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Sheltering in Place
	Sheltering In Place Checklist

This template contains prompts for you to consider when designing your sheltering in place plan.

Please note: this checklist is bushfire specific, however the template can be modified for an ‘all hazards’ approach.



	

	PREPARATION: Preparing for Fire Danger Days


	Item
	Action
	Action Complete  √
	Responsible Role
	Comments

	Control and coordination
	Set up control room
	□
	
	

	
	Start up systems
	□
	
	

	
	Monitor conditions and stay alert 

Check outside regularly and monitor BOM, CFS, Radio Station, RSS Feed (RSS) (web based information), email
	□
	
	

	Communications
	Keep all staff and agency staff informed
	□
	
	

	
	Inform external partners where appropriate
e.g State Health, DoH and AC, regular visitors
	□
	
	

	
	Inform CFS / MFS/SES/ state fire services of intention to shelter in place
	□
	
	

	
	Contact family members to give option of collecting residents
	□
	
	

	Resources
	Check staff availability
	□
	
	

	
	Ensure records are up to date and available on a battery powered laptop and also in hard copy
	□
	
	

	
	Ensure there is adequate food and drink supplies for 72 hours (8-15 litres of water per person per day is required for drinking, hygiene and cooking purposes)
	□
	
	

	
	Ensure there is adequate medical supplies for 72 hours (consider cold storage requirements)
	□
	
	

	
	Check linen supplies 

(Linen may also be used to seal gaps around doors from smoke and embers)
	□
	 
	

	
	Check alternative power source 
(For generators-  maintain regular testing and adequate fuel supply) 
	□
	
	

	
	Check communication systems:
(Includes radio systems, mobile phones, paging systems, public address systems, battery operated walkie/ talkie, runners) Are they accessible and available with battery supply?

Special communications tools for impaired residents 
	□
	
	

	Emergency Response equipment
	Check fire fighting equipment 
	□
	
	

	
	Test sprinkler systems and fire pumps
	□
	
	

	
	Check internal fire protection systems, equipment  and smoke alarms 
Check/ test alternative power source- eg generator
	□
	
	

	
	Ensure battery powered torches are accessible.   Replace with new batteries and have additional battery supply available
	□
	
	

	
	Ensure emergency kits are fully stocked
	□
	
	


	RESPONSE: In the Event of a Threat

(The key decision maker activates the plan to shelter in place)




	Item
	Action
	Action Complete

√
	Responsible Person
	

	Control and coordination
	Activate Sheltering In Place plan
	□
	
	

	
	Set up control room
	□
	
	

	
	Start up systems
	□
	
	

	
	Monitor conditions and stay alert

Check outside regularly and monitor BOM, CFS, SES and State fire services, Radio Station, RSS, email
	□
	
	

	Communications
	Communicate with all staff, agency staff and visitors
	□
	
	

	
	Communicate with external partners
e.g. State Health, DoH and AC 
	□
	
	

	
	Communicate with families 
	□
	
	

	Resources
	Ensure emergency kits are accessible
	□
	
	

	
	Move residents to designated refuge area within the facility
	□
	
	

	
	ID all residents/patients/visitors/volunteers
	□
	
	

	Emergency Response 
	Activate bushfire protection systems (e.g. sprinklers according to agreed procedures)
	□
	
	

	
	Place protective clothing on to protect from radiant heat
	□
	
	

	
	Turn off air-conditioning 
	□
	
	

	
	Move furniture away from windows
	□
	
	

	
	Close windows, curtains, doors to reduce radiant heat and threat of smoke
	□
	
	

	
	Fill up any baths and buckets with water to provide a supply of water in the building for putting out spot fires
	□
	
	

	
	Place wet towels and linen around windows and doors to reduce smoke and embers entering the building
	□
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