	A self assessment to check the contents of an emergency plan
.


	


1
Contents of the Emergency Plan

	Detail
	Evidenced in Plan?
	Evidence
	Comments

	
	Yes
	Partially
	No
	
	

	The aim of the plan is clearly stated along with links to supporting plans and the plans of other organisations. 


	
	
	
	
	

	The plan is capable of dealing with a wide range of incidents. 


	
	
	
	
	

	The plan has been prepared taking into account local and organisational risks.  Specific plans have been prepared where appropriate.


	
	
	
	
	

	There are clear triggers for when the plan should be activated and there are robust call-out procedures.


	
	
	
	
	

	There is a contact directory   of all key personnel, and appropriate cascade arrangements to contact other staff and other organisations that might be needed in the response to an emergency. 


	
	
	
	
	

	There are procedures to follow to activate the plan.


	
	
	
	
	

	The plan identifies an emergency management team who will co-ordinate the response to an incident, and it specifies the team’s generic role.


	
	
	
	
	

	The plan identifies generic support staff to assist the management team in the response to an incident.


	
	
	
	
	

	An Emergency Control Centre has been identified as a location from which the emergency will be managed.


	
	
	
	
	

	The plan identifies the generic roles of all parts of the organisation in relation to responding to emergencies.


	
	
	
	
	

	Where appropriate, the plan identifies the complementary generic arrangements of other responders.


	
	
	
	
	

	The plan specifies how arrangements will be stood down following the incident. 


	
	
	
	
	

	The plan pays regard to the needs of diverse and/or more vulnerable members of the community as appropriate.


	
	
	
	
	

	The plan is integrated with internal business continuity plans.


	
	
	
	
	

	There are appropriate contingency arrangements in place should resources be unavailable in an emergency – e.g. backup locations, emergency grab boxes of duplicate plans etc.


	
	
	
	
	

	The plan includes an agreed process for authorising expenditure. 


	
	
	
	
	

	The plan is capable of operating over a prolonged period.


	
	
	
	
	

	The plan is realistic and workable, and is based on resources that can be accessed during an emergency.


	
	
	
	
	

	There is an identified process for learning lessons as a result of an emergency.


	
	
	
	
	


2
Maintaining the Emergency Plan

	Detail
	Evidenced in Plan?
	Evidence
	Comments

	
	Yes
	Partially
	No
	
	

	There is a clear maintenance policy specifying the frequency and process of review, and there are appropriate control measures in place to ensure that the policy is being implemented.  


	
	
	
	.
	

	The plan is maintained by competent individuals.


	
	
	
	
	

	The plan is prepared and maintained in such a way so that they contents are clear, unambiguous and easy to use.


	
	
	
	
	

	The plan has regard for media relations, informing and warning the public, plus victim & staff support. 


	
	
	
	
	


3
Testing the Emergency Plan

	Detail
	Evidenced in Plan?
	Evidence
	Comments

	
	Yes
	Partially
	No
	
	

	There is a testing policy to make sure that the plan works in practise.  The policy specifies the frequency and process of tests and there are appropriate control measures in place to ensure that the policy is being implemented.  


	
	
	
	
	

	Records are kept of tests and improvements are made to the emergency plan as a result of lessons learned.


	
	
	
	
	

	All people / organisations with a potential role to play in the response to an emergency are involved in the testing of the plan.
	
	
	
	
	


4
Training People to Use the Emergency Plan 

	Detail
	Evidenced in Plan?
	Evidence
	Comments

	
	Yes
	Partially
	No
	
	

	There is a clear training policy to ensure that all staff with a role to play in the response to an emergency are aware of the role.  

The policy specifies the frequency and process of training and there are appropriate control measures in place to ensure that the policy is being implemented.  


	
	
	
	
	

	All people / organisations with a potential role to play in the response to an emergency are involved in the training policy.  


	
	
	
	
	

	The quality of the training provided is assessed and training is adapted as appropriate.


	
	
	
	
	


5
Corporate Commitment 

	Detail
	Evidenced in Plan?
	Evidence
	Comments

	
	Yes
	Partially
	No
	
	

	Senior Managers,  Elected Members, Governors, etc. (as relevant) are aware of their emergency planning responsibilities, and have been involved in preparing the emergency plan.


	
	
	
	
	

	Emergency planning arrangements are seen to be an aspect of service management.


	
	
	
	
	

	Emergency Planning is integrated into the appropriate corporate governance arrangements – for example – strategic risk registers and audit arrangements. 


	
	
	
	
	


A template report format for summarising the outcomes of the self assessment checklist

Strengths, Weakness, Opportunity and Threats Analysis of the <ADD NAME> Plan

	Strengths
	Possible Omissions
	Development Opportunities
	Threats



	EXAMPLE 1 – AIMS AND OBJECTIVES

	· The aims of plan are stated

· The plan is designed to cope with a range of generic emergencies

· Consideration has been given to having incident specific contingency plans.  Identified in the strategic risk register.


	· There are no linkages to other plans e.g. contractor plans / Business Continuity Plans

· The specific needs of vulnerable people are not addressed (e.g. nursery / under 18’s)

· There is no evidence that the response could be tailored to deal with different levels of hazard and threat.  For example, will 24 hour working be required?  

 
	· To better understand the needs and the roles of partners / vulnerable people and staff so that the Critical Incident Team can better cater for them during an emergency.

· To develop a business continuity plan to assist the college in providing essential services during and after an emergency

· To develop the plans identified in the strategic risk register


	· An uncoordinated response with partners

· Inadequate consideration of vulnerable people

· Overworking staff



	<KEY AREA 2>

	
	
	
	· 

	<KEY AREA 3>

	· 
	· 
	· 
	· 


� � The aim of this checklist is to give a helpful indication of the strengths and development opportunities of emergency plans.  The outcome of the assessment is purely indicative and offers no guarantee that an emergency plan is fit for purpose.  It is an organisation’s own responsibility to satisfy itself as to the adequacy of its own emergency plans.  The checklist has been prepared based on the following guides:  Audit Commission Emergency Planning Self Assessment Tool, accessed at � HYPERLINK "http://www.audit-commision.gov.uk/emergency" ��www.audit-commision.gov.uk/emergency�; Preparing for Emergencies, Pg 153, Annex 5B:  Generic Plan: emergency or major incident; The minimum level of information to be contained in a generic plan, Preparing for Emergencies, Monitoring and Enforcing – Self Assessment Checklist, Pg 145,
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