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Appendix A:

Safety Assessment Forms
           Appendices to Guidelines for Building Safety Evaluation During a State of Emergency - August 2009
RAPID Assessment Form - LEVEL 1
	Inspector ID
	
	Date of
Inspection
	
	Areas Inspected
	Exterior Only
	

	Authority
	
	Time
AM/PM
	
	
	Exterior and Interior
	



	Building Name
	
	
	
	Address

	Also known as
	
	
	
	Type of Construction

	Description
	Lot
	DP
	
	
	Timber frame
	
	Concrete shear wall
	

	Other ID
	
	
	
	
	Steel frame
	
	Un-reinforced masonry 
	

	Contact Name
	
	
	
	
	Tilt-up concrete
	
	Reinforced masonry
	

	Contact Phone
	
	
	
	
	Concrete frame
	
	Other:
	

	Storeys above
	
	Below 
	
	Primary Occupancy

	ground
	
	ground
	
	
	Dwelling
	
	Commercial/ Offices
	

	Avg. area (m2)
	
	
	
	
	Other residential
	
	Industrial
	

	No of residential
	
	
	
	
	Public assembly
	
	Government
	

	units
	
	
	
	
	School
	
	Heritage Listed
	

	Photo Taken
	Yes
	No
	No. ______
	
	Other:
	
	
	



Investigate the building for the conditions listed and check the appropriate column

	Observed Conditions
	  Minor/None  Moderate     Severe

	Collapse, partial collapse, off foundation
	
	
	
	
	
	

	Building or storey
leaning
	
	
	
	
	
	

	Racking damage to walls, other structural damage
	
	
	
	
	
	

	Chimney, parapet or other falling hazard
	
	
	
	
	
	

	Ground slope movement or cracking

	
	
	
	
	
	

	Other* (specify)


	
	
	
	
	
	

	Comments:


	Choose a posting based on the evaluation and team judgement.
Severe conditions affecting the whole building are grounds for an UNSAFE posting.  

Localised Severe and overall Moderate conditions may require a RESTRICTED USE posting.
Place INSPECTED placard at main entrance. Post all other placards at every significant entrance. 

	INSPECTED
	
	RESTRICTED USE
	
	UNSAFE
	
	
	

	GREEN
	
	YELLOW
	
	RED
	
	
	

	

	Record any restriction on use or entry


Tick the boxes below only if further actions are recommended:


Barricades are needed (state location):


Level 2 or Detailed Engineering Evaluation recommended:
structural

geotechnical
other:


Other recommendations, comments



Sign here on completion
RAPID Assessment Form - LEVEL 2
	Inspector ID
	
	Date of
Inspection
	
	Inspected
	
	Restricted
Use
	

	Authority
	
	Time
AM/PM
	
	Unsafe
	
	
	


    FINAL POSTING from Pg. 2

	Building Name
	
	
	
	Address

	Also known as
	
	
	
	Type of Construction

	Description
	Lot
	DP
	
	
	Timber frame
	
	Concrete shear wall
	

	Other ID
	
	
	
	
	Steel frame
	
	Unreinforced masonry 
	

	Contact Name
	
	
	
	
	Tilt-up concrete
	
	Reinforced masonry
	

	Contact Phone
	
	
	
	
	Concrete frame
	
	Other:
	

	Storeys above
	
	Below 
	
	Primary Occupancy

	ground
	
	ground
	
	
	Dwelling
	
	Commercial/ Offices
	

	Avg. area (m2)
	
	
	
	
	Other residential
	
	Industrial
	

	No of residential
	
	
	
	
	Public assembly
	
	Government
	

	units
	
	
	
	
	School
	
	Heritage Listed
	

	Photo Taken
	Yes
	No
	No. ______
	
	Other:
	
	
	



Investigate the building for the conditions listed and check the appropriate column. A sketch may be added on pg. 2

	Overall Hazards
	  Minor/None  Moderate     Severe
	Comments

	Collapse or partial collapse
	
	
	
	
	
	
	

	Building or storey leaning
	
	
	
	
	
	
	

	Other:
	
	
	
	
	
	
	

	Structural Hazards
	
	
	
	
	
	
	

