King County Standards and Indicators for Emergency Response

Agency Emergency Plan Checklist


	Agency Name
	Reviewer
	Review Date

	
	
	


Required Standards 1-8
	#1: Essential functions/services are identified

	
	Status
	Comments
	Documentation?

	The agency has thoroughly assessed their services, client/community needs and internal capabilities.
	□ Completed 

□ In Progress 

□ Not Initiated 
	
	□ Yes 

□ No 

□ Partial 

	Next Steps:

	The agency has developed a disaster mission statement that identifies the critical services they would provide or the role they would play in an emergency or disaster.
	□ Completed 

□ In Progress 

□ Not Initiated
	
	□ Yes 

□ No 

□ Partial

	Next Steps:

	The mission is formally adopted by the organization’s governing body.
	□ Completed 

□ In Progress 

□ Not Initiated
	
	□ Yes 

□ No 

□ Partial

	Next Steps:

	Staff, clients and other key stakeholders are aware of the disaster mission.
	□ Completed 

□ In Progress 

□ Not Initiated
	
	□ Yes 

□ No 

□ Partial

	Next Steps:

	#2: The agency has a plan for how it will operate during a disaster, and if the agency is unable to operate have a backup plan for how critical services will be addressed

	
	Status
	Comments
	Documentation?

	The agency has determined which services will be provided in a disaster and which ones will be discontinued.
	□ Completed 

□ In Progress 

□ Not Initiated
	
	□ Yes 

□ No 

□ Partial

	Next Steps:

	If the agency is not able to operate, have a plan for how it will close down.
	□ Completed 

□ In Progress 

□ Not Initiated
	
	□ Yes 

□ No 

□ Partial

	Next Steps:

	The agency has a process to notify clients if they will not be served at/by the agency.
	□ Completed 

□ In Progress 

□ Not Initiated
	
	□ Yes 

□ No 

□ Partial

	Next Steps:

	The safety and care of clients and visitors who are at the agency at the time of a disaster are addressed.
	□ Completed 

□ In Progress 

□ Not Initiated
	
	□ Yes 

□ No 

□ Partial

	Next Steps:

	There is a notification process to communicate changes in services to key partners and disaster responders:
· What hours the agency is open, and if it is closed, when it expects to resume services

· If the agency is closed, what the reason is for the closure

· How and to whom clients are being referred, if services are not being provided

· How the agency will notify key partners that services are resumed, if they had been suspended, and under what conditions

· How to contact someone at the agency with questions
	□ Completed 

□ In Progress 

□ Not Initiated
	
	□ Yes 

□ No 

□ Partial

	Next Steps:

	#3: Multiple communication tools are identified and established in order to contact internal and external stakeholders

	
	Status
	Comments
	Documentation?

	The agency has emergency, after-hours contact information for all staff.
	□ Completed 

□ In Progress 

□ Not Initiated
	
	□ Yes 

□ No 

□ Partial

	Next Steps:

	Primary and alternate procedures for communicating with critical staff and key partners are in place.
	□ Completed 

□ In Progress 

□ Not Initiated
	
	□ Yes 

□ No 

□ Partial

	Next Steps:

	#4: Staff are personally prepared to fulfill their role in a disaster

	
	Status
	Comments
	Documentation?

	Staff are identified who are willing, able and prepared to respond to a disaster.
	□ Completed 

□ In Progress 

□ Not Initiated
	
	□ Yes 

□ No 

□ Partial

	Next Steps:


	#5: Staff and key stakeholders have been trained on the agency’s emergency plan

	
	Status
	Comments
	Documentation?

	Staff are trained on the agency emergency plan and new staff are trained as part of their orientation.
	□ Completed 

□ In Progress 

□ Not Initiated
	
	□ Yes 

□ No 

□ Partial

	Next Steps:

	The agency emergency plan is accessible to all staff.
	□ Completed 

□ In Progress 

□ Not Initiated
	
	□ Yes 

□ No 

□ Partial

	Next Steps:

	The agency emergency procedures are regularly exercised and tested.
	□ Completed 

□ In Progress 

□ Not Initiated
	
	□ Yes 

□ No 

□ Partial

	Next Steps:

	#6: Staff are prepared to be self-sufficient in the work place for a minimum of three days

	
	Status
	Comments
	Documentation?

	Staff are familiar with shelter-in-place and lock-down procedures.
	□ Completed 

□ In Progress 

□ Not Initiated
	
	□ Yes 

□ No 

□ Partial

	Next Steps:

	Food, water and sanitation supplies are easily accessible.
	□ Completed 

□ In Progress 

□ Not Initiated
	
	□ Yes 

□ No 

□ Partial

	Next Steps:

	All staff know where emergency supplies are located.
	□ Completed 

□ In Progress 

□ Not Initiated
	
	□ Yes 

□ No 

□ Partial

	Next Steps:

	#7: Vital information is backed-up and accessible

	
	Status
	Comments
	Documentation?

