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Preparedness


	Emergency Planning Checklist

This checklist highlights some important aspects of emergency planning that should be considered when developing emergency procedures for your site.  Please edit and modify this document to fit in with your own local emergency plans.


	Actions
	Role Responsible to achieve action
	Comments

	Physical Environment 
	
	

	Has your property had a site bushfire risk assessment?
	
	

	Do you have an active maintenance program in place to address dry grass and rubbish / gutter clearance?
	
	

	Are building exits kept clear of clutter and obstructions?
	
	

	Does your site have an alternate power supply?
	
	

	Does your site have an independent water supply?
	
	

	Does your site have appropriate fire protection systems?
	
	

	Are cooling systems adequate and working effectively? 
	
	

	Is there adequate storage to protect essential equipment and supplies such as PPE and outbreak management kits?
	
	

	Alternative Accommodation
	
	

	Has suitable alternate accommodation been identified?
	
	

	Does the plan consider relocation of residents that are COVID positive?
	
	

	Is there a formal agreement in place such as a Memorandum of Understanding (MoU) with the alternate accommodation site?
	
	

	Does the formal agreement include arrangements for reimbursing the costs of caring for a relocated resident?
	
	

	What facilities are available to care for your residents at the alternate accommodation site i.e. – bedding, medications, mobility aids and continence aids etc.?
	
	

	What communication strategy is in place to notify your alternate accommodation site of your pending evacuation?
	
	

	What is the strategy if the alternate accommodation site is no longer available to provide you with accommodation?
	
	

	Does the plan include the telephone number for the Department of Health and Aged Care so they can be notified of your evacuation decision and to seek their assistance with identifying vacancies in other aged care homes?
	
	

	Does the alternate accommodation site have supplies and staff ready to assist? 
Are your staff available to provide care and services? Is the alternate accommodation accessible to your staff?
	
	

	How are care requirements communicated to staff at the alternate accommodation site?
	
	

	What system is in place to monitor funding and all related costs whilst residing at the alternate accommodation site?
	
	

	Does the emergency plan include returning residents back to the home where they have been relocated during evacuation in an emergency situation?
	
	

	Records Management and Identification of all persons on site
	
	

	How will administration, financial and insurance records be kept safe and accessible during an emergency event?
	
	

	How will residents’ care needs be recorded – hard copy care plan, USB, other?
	
	

	Does the resident care plan ensure that all information is captured? (including next of kin, advanced care directives, GP details etc.)
	
	

	How will equipment and stock inventory be recorded?
	
	

	How will residents be identified i.e. identity card pinned to back of clothing, wrist or ankle bracelets?
	
	

	Who is responsible for placing identification on residents and others (including. visitors, volunteers etc)?
	
	

	How is identification information kept up to date?
	
	

	How will resident whereabouts be recorded and monitored i.e. home with family, hospital, evacuation site or alternate accommodation etc?
	
	

	Transport
	
	

	Who is responsible for activating and monitoring transport arrangements?
	
	

	What means of transport has been identified i.e. – buses, family / friends, volunteers, private vehicles, taxis?
	
	

	Can larger vehicles e.g.  buses, access and egress the home?
	
	

	What formal agreements (if any) have been put in place to ensure transport is available at the time of an evacuation i.e. MoU?
	
	

	Does the transport meet the residents’ needs i.e. – mobility impaired, bed fast etc.?
	
	

	Are transport vehicles and drivers available 24 hours, 7 days per week?
	
	

	Has consideration been given to the amount of time it will take to load, transport and unload residents?
	
	

	Are GPS details, maps and transport routes included?
	
	

	Who is responsible for assessing and re-assessing residents’ transport needs over time?
	
	

	Safe and quality resident care
	
	

	Are processes in place to monitor changes in resident health and wellbeing and for timely clinical assessment and response? 
	
	

	Are risk management procedures such as clinical risk registers available to identify timely, residents that are vulnerable, at high risk or have complex care needs that will need to be considered during an emergency event or evacuation?
	
	

	Are supports available for the emotional wellbeing of residents?
	