	Foundations
	
	
	
	
	
	
	

	Roofs, floors (vertical load)
	
	
	
	
	
	
	

	Columns, pilasters, corbels
	
	
	
	
	
	
	

	Diaphragms, horizontal bracing
	
	
	
	
	
	
	

	Pre-cast connections
	
	
	
	
	
	
	

	Other:
	
	
	
	
	
	
	

	Non-structural Hazards 
	
	
	
	
	
	
	

	Parapets, ornamentation
	
	
	
	
	
	
	

	Cladding, glazing
	
	
	
	
	
	
	

	Ceilings, light fixtures
	
	
	
	
	
	
	

	Interior walls, partitions
	
	
	
	
	
	
	

	Elevators
	
	
	
	
	
	
	

	Stairs/ Exits
	
	
	
	
	
	
	

	Utilities (e.g. gas, electricity)
	
	
	
	
	
	
	

	Significant fire safety concerns
	
	
	
	
	
	
	

	Other:
	
	
	
	
	
	
	

	Geotechnical Hazards
	
	
	
	
	
	
	

	Slope failure, debris
	
	
	
	
	
	
	

	Ground movement, fissures
	
	
	
	
	
	
	

	Other:
	
	
	
	
	
	
	

	General Comments


                                           




                    Adapted from ATC-20
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	Record any existing 
	Date:
	Placard type
	

	placard on this building
	
	(e.g. UNSAFE)
	

	
	Inspector ID:
	
	

	Choose a new posting based on the new evaluation and team judgement.  Severe conditions affecting the whole building are grounds for an UNSAFE posting.  Localised Severe and overall Moderate conditions may require a RESTRICTED USE.  Place INSPECTED placard at main entrance. Post all other placards at every significant entrance.  Transfer the chosen posting to the top of page 1.



	INSPECTED
	
	RESTRICTED USE
	
	UNSAFE
	
	
	

	GREEN
	
	YELLOW
	
	RED
	
	
	

	

	Record any restriction on use or entry:



Tick the boxes below only if further actions are recommended:



Barricades are needed (state location):



Detailed Engineering Evaluation recommended:

structural

geotechnical
other:



Other recommendations:



Comments:










Sign here on completion

Appendix B:

Recommended Placards
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	GREEN

	INSPECTED

	NO RESTRICTION ON USE OR OCCUPANCY

	This building has received a brief inspection only.  While no apparent structural or other safety hazards have been found, a more comprehensive inspection of the exterior and interior may reveal safety hazards.

· Exterior Only

· Exterior and Interior

Facility/ Tenancy Name and Address

Please ensure the owners are advised of this notification. Owners are encouraged to obtain a detailed structural engineering assessment of the building as soon as possible.  Report any unsafe conditions to the Territorial Authority.  Subsequent events causing damage may change this assessment.  Re-inspection may be required. Secondary damage (partitions, windows, fittings and furnishings) may be hazardous.  Electrical and mechanical equipment, gas connections, water supplies and sanitary facilities have not been inspected.
	This facility was inspected pursuant to the Civil Defence Emergency Management Act 2002

Inspector ID:

Acting under the authority of the Civil Defence Emergency Management Controller:

Date: 









Time: 










	Do Not Remove this Placard.  Placed on Behalf of the Civil Defence Emergency Management Controller Under the Authority of the Civil Defence Emergency Management Act 2002


	
	
	YELLOW

	RESTRICTED USE

	NO ENTRY EXCEPT ON ESSENTIAL BUSINESS

	WARNING:

This building has been damaged and its structural safety is questionable.  Enter only at own risk.  Subsequent aftershocks or other events may result in increased damage and danger, changing this assessment.  Re-inspection may be required.  The damage observed from external inspection is as described below:

Restrictions on use:

· No public entry or residential occupation

· Entry for

· Emergency purposes

· Damage assessments, making safe

· Removal of essential business records

· Removal of valuables only

· Removal of property

· Conducting essential business with minimum staff


	Facility/ Tenancy Name and Address

This facility was inspected pursuant to the Civil Defence Emergency Management Act 2002

Inspector ID:

Acting under the authority of the Civil Defence Emergency Management Controller:

Date: 









Time: 










	Do Not Remove this Placard.  Placed on Behalf of the Civil Defence Emergency Management Controller Under the Authority of the Civil Defence Emergency Management Act 2002


	
	
	RED

	UNSAFE

	DO NOT ENTER OR OCCUPY
(THIS PLACARD IS NOT A DEMOLITION ORDER)

	WARNING:

This building has been seriously damaged and is unsafe. Do not enter. Entry may result in death or injury. The damage observed from external inspection is as described below :-

Enter only with specific written authorisation from Territorial Authority acting under the authority of the Civil Defence Emergency Management Controller.

