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	Emergency Response Action Checklist - Mechanical Systems - Offices



Mechanical Systems 

	Facility Name:
	Reference No.
	REV- 000 

	No.
	Emergency Response Action Rounds Checklist
	CHECKED SATISFACTORY

	
	
	N/A
	YES
	NO

	
	Introduction
	
	
	

	
	This emergency procedure is intended to highlight the key issues that may arise at departmental level in the event of a mechanical system failure. It is appreciated that this may be the result of a full site system failure, but it may also be the result of a local failure for which notification from the entity maybe necessary. The main aim is to provide a structured approach to the safety of patients and staff and to minimize the risk associated with a mechanical system failure
	
	
	

	Priority 1
	Life safety (Evacuation Plan)
	|_|
	|_|
	|_|

	Priority 2
	Stabilization of incident 
	|_|
	|_|
	|_|

	Priority 3
	Minimization of potential damage
	|_|
	|_|
	|_|

	Priority 4
	Containment of incident (e.g. chemical spillage) 
	|_|
	|_|
	|_|

	Priority 5
	Assessment of damage 
	|_|
	|_|
	|_|

	Priority 6
	Clean up after incident (Post Incidents Plans)
	|_|
	|_|
	|_|

	Priority 7
	Monitoring weather sources for updated emergency instructions and broadcast warning if issued by weather services
	|_|
	|_|
	|_|

	Priority 8
	Building lockdown plan/Plant lockdown plan 
	|_|
	|_|
	|_|

	1
	The responsible person shall conduct an initial and ongoing situational assessment of the incident
	|_|
	|_|
	|_|

	2
	The responsible person shall establish an effective communications plan
	|_|
	|_|
	|_|

	3
	The responsible person shall deploy available resources and request additional resources based upon the needs of the incident
	|_|
	|_|
	|_|

	4
	The responsible person shall develop an incident organization for the management of the incident
	|_|
	|_|
	|_|

	5
	The responsible person shall review, evaluate, and revise the strategy and tactics based upon the needs of the incident
	|_|
	|_|
	|_|

	6
	The responsible person shall provide for the continuity, transfer, or termination of command
	|_|
	|_|
	|_|

	7
	The system shall provide for a routine process of escalation as additional resources are utilized
	|_|
	|_|
	|_|

	8
	The responsible person shall determine which levels and elements of the incident management system are to be implemented in each case and shall develop the command structure for each incident by assigning supervisory responsibilities according to Standard Operating Procedures (SOPs)
	|_|
	|_|
	|_|

	9
	The incident management system shall define standardized supervisory assignments
	|_|
	|_|
	|_|

	10
	The incident responsible person shall be responsible for controlling communications on the tactical, command, and designated emergency traffic channels for that incident
	|_|
	|_|
	|_|

	11
	The incident responsible person shall be responsible for overall responder accountability for the incident
	|_|
	|_|
	|_|

	12
	The incident responsible person shall be responsible for developing and/or approving an Incident Action Plan (IAP)
	|_|
	|_|
	|_|

	13
	The incident responsible person shall keep the safety officer informed of strategic and tactical plans and any changing conditions
	|_|
	|_|
	|_|

	14
	The incident responsible person shall evaluate the risk to responders with respect to the purpose and potential results of their actions in each situation
	|_|
	|_|
	|_|

	15
	The communication system shall provide a standard method to give priority to the transmission of emergency messages and notification of imminent hazards over that of routine communications to all levels of the incident command structure
	|_|
	|_|
	|_|

	16
	Incident Action Plan: An IAP can be a verbal plan, tactical worksheet, written plan, or combinations thereof, that reflects the overall incident strategy, tactics, risk management, and member safety that are developed by the incident commander
	|_|
	|_|
	|_|

	17
	Department Operations Center (DOC): A DOC could facilitate mutual aid requests, assistance for hire requests, and other agency issues such as recall of personnel and staffing of resources
	|_|
	|_|
	|_|

	18
	Support requirements for the incident command system at the scene such as:
(a) Technical advice (e.g. hazmat, fire behavior, medical)
(b) Additional resources from outside normal channels
(c) Emergency Support Functions (ESF) necessary to support the incident(s)
	|_|
	|_|
	|_|

	19
	Project time required to control the situation as that will impact logistical requirements for the following:
(a) Relief personnel
(b) Food
(c) Lodging
(d) Fuel and repairs
(e) Significant involvement of multiple agencies
	|_|
	|_|
	|_|

	20
	Comprehensive knowledge of the agency’s or jurisdiction’s capabilities and limitations. Authority to make decisions for the agency or jurisdiction including ordering the deployment of resources
	|_|
	|_|
	|_|

	21
	Area command sets priorities between incidents and allocates critical resources according to priorities established by the agency or jurisdiction administrator
	|_|
	|_|
	|_|

	22
	Inform the senior staff of affected departments to cease using water
	|_|
	|_|
	|_|

	23
	Contact the local water authority. The contamination may have originated from the main water incoming supplies; there is likely to be an obligation not to contaminate the public water network
	|_|
	|_|
	|_|

	24
	Take samples as necessary to determine the nature of the contamination
	|_|
	|_|
	|_|

	25
	Isolate the affected area from the main supply to prevent further contamination
	|_|
	|_|
	|_|

	26
	Dependent on the nature of contamination, the cause may be obvious or easily located. If this is not possible, carry out a systematic investigation of water supply systems
	|_|
	|_|
	|_|

	27
	If the cause of the contamination is located, isolate the contamination and carry out necessary works to resolve the situation
	|_|
	|_|
	|_|

	28
	Inform medical staff of the nature of the contamination and await advice on the clinical effect before restoring the water supply to the area
	|_|
	|_|
	|_|

	29
	Thoroughly flush all pipework (run taps, flush toilets, bidets etc.) until further analysis shows no trace of contamination
	|_|
	|_|
	|_|

	30
	When the water quality is restored and confirmed by medical or microbiology staff, allow normal use to continue
	|_|
	|_|
	|_|

	31
	Review the operational procedure for the incident and modify as necessary
	|_|
	|_|
	|_|

	32
	Note the date and time of the incident, action taken and by whom, for future reference
	|_|
	|_|
	|_|

	33
	a) Evacuation floor plans clearly displayed on each floor
b) Display of an overall site plan including north point and emergency contact details
c) Display of a current version of the Annual Fire Safety Statement
d) Maintenance records for Essential Fire Safety Measures should be readily available
e) Consideration of need for fire first response training facility evacuation procedures
	|_|
	|_|
	|_|

	No.
	Reviewer's Comments
	Resolution

	
	
	

	
	
	

	
	
	

	
	
	

	Originator's Name / Signature and Date:
	Checker's Name / Signature and Date:
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