 

 If safe to do so turn off switches, ventilation 

and machinery 

 Do Not Touch suspect material 

Activate 

 If it’s a Gas or other flammable material, 

shout warnings and pass alarm by word of 

mouth 

 Dial 111 from safe area 

 Contain the area 
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Active Shooter 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Identify the threat 

 Sound the alarm verbally and/ or otherwise 

 Run, Hide, or Fight 

Run 

 Places to run to (see map of FP) 

 Areas covered in shrub 

 Area near the lake which are overgrown 

 Area over the fence away from FP 

Hide 

 If you can’t run hide  

 Area with doors you are able to lock or 

barricade 

 Areas away from well used paths 

 Do not hide in open public spaces 

Fight 

 Commit to your actions and act as 

aggressively as possible against the shooter. 

 Recruit others to ambush the shooter with 

makeshift weapons like chairs, fire 

extinguishers, scissors, books, etc. 

 Be prepared to cause severe or lethal injury to 

the shooter. 

 Throw items and improvise weapons to 

distract and disarm the shooter. 
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Medical emergency 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Utilities failure 
 

 

 

 

 

 

 
 

Administer first aid 

 A: clear and open airway 

 B: Is patient breathing. If not CPR 

 C: Check circulation and bleeding 

 D: Does patient have a pulse. If not begin 

compressions. 

 Send for AED (program room) 

 Continue first aid and ask for assistance 

General process 

 Remain calm 

 Report outage to nearest staff member 

 Or if after hours contact your host 

 Keep all refrigerators and freezers closed 

 Reduce water usage to a minimum 

 Treat all electrical equipment as live, as power 

could be restored without notice 

 An FP staff member will advise  

Assess the situation 

 Is it safe for you to help? 

 Check area for your own safety before 

entering 

 Move patient only if they are in immediate 

danger 

 If emergency involves poisons contact 

0800764766 

 Check patient for response to speech and 

touch 

 Shout or send for help (111) 
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Checklist – to be used in the event of an emergency 
This list is a useful tool to help with clearing areas systematically by supervising adults in case of an 

evacuation or fire drill. Specific areas which could be more difficult to evacuate or fall outside normal 

fire evacuation protocol (areas not near or in buildings) are coloured Orange or Blue. 

Please refer to the Finlay Park map when using this list 

Main building (cross areas of when cleared) 

Dining Hall  

Old Gym (Rec Hall)  

Kitchen  

Program room   

Upstairs bathrooms  

Upstairs bed rooms  1 2 3 4 

5 6 7 8 

 

Lakeside cabins (cross areas off when cleared) 

Lake Cabins 1 2 3 4 5 

6 7 8 9 10 

Lake Cabin boys bathrooms  

Lake cabin girls bathrooms  

Lake cabins upstairs lounge  

River Cabins A B C D 

 

Main toilet block (cross areas off when cleared) 

Boys bathrooms  

Girls Bathrooms  

First Aid room  

Wheelchair toilet  

 

Chapel Point 

Lagoon suites 1 2 3 4 

Chapel  

 

Village   

Fale accommodation 1 2 3 4 

5 6 7  

Village container toilets  

Village main toilets  

Village main Fale  

Village field and pool  

  

 

Other areas to be checked 

Big Gym (climbing, power station study, etc)  

Main pool  

Spa Pool  

Lake side activity area  Conf C Slide Flying fox 

Kayak shed Raft  

Main Field  
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Mini Golf  

Activity areas 110 FP Road Shooting Go Karts Sling shot 

 

Areas with time restrained when evacuating 

Out camp area  

Animal Survival Island  

Activities on Lake Karapiro Rafting Kayaking SUP’s Rocket 

Adventure Trail  

Bush Hike  

 