Facility/ Tenancy Name and Address











	This facility was inspected pursuant to the Civil Defence Emergency Management Act 2002

Inspector ID:

Acting under the authority of the Civil Defence Emergency Management Controller:

Date: 









Time: 










	Do Not Remove this Placard.  Placed on Behalf of the Civil Defence Emergency Management Controller Under the Authority of the Civil Defence Emergency Management Act 2002


Appendix C:
Notice for Hoarding Preventing Building Occupancy
Red
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Appendix D:

List of Essential Items to be Provided to Assessment Teams
· Hard hat, high visibility vest (eg Orange colour AS/NZS 4602), steel-capped boots or shoes

· Official identification/authorisation to enter properties (secure clip-on badges, lanyard or similar)

· Field manual

· Street maps, aerial photographs and building specific information etc

· Forms for Rapid Level 1 and 2 building assessments
· Placards

· Security cordoning tape

· Thumb tacks and masking tape for placards

· Briefing Sheets:

· outline procedures

· reporting requirement

· contact points (etc)

· Office supplies

· Clip boards (inside plastic bag big enough to write inside when raining)

· Pens and pencils 

· Spare batteries including means of re-charging electronic equipment 

· Indelible marker pens

Supplies of the following to supplement personal equipment supplied by volunteers

· Cell phones (where possible) with digital camera

· Torch and batteries

· Hard hats

· Personal protective clothing (gloves, dust masks, wet weather gear)

· Tape measures

· Bag to carry supplies and keep them dry
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Appendix E:

Example Council Call Centre Operator’s Form

Standard Approach For Assisting With Building Safety Enquiries
If the question is in relation to building safety:
1. Council is co-ordinating building safety evaluations in the areas where significant damage is reported, and our resources are fully stretched
2. The immediate priority is buildings which serve an important community function, such as operational facilities and buildings capable of temporarily housing large numbers of people
3. Read out the current message from the Civil Defence Emergency Management Controller in relation to buildings.
If the caller is requesting Council to inspect their premises:

4. We are unable to respond to individual requests for safety inspections unless they are an immediate priority
5. If you are unsure about the safety of your building, please try to find an alternative location until you can arrange for an assessment of your building
While we cannot offer direct assistance, we are happy to record key information about your property and its damage.  This information will be useful in assessing the overall impact on the City/ District, and may result in priorities being changed.
1.
What is the address of the building? 






2.
What is your name?

3.
What is your contact telephone number?





4.
Are you the:

Owner

Tenant

Other


Other Agency? (e.g.)
Fire

 Police

Water, Gas or Electricity
5.
How is the building used? Dwelling

Apartments

Commercial








 School

Office


Government

6.
How many storeys above ground?

7.  
What kind of construction is your building?


Timber frame

Masonry/Concrete

Steel

  Other

8.
Has any part of your building collapsed?  (Yes/No)

9.
Is any part of your building leaning or off the foundation?  (Yes/No)

10.
Is there any falling hazard?  (Yes/No)

11. 
Are there large cracks in the structure?  (Yes/No)

12.
Are any of your services damaged? 
Water  (Yes/No)  

Sewerage (Yes/No) 








Electricity  (Yes/No)

Gas  (Yes/No)

If yes for Electricity or Gas; Please contact your Supplier
1.  
Is your building in any danger from buildings next door?  (Yes/No)  


Does it endanger other buildings?  (Yes/No)

14. 
Does the ground have any settlement or any cracks?  (Yes/No)

15.
Please contact your insurer.  (Note down if person says they are not insured)
If you have any further questions please call [council agency] at [phone number or location]

Taken by:

Date:
Time:

 am  

 pm
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Appendix F: 

Example Standard Memorandum of Understanding Form for Territorial Authorities and Volunteering Engineers

The Memorandum of Understanding form on the following pages was produced by representatives from:   

· Association of Consulting Engineers NZ

· Institution of Professional Engineers NZ

· Local Government New Zealand

· Ministry of Civil Defence & Emergency Management

The form has received approval in principle from territorial authority insurer RiskPool, and from the Board of ACENZ.