	

	Do you have alternate access to resources where access to essential supplies has been restricted?
	
	

	Tracking residents
	
	

	What process is in place to monitor resident whereabouts?
	
	

	Who is responsible for monitoring resident whereabouts?
	
	

	Have all residents and family/representatives been educated on what to expect during an incident which may include sheltering in place or an evacuation? (communicate/ discuss at the time of admittance and as an agenda item at resident / relative meetings etc.)
	
	

	Shelter in place or evacuation
	
	

	What process is in place to ensure each room/wing has been cleared?
	
	

	Who is responsible for ensuring each room/wing has been cleared?
	
	

	Workforce Resources
	
	

	Have you determined appropriate staffing levels to meet higher care resident needs during periods of high risk, including heat waves and evacuations?
	
	

	Does the plan include staffing profiles and rostering for continuity of care including partners in care?
	
	

	Have you held discussions with staff during emergency event season in relation to their availability and willingness to assist?
	
	

	What staff are available during a shelter in place or evacuation incident?
	
	

	Do you have access to additional staff i.e. agency staff, volunteers etc.?
	
	

	Is there a staff on-call/standby process during emergency event days?
	
	

	Will you incorporate volunteers into your emergency planning, if so, how will you manage them i.e. how will they be utilised and accounted etc.?
	
	

	Is there access to volunteer staff i.e. volunteer register with police checks etc or adequate supervision available?
	
	

	Are the staff trained specifically to your ‘emergency shelter in place’ and ‘evacuation’ plan and are they confident to carry out their roles and responsibilities?
	
	

	Do all leaders and key emergency personnel have backup people available should they become unavailable?
	
	

	Are systems in place to provide remote support if required and appropriate?
	
	

	Are counselling services available and communicated to staff?
	
	

	Training & Education
	
	

	Have all staff received training in relation to emergency preparedness and response?
	
	

	Have designated emergency roles been allocated to appropriately skilled staff?
	
	

	Has a trial evacuation or desk top evacuation exercise been carried out?
	
	

	Have alternative staff and contractors been trained in emergency roles should the primary people become unavailable?
	
	

	Do your staff know the designated location of the emergency plan and any other essential emergency documentation?
	
	

	Have you tested your plan prior to an emergency event to identify gaps and provide staff an opportunity to put it into practice?
	
	

	Plan Activation
	
	

	Who is responsible for activating the plan?  (Refer to the responsible person by job position/title.)
	
	

	Who is the alternate contact?
	
	

	What process is used to activate the plan?
	
	

	Has your plan been communicated to stakeholders such as staff/volunteers, residents and families, GPs, host facilities and emergency services?
	
	

	Are staff aware of their roles and responsibilities?
	
	

	Designated Roles 
	
	

	Who is the local first responders in the area, and how are they contacted for assistance in the event of an emergency?
	
	

	Has an emergency response team been established?
	
	

	Have the roles been clearly defined?
	
	

	Has training been provided in relation to the roles?
	
	

	Have Task Sheets been developed for those ‘tasked’?  These can be handed out when ‘Tasking’ takes place so that employees, volunteers and relatives have a clear set of instructions pertinent to expectation. 
	
	

	Government/Agency Notification
	
	

	What is the procedure for advising the state or Territory  Department of Health & Aged Care, Services Australia (temporary relocation arrangements), State Health Departments, State local emergency services such as CFS, MFS or SES etc?
	
	

	Who is responsible for advising these agencies?
	
	

	What other agencies need to be contacted?
	
	

	Communication
	
	

	Have you communicated your emergency plan with your local emergency authorities?
	
	

	Have emergency plans been communicated with families, residents and representatives?
	
	

	What process is in place for your key personnel to monitor emergency broadcasts and the media for localised warnings and advice during any period of high risk?
	
	

	How will you manage media enquiries (if any)?
	
	


Additional Resources:

Department of Aged Care Service Continuity and Emergency Events in Aged Care 

Australian Government National Emergency Management Agency
	NOTES

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Page 1 of 10

