Emergency Preparedness Checklist


Background
Business Continuity Management is a proactive process which helps maximize the availability, reliability and recoverability of business systems through effective management of people, processes and infrastructure. 
The Business Continuity Management ('BCM') Emergency Preparedness Checklist would enable the organization to make a quick assessment of its preparedness in the event of an emergency. The assessment has been split into sections for ease of reference; ideally the organization should have all of these criteria fulfilled.
	#
	Emergency Preparedness Assessment
	Response

	
	
	Yes
	No
	Comments

	
	
	
	
	

	I
	General Safety Awareness
	
	
	

	
	Does your insurance policy include business interruption coverage? Does the insurance coverage address equipment replacement values, cost of recreating systems and program documentation etc.?


	
	
	

	
	Are procedures and guidelines for evacuation communicated to all the employees?


	
	
	

	
	Are the employees aware of who should be contacted in the event of disaster?


	
	
	

	
	Are the employees aware of the assembly areas after evacuating the premises in case of disaster?


	
	
	

	
	Does the primary location maintain adequate emergency equipments and medical kits?


	
	
	

	
	Do you have adequate procedures to address employee concerns and stress resulting from major disasters and events?


	
	
	

	
	Have you implemented procedures to redirect phone numbers in the event of a disaster?


	
	
	

	II
	Fire Safety Awareness
	
	
	

	
	Are adequate fire alarm and detection systems installed and tested regularly at the primary location?


	
	
	

	
	Are the employees provided hands on training and experience in using the fire extinguishers?


	
	
	

	
	Are fire drills conducted periodically to train and educate employees?


	
	
	

	
	Are the employees provided adequate training in Cardiopulmonary Resuscitation (CPR), first aid etc.?


	
	
	

	III
	Earthquake Safety Awareness
	
	
	

	
	Is the construction of your primary location earthquake resistant? Has it been approved by an authorized surveyor?


	
	
	

	IV
	Bomb Threat Awareness
	
	
	

	
	Are the employees trained in handling situations involving bomb threat calls?


	
	
	

	V
	System Safety Awareness
	
	
	

	
	Are the employees aware about the Information Security Policy and Procedures of your organization?


	
	
	

	
	Are your systems protected by Anti Virus Software and are the virus definitions updated regularly?


	
	
	

	
	What emergency restoration procedures have you established with your communications and system vendors?


	
	
	


	This document is of a general nature only.  No responsibility for loss occasioned to any person acting on or refraining from action as a result of any material in the document can be accepted.