A background paper that provides further explanation of the key elements of this Memorandum of Understanding is available from the Institution of Professional Engineers New Zealand.
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MEMORANDUM OF UNDERSTANDING

FOR ENGINEERS VOLUNTEERING TO ASSIST TERRITORIAL AUTHORITIES IN A STATE OF EMERGENCY
The Purpose of this form is to provide standard agreement conditions for engineer volunteers to assess the safety of structures during a State of Emergency

A  The Parties

Between:


(Name of Building Safety Evaluation Leader, for Local Authority)
And:



(Name of Person Engaged, and Qualifications)
Situation:


Location:


B   Scope & Nature of the Services:  (Delete those that do not apply)

1) Rapid Assessment of safety of structures as per NZSEE Guidelines ______________________

2) Or specify below:   
 C  Duration of Services:

Start Date: ______________________ until ______________________ date; or for the maximum period of three days or until the Local Authority notifies the Engineer that the State of Emergency is over (if a shorter duration).

D  Information or Services to be Provided by the local authority:

a)  The Local Authority will provide the Engineer with means of identification to authorise them to undertake this work;

b)  The Local Authority will ensure the Engineer has, or is provided with, appropriate safety equipment, and will be supported by at least one other person for safety in the field;

c)  The Local Authority will ensure the Engineer is provided with standard report forms and signage as required; 

d)  The Local Authority will have procedures in place for tracking deployed engineers;

e)  The Local Authority will ensure that the Engineer is briefed by the Building Safety Evaluation team as to procedures for this Local Authority;  

f)  The Local Authority will actively advise building owners that specific detailed engineering inspections are to be subsequently and separately arranged by the owners

Additional:

E  Information or Actions binding on the Engineer:

a)  The Engineer will follow instructions from the CDEM Controller, as provided by the Building Safety Evaluation Leader and by Emergency Services personnel. 
b)  The Engineer verifies that the qualifications stated above and in relation to prior training are correct;
c)  The Engineer will not operate outside their field of expertise, unless under the supervision of another suitably qualified engineer;
d)  The Engineer will not pass judgement on any facility that is known to be covered by a Priority Response Agreement unless this is specified under (B) above;
e)  The Engineer will not release confidential information received in the execution of these duties to any other party, or for any other purpose save Building Safety Evaluation for this State of Emergency;
f)  The Engineer will not talk to the Press or make any public statement during the work.
Additional:

F  Special Conditions:   Additional conditions that relate to this situation or services may be specified here.
G  Prior Training:

The Engineer confirms that they have attended prior training sessions on post-earthquake building safety evaluation procedures
Yes/No



If YES, specify date of last course




	H  Signed By:

	For Local Authority on behalf of the controller:

Name: …………………………………………………….

Signature:

Date:
	For Engineer:

Name:  …………………………………………………

Signature:

Date:


NOTES TO MEMORANDUM OF UNDERSTANDING
1. The Local Authority and the Engineer agree that the services are acquired during a state of local or national Emergency declared under the Civil Defence Emergency Management Act 2002 and relate only to the special case for procuring rapid assessments of safety of structures.   

2. This Agreement is for provision of engineering services to a Local Authority for the purpose of assisting in assessment of safety of structures.  It does not apply to those personnel working for an Urban Search And Rescue Task Force, or other rescue team.
3. It is understood by both parties that these Services are provided in a voluntary capacity for the duration as specified above, under conditions of a state of emergency.  There will be no remuneration for this work.  Expenses incurred for travel and accommodation will be met by the Local Authority.
4. Should work proceed beyond the duration indicated or for purposes other than emergency response, a commercial contract must be signed.  