	Critical documents, contact information for key employees and the agency emergency plan are included in the agency Go-Kit.
	□ Completed 

□ In Progress 

□ Not Initiated
	
	□ Yes 

□ No 

□ Partial

	Next Steps:

	Key staff have a copy of the Agency Go-Kit.  At least one copy is stored in an off-site location.
	□ Completed 

□ In Progress 

□ Not Initiated
	
	□ Yes 

□ No 

□ Partial

	Next Steps:

	Critical client and billing data, if applicable, is backed up in a secure, off-site location, preferably out of state.
	□ Completed 

□ In Progress 

□ Not Initiated
	
	□ Yes 

□ No 

□ Partial

	Next Steps:


	#8: Emergency payment procedures and line of credit are established and maintained

	
	Status
	Comments
	Documentation?

	Backup plans enable key financial procedures and payroll processing to continue.
	□ Completed 

□ In Progress 

□ Not Initiated
	
	□ Yes 

□ No 

□ Partial

	Next Steps:

	Emergency contact information is identified for key vendors and suppliers.
	□ Completed 

□ In Progress 

□ Not Initiated
	
	□ Yes 

□ No 

□ Partial

	Next Steps:

	Resources are prioritized for procurement.
	□ Completed 

□ In Progress 

□ Not Initiated
	
	□ Yes 

□ No 

□ Partial

	Next Steps:

	Procedures are in place to track disaster/emergency expenditures.
	□ Completed 

□ In Progress 

□ Not Initiated
	
	□ Yes 

□ No 

□ Partial

	Next Steps:


Optional Standards 1-5
	#1: Partner organization(s) are identified to share support/ resources in event of a disaster

	
	Status
	Comments
	Documentation?

	The agency has identified and mapped community assets.
	□ Completed 

□ In Progress 

□ Not Initiated
	
	□ Yes 

□ No 

□ Partial

	Next Steps:

	Conversations have been initiated and necessary agreements are in place.
	□ Completed 

□ In Progress 

□ Not Initiated
	
	□ Yes 

□ No 

□ Partial

	Next Steps:

	#2: Local emergency service providers are familiar with staff and agency

	
	Status
	Comments
	Documentation?

	The names and contact information of emergency providers is gathered and accessible to staff and volunteers.
	□ Completed 

□ In Progress 

□ Not Initiated
	
	□ Yes 

□ No 

□ Partial

	Next Steps:

	Emergency Service Providers, such as the Local Office of Emergency Management, Public Health and American Red Cross, are aware of the role agency is likely to play in a response or recovery phase of a disaster or emergency.
	□ Completed 

□ In Progress 

□ Not Initiated
	
	□ Yes 

□ No 

□ Partial

	Next Steps:

	Key agency staff have been identified to develop and maintain relationships with local emergency service providers.
	□ Completed 

□ In Progress 

□ Not Initiated
	
	□ Yes 

□ No 

□ Partial

	Next Steps:

	Procedures for communicating with local government, including providing situational assessment information are in place.
	□ Completed 

□ In Progress 

□ Not Initiated
	
	□ Yes 

□ No 

□ Partial

	Next Steps:

	#3: Staff are trained on the Incident Command System (ICS)

	
	Status
	Comments
	Documentation?

	Staff understand the organizational structure of the ICS.
	□ Completed 

□ In Progress 

□ Not Initiated
	
	□ Yes 

□ No 

□ Partial

	Next Steps:

	If organizing by ICS, agency leadership staff have taken on-line courses (FEMA ICS 100 & 200) and the ICS structure is incorporated into training and exercises.
	□ Completed 

□ In Progress 

□ Not Initiated
	
	□ Yes 

□ No 

□ Partial

	Next Steps:

	#4: Physical safety of facility/ies is/are addressed (hazard reduction & mitigation)

	
	Status
	Comments
	Documentation?

	The agency has conducted a hazards and vulnerability analysis of facility(ies).
	□ Completed 

□ In Progress 

□ Not Initiated
	
	□ Yes 

□ No 

□ Partial

	Next Steps:

	The agency has taken action to minimize facility risks to staff and clients.
	□ Completed 

□ In Progress 

□ Not Initiated
	
	□ Yes 

□ No 

□ Partial

	Next Steps:

	#5: Facility and staff are prepared for an evacuation

	
	Status
	Comments
	Documentation?

	Evacuation routes and exit signs are clearly marked and posted throughout the facility.
	□ Completed 

□ In Progress 

□ Not Initiated
	
	□ Yes 

□ No 

□ Partial

	Next Steps:

	Staff and volunteers are familiar with the evacuation protocols and know where to rally after evacuating the facility.
	□ Completed 

□ In Progress 

□ Not Initiated
	
	□ Yes 

□ No 

□ Partial

	Next Steps:
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