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	Emergency Management Plan Template for Healthcare Facilities



1. [bookmark: _Toc503018483]Planning the Exercise
[bookmark: _Toc503018484]
Exercise Parameters

[bookmark: _Toc503018485]Objectives

<Outline a list of objectives which need to be met by the exercise>

These can include:

Confirm that the plans are viable and can be used in the manner required.
Ensure that all participants are happy with their roles and responsibilities within the plan.
Ensure that communication channels are reviewed

[bookmark: _Toc503018486]Scope

<Outline the scope of the exercise>

This can include:

Specific process functions will be included in this exercise
Specific process functions will not be included in this exercise
The exercise will be pre-booked and therefore some planning has taken place which would not happen in the event of a real incident taking place
The exercise will be a walkthrough, therefore no physical movement of any resources will be required during the exercise
It will be a full relocation exercise and therefore physical movement of resources will be required

[bookmark: _Toc503018487]Assumptions

<Outline any assumptions made prior to the exercise which may have an impact on the exercise>

[bookmark: _Toc503018488]Resources

<List any resource requirements for the exercise, including any associated costs>

[bookmark: _Toc503018489]Success Criteria

<Detail explicitly criteria which must be met by the exercise to deem it successful or unsuccessful>

[bookmark: _Toc503018490]Exercise Type:

	Type
	Summary
	Included in this Exercise?

	Table-top exercise
	A Tabletop exercise is a facilitated discussion of an EI, in an informal, low-stress environment. It is designed to elicit constructive participant discussion, to identify and resolve problems and refine existing operational plans. This type of exercise involves a level of role play and may include script card to aid delivery.
	

	Emergency Drill
	An Emergency Drill is a coordinated, supervised activity, normally used to test a single specific aspect of the EM plan. Emergency Drills should be as realistic as possible; employing the use of the fire alarm (as applicable) and any equipment which may be required for the aspect of the EM plan being drilled.
	

	Functional Exercise
	A Functional Emergency exercise is a fully simulated interactive exercise that tests the capability of an organization to respond to an EI. The exercise tests multiple functions of the organization’s EM plan. It is a coordinated response to a situation in a time pressured, realistic simulation. A functional emergency exercise focuses on the coordination, integration and interaction of an organization’s policies, procedures, roles and responsibilities before, during or after the simulated event
	

	Field/Full Scale Exercise

	A Field or Full-scale Exercise simulates a real event as closely as possible and is designed to evaluate the operational capability of emergency management system in a highly stressful environment, simulating actual response conditions. This includes the mobilization and movement of emergency personnel, equipment, and resources. Ideally, the Field/Full-scale Exercise should test and evaluate most functions of the EM plan. Collaboration with ESS is a key part of delivering a successful field/full-scale exercise
	



[bookmark: _Toc503018491]Scenario

<Detail scenario to be used during the exercise, if applicable>

[bookmark: _Toc503018492]Timing

The exercise will commence on <insert date and time> and finish on <insert date and time>.

[bookmark: _Toc503018493]Facilitators, Participants, Attendees and Stakeholders

	Organisation
	Name
	Role
	Responsibility During Exercise

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


[bookmark: _Toc503018494]
Risk Assessment

	Description of Risk
	Measure of Risk
(High/Medium/Low)
	How will the risk be managed?

	
	
	

	
	
	

	
	
	

	
	
	


[bookmark: _Toc503018495]

2. Pre-Exercise Planning

Pre-exercise planning meeting(s) must be scheduled sufficiently in advance of the desired scenario/exercise date for the specific Business Continuity / Recovery Plan of interest.

The plan owner should chair the meeting(s). 

[bookmark: _Toc503018496]Meeting Schedule

<Add to and remove as applicable>

	Purpose
	Date
	Owner

	Agree type of exercise to be carried out
	
	

	Pre-exercise planning requirements
	
	

	Pre-exercise meeting with technicians 
	
	

	Agree exercise with customer/supplier/Internal personnel
	
	

	Post exercise review 
	
	


[bookmark: _Toc503018497]
Pre-Exercise Activities

<List all the activities to be completed before the exercise can be performed>

	Action
	Assigned to
	Completed?

	
	
	

	
	
	

	
	
	

	
	
	


[bookmark: _Toc503018498]
Key Milestones

	No
	Milestone
	Planned start time
	Planned end time
	Actual start time
	Actual end time
	Delivery method
	Delivered by

	Day 1

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Day 2 

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


[bookmark: _Toc503018499]

3. Authorising the Exercise

Having completed the planning for the exercise, this document must be approved by the relevant Business Continuity sponsor for the contract/function.

	Having reviewed this exercise proposal, the exercise can go ahead as outlined.

<List any special conditions the exercise will be subject to>




	Approved by Name
	Role
	Date
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