5. The Engineer shall perform services for assessment of safety of structures in accordance with Building Safety Guidelines as produced by NZSEE [or other system of classification specified].  No other services shall be supplied without express instructions from the Local Authority.    

6. In providing the services, the Engineer shall exercise skill, care and diligence expected of a competent professional.  The Engineer should advise the Local Authority of any training or knowledge they have of building assessment systems as in (5) above.

7. The Local Authority shall assist in providing to the Engineer the co-operation of other emergency management personnel and equip him/her as appropriate.  This includes providing identification and safety equipment, and providing induction in the Local Authority’s emergency procedures, as in (D) on reverse.

8. The Local Authority will ensure that the Engineer is accompanied by another person (not necessarily an engineer) and that communication and tracking procedures are explained and accepted by the Engineer and his/her accompanying person.

9. The Engineer undertaking these tasks is aware of the special safety issues associated with entering or approaching the building or other structure.

10. The Local Authority shall provide to the Engineer, any information in its power to obtain which may relate to the services.  Neither the Engineer nor Local Authority will be liable for operating without full information, where it would be impractical to obtain it within the time frame necessary to complete the assessment.  

11. The Engineer is protected from liability under Section 110 of the Civil Defence Emergency Management Act 2002 in respect of his or her services carried out under the direction of the CDEM Controller, including liability for Health and Safety.   

12. The Engineer shall not be considered liable for any loss or damage resulting from any occurrence during the period where the services are undertaken under the direction of the CDEM Controller. 

13. The Engineer will not assume any obligation as the “Client’s Agent” or otherwise pursuant to the Health and Safety in Employment Act arising out of this engagement.  The Local Authority will be the person who controls the place of work.  The Engineer will act in a considered manner regarding his/her own safety in any area which is, by measure of the emergency situation, a hazardous area. 

14. The provisions of the Consumer Guarantees Act 1993 do not apply.     

15. Either party may suspend all or part of the services by notice to the other party.  It is understood that these services are undertaken under emergency conditions and circumstances as to the Engineer’s availability, the nature of the situation or the requirements of the controlling authority, may change. 

16. This Agreement is governed by New Zealand law; the New Zealand courts have jurisdiction in respect of this Agreement.

Appendix G:  

Suggested Format for Authorised Identity Card 

Face of card


Name:  




 is authorised under the Civil Defence Emergency Management Act 2002 to:
· Inspect buildings


· Issue signs



       Affix Photograph

· Secure structures

· Evacuate premises

Identification number: ___________

Signature: ​​​​​​​​​​​​​​​​​​​​​​_____________________

Authorised by the Civil Defence Emergency Management Controller:
Signature: _____________________  Date: ______________________

Reverse of card


Authorised under the Civil Defence Emergency Management Act 2002 to:
· Inspect buildings to prevent or limit the extent of the emergency

· Issue signs (placards) to prevent or limit the state of emergency

· Secure or otherwise make safe dangerous structures and materials

· Evacuate premises or exclude people (hoardings and cordoning) if necessary for the preservation of human life

· Restrict public access to roads and public places (cordoning) to prevent or limit the extent of the emergency
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Estimated building damage�(exclude contents)


	None


	0-1%


	2-10%


	11-30%


	31-60%


	61-99%


	100%


* investigate site hazards such as gas, electricity, sanitary sewer, stormwater or hazardous materials/processes





Inspector ID:





Address:





Sketch (optional)


Provide a sketch of the entire building or damage points. Indicate damage points.





Estimated building damage (exclude contents)


	None


	0-1%


	2-10%


	11-30%


	31-60%


	61-99%


	100%





Insert Council Crest & Contact phone number





Insert Council Crest & Contact phone number





Insert Council Crest & Contact phone number








DO NOT ENTER


Pursuant to s 128 of the Building Act 2004





THIS BUILDING IS CONSIDERED TO BE A DANGEROUS BUILDING UNDER SECTION 124 OF THE BUILDING ACT 2004





NO ENTRY IS PERMITTED WITHOUT SUPERVISION BY A QUALIFIED ENGINEER





Do not remove this notice





Placed by order of the Territorial Authority














