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A PRACTICAL GUIDE

for the Blue Mountains Community Sector to Prepare for Emergencies








	Action by organisation
	Who is responsible?
	Who do you need authorization from?

	Closure of service, lock-down or relocation 
	E.g. Project manager, Administration staff, Staff members, Team leader 
	E.g. Service Manager, Executive Officer, Board 

	Communications – alerting those within the organization about emergency and service’s response 
	
	

	Communications – alerting those outside the organization about emergency and service’s response
	
	

	Cancellation of programs, services etc. 
	
	

	Collection of key items 
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



	Trigger for action
	Action by service
	Who is responsible?
	Who do you need authorization from? 

	E.g. Forecast of east coast low, forecast of high or low weather temperatures, total Fire Ban, catastrophic fire danger
	E.g. Closure of service, relocation of service, all staff and clients warned about event, all outdoor programs cancelled 
	E.g. Project manager, Administration staff, Staff members, Team leader 


	E.g. Service Manager, Executive Officer, Board 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	






	Who is responsible? 
	

	Where will you move to? 


	(Location, address, phone, contact person) 



	How will you get there?


	(Transport, phone, contact person)



	What needs to happen once you are there? 
	(Roll call; communicate information to emergency services etc.)

	What needs to be taken if relocating?


	(Emergency kits, key items) 

	What needs to happen once staff, clients and others on premise have relocated?


	(Roll call; communicate information to emergency services etc.)

	When will you return to normal service location? 
	(Threat of danger to staff, clients and others is no longer present; it is safer to relocate than remain in the premise)

	What was your last check-in date with the relocation sites and transport options?


	(Location, date, checked by) 

 

	Any other information 
	



	Who is in charge? 

If this person is not available, who is in charge? 

If this person is not available, who is in charge? 
	 

	Which room/s or area/s will you move to?
	

	What needs to be taken into these room/s or area/s?
	(Attendance list, emergency kit, medications, water) 

 

	What needs to happen once staff, clients and others on premise are in lock down area/room?
	(Roll call; communicate information to emergency services etc.) 

	When will lock down end? 
	(Threat of danger to staff, clients and others is no longer present; it is safer to relocate than remain in the premise) 

	Any other information? 
	



	Item 1
	Where is it? 
	

	
	Who will collect this in an emergency? 
	

	Item 2 
	Where is this located? 
	

	
	Who is responsible for collecting this?
	

	Item 3 
	Where is this located? 
	

	
	Who is responsible for collecting this?
	

	Item 4
	Where is this located? 
	

	
	Who is responsible for collecting this?
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



	What must continue operating?
	

	If a service location is inaccessible, where will you operate from? 
	(Location name and address) 

# Option 1

# Option 2

	What are the minimum requirements to open the service?
	(Ratios, staff qualifications) 

	What equipment and resources are needed?
	(Phone, computer, stationary supplies etc.)  

	Who is the contact for the location?
	(Name, contact details) 

	Who is responsible for opening services at new site?

Do they have access to keys/codes for new location?
	(Name, contact details)





	Who needs to be contacted? 
	(Management committee/board, staff, clients, emergency contacts, volunteers) 

	How will you contact them?
	(In person, text message, phone call, email, group message via Facebook)



	Who is responsible for communication?


	(Name, position) 

	What are you informing them (key messages?)
	Lock down 

-The service has been/will potentially be impacted by X
-For the safety of staff/volunteers/clients normal services have been suspended and the service has been locked down

-For information please contact X

-An update will be provided when the situation changes

Relocation 

-The organisation has been/will potentially be impacted by X

-For the safety of staff/volunteers/clients normal services have been suspended and all those on premise have/will be relocated to

-For information please contact X

-An update will be provided when the situation changes



	Who needs to be contacted? 
	(Clients, Parents, Other organisations)

	How will you contact them?
	(In person, text message, phone call, email, group message via Facebook)



	Who is responsible for communication?


	(Name, position) 

	What are you informing them (key messages?)
	Lock down 

-The service has been/will potentially be impacted by X

-For the safety of staff/volunteers/clients normal services have been suspended and the service has been locked down

-For information please contact X

-An update will be provided when the situation changes

Relocation  

-The organisation has been/will potentially be impacted by X

-For the safety of staff/volunteers/clients normal services have been suspended and all those on premise have/will be relocated to

-For information please contact X

-An update will be provided when the situation changes



	Service Name 

Address 

Nearest cross street 

Phone

Hours of operation 
	

	If more than one service location, please complete details below

	Service Name (2) 

Address 

Nearest cross street 

Phone

Hours of operation 
	

	Service Name (3) 

Address 

Nearest cross street 

Phone

Hours of operation 
	

	Service Name (4) 

Address 

Nearest cross street 

Phone

Hours of operation 
	



	Reason for contact
	Organisation
	Phone
	Website

	Emergency
	Fire/Police/Ambulance


	000
	

	Storm, snow/hail, floods 
	State Emergency Service
	132 500
	

	Bushfire Information
	Rural Fire Service


	1800 679 737
	www,rfs.nsw.gov.au

	Gas Leak or Hazard
	Gas Emergency Info
	131 909
	

	Poisons Information
	Poisons Information
	131126
	

	Your water provider 
	E.g. Sydney Water
	132 090
	www.sydneywater.com.au

	Your gas provider 
	
	
	

	Your electricity provider 
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


This document outlines what workers and others at


Service should do in an emergency





Last Reviewed: Date


To Be Reviewed: Date








To support organisations to use this template and 


develop an emergency plan, please see the Get Ready Guide and the how to documents available via � HYPERLINK "http://www.mcrn.org.au" �www.mcrn.org.au�





�








For further information about this document, please contact


Jacquie Millynn


Mountains Community Resource Network


� HYPERLINK "mailto:preparedness@mcrn.org.au" ��preparedness@mcrn.org.au�


02 4759 3599








This document has been developed by Mountains Community Resource Network, 


on behalf of the R & P Group.








	Delegations





Altering “business as usual”





Responding To An Emergency 





Continue normal service provision





Are there threats to the safety of those onsite?





Implement the relocation response 





YES





YES





Implement lock down response





NO





Is there an alternate location to safely relocate to?














Implement lock down response





Implement lock down response





Continue normal service provision





NO





NO





YES





Are you able to leave this location? Is it safe to leave this location?











Would it be safer if you left this location?








Are you able to continue normal service provision? 








NO





YES





NO





YES





Relocation Response (Type of event)





Lock down response 





Key Items





Service continuity – the basics





Communications – Internal  





Communications – External 





Service location(s) and contact details 





Key Emergency Contacts 
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