Disaster Plan and Emergency Preparedness Plan
Week Three – Preparing for an Emergency within your Organization
Are your facility and staff members prepared for the possibility of a fire at your organization?       

Corresponding Standards

ICS 8 – Emergency Preparedness 
	Complete
	Indicator
	Corresponding HQAA Standard
	Findings
	Action/Outcome

	
	Gather staff together and discuss the scenario of a fire at your place of business.    Review the processes that your organization has in place for fire safety.  

	ICS 8
	
	

	
	· Identify  your organization’s Safety Officer

	ICS 8
	
	

	
	· Ask each staff member to describe their role and responsibility during a fire.

	ICS 8
	
	

	
	· Identify the location of all fire extinguishers and demonstrate how to operate a fire extinguisher.

	ICS 8
	
	

	
	· Identify the location of smoke alarms, sprinkler system, etc and review requirements for maintenance and testing of these items.

	ICS 8
	
	

	
	· Review evacuation routes: Are the routes posted?   Are all routes accessible and clear of debris or obstacles?

	ICS 8
	
	

	
	· Review the location of emergency phone numbers and ensure that all numbers are up to date.

	ICS 8
	
	

	
	· Identify storage areas for hazardous materials.  Are the storage areas properly placarded so they are easily recognized by emergency workers in case of a fire?

	ICS 8
	
	

	
	· Has your organization identified a designated place for staff to assemble after evacuating your building?

	ICS 8
	
	

	
	· Review safeguards that are in place to secure patient data in case of a fire.

	ICS 8
	
	

	
	Review and update your Emergency Preparedness Plan as you identify any changes that need to be made.

	ICS 8
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