Community Emergency Plan: template
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PREPARING FOR EMERGENCIES IN KENT AND MEDWAY




[Insert your community name here]

Community Emergency Plan template
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Plan last updated on: xx/xx/xxxx

How to use this template: This template is designed for you to fill in the details of your community emergency preparations. There are notes in italics to help you fill the template. Detailed notes on how to create a plan can be found in the Community Emergency Plan Guidance document at:
www.kent,gov.uk or the districts website.
	IF YOU ARE IN IMMEDIATE DANGER
CALL 999


Plan distribution list

	Name
	Role
	Phone number/email address
	Issued on

	David Cloake
	Kent County Council Head of Emergency Planning
	01622 694809

david.cloake@kent.gov.uk
	DD/MM/YY

	Jeff Seear
	Sevenoaks District Council Emergency Planning Officer
	01732 227303

jeff.seear@sevenoaks.gov.uk

	

	Mr Field
	Local Environment Agency officer
	020 1234 5678
	

	Miss Flood
	Local Flood Warden
	020 1234 5678
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AIM & OBJECTIVES

Aim

To provide a framework that will increase the readiness and resilience within the local community. It will both enable Parish/Town Councils or other community groups to support themselves when outside assistance from the emergency services or local authority is delayed or overwhelmed.
Objectives

· Identify the risks most likely to impact the community

· Identify relevant steps to mitigate and respond to emergency situations

· Identify vulnerable people/groups in the community

· Identify community resources available to assist during an emergency including people, facilities and equipment

· Provide key contact details for the Community Response Team, local volunteers, the Emergency Services and local authorities

· Describe how the plan works and how information is communicated

Local Risk Assessment 

Refer to the Kent Community Risk Register for a county-wide risk assessment: http://www.kent.gov.uk/community_and_living/community_safety/emergency_planning.aspx 
	Risks
	Impact on community
	What can Community Response Team do to prepare?

	Example:

River through village can flood
	· Flooding of local streets

· Blocked access to town hall

· Damage to property
	· Encourage residents to improve home flood defences

· Work with local emergency responders to see if can help with distribution of flood warnings and any evacuation and rest centre establishment required

· Find out what flood defences exist or are planned in the area

	
	
	

	
	
	

	
	
	

	
	
	


Local Skills and Resources Assessment

	Skill/resource
	Who?
	Contact details
	Location

	Example:

Trained first aider
	Sandy Fortman
	01700 5668xx
	17 Brookvale Street

	4x4 owner/driver
	Bob Southwold
	01700 5648xx
	Garages to read of High Street

	Chainsaw owner (tree surgeon)
	Simon Chalmers
	01700 5605xx
	Simon’s Landscaping – 4 Terrace Yard

	Water/food supplies
	Village Shop
	01700 5608xx
	2 High Street

	Fuel
	
	
	

	Sandbags
	
	
	

	RAYNET
	
	
	

	Local radio amateurs
	
	
	


Key locations

	Building
	Location
	Potential usage in an emergency
	Contact details

	Sevenoaks Leisure Centre
	Buckhurst Lane, Sevenoaks
TN13 1LW
	Rest Centre
	Via Sevenoaks District Council 01732 227000

	White Oak Leisure Centre
	Hilda May Ave.,
Swanley

BR8 7BT
	Rest Centre
	Via Sevenoaks District Council 01732 227000

	Edenbridge Leisure Centre
	Stangrove Park,
Edenbridge

TN8 5LU
	Rest Centre
	Via Sevenoaks District Council 01732 227000

	
	
	
	

	Example:Library
	West Street
	Parish Emergency Centre
	Keith Farquhar
–  Head Librarian –

	Church Hall
	1 Church Square
	Rest Centre/safe place
	Colin Molesworth – Warden – 07749 8557xx

	Watley Central; High School
	Watley Street
	Rest Centre/safe place
	Jane Shulman – Caretaker – 07749 8655xx

	
	
	Livestock/pets safe place
	


Emergency Contact List

	Photo
(optional)
	Example:

Name: Paul Ridgeway

	
	Title: Community Emergency Coordinator

	
	24hr telephone contact: 07700 7785xx

	
	Email: xx@xx.xx



	
	Address: 2 Brook Road



	Photo
(optional)
	Name:



	
	Title:



	
	24hr telephone contact:



	
	Email:



	
	Address:




Sample telephone tree


The phone tree works as a pyramid, with the coordinator at the top making the first call to two or more people. In turn, they call an assigned set of people and so on, until the tree is complete.

List of community organisations

That may be helpful in identifying vulnerable people or communities in an emergency

[Use this space to record details of organisations active in your local area that may be able to help you identify vulnerable people in an emergency.] 
[See the guidance for Data Protection info.]
See also Section 8.2 of the Sevenoaks District Council Major Emergency Plan
Activation triggers


[Use this space to record details of how your plan will be activated. You should include details of how the plan will be activated as a result of a call from the District Emergency Planning Officer, and also how your community will decide to activate the plan yourselves, if the emergency services are unavailable].
First steps in an emergency

Follow the instructions below when the plan is activated.

	
	Actions
	Complete

	1
	Call 999 (if necessary) and follow any advice given.


	

	2
	Ensure you are in no immediate danger


	

	3
	Start writing a log containing any decisions you made and who you spoke to/what was said.
	

	4
	Contact Sevenoaks District Council (Emergency Planning) for advice

	

	5
	Contact the Community Response Team and meet to discuss the situation. Consider inviting other key personnel (including local emergency responder representatives if possible).  Use first meeting agenda.

	

	6
	Contact other members of the Community that need to be alerted:

- Those specifically under threat

- The Parish Council via the Parish Clerk

- Volunteers and key holders that may be needed

(Contact initially may be to inform them of the emergency or inform them of current Emergency Service advice regarding any action to be taken)

	

	7
	Agree actions and ensure each member of the Community Response Team (and volunteers) know what they are doing

	

	8
	Meet regularly to see how the situation is developing, actions are progressing and whether you need to reprioritise tasks or move resources around.

	

	9
	Once the immediate actions have been completed and the situations starts to improve, start thinking about the recovery phase and the role the Community Response Team can play in helping the community return back to their day-to-day life.

	


Draft Community Response Team first meeting agenda

	Example Community Response Team Emergency Meeting Agenda

Date:  

Time:  

Location: 

Attendees:  

1. What is the current situation?

You might want to consider the following:

Location of the emergency. Is it near: 

· A school?

· A vulnerable area?

· A main access route?

· Type of emergency: 

· Is there a threat to life?

· Has electricity, gas or water been affected?


Are there any vulnerable people involved?

· Elderly

· Families with children 

· Non-English-speaking people.

What resources do we need? 

· Food?

· Off-road vehicles?

· Blankets?

· Shelter?

2. What information/advice have you received from the District Emergency Planning Officer?
3. How can we support the emergency response?

4. What actions can safely be taken?

5. Who is going to take the lead for the agreed actions?

6. Any other issues?

7. Provide frequent situation reports to the District Emergency Planning Officer.




Actions agreed with local authority in the event of an evacuation


[Use this space to record details of the actions you can take to help your local authority if an evacuation is necessary in your community.] 

See also Section 8.1 of the Sevenoaks District Council Major Emergency Plan
Alternative arrangements for staying in contact if usual communications have been disrupted 


[Use this space to record details of alternative communications within your local area should usual methods communications be disrupted. This could include the owner/locations of long distance walkie-talkies or details of your local Radio Amateurs’ Emergency Network (RAYNET) group (Shop Safe/Pub Watch if available)]
See also Section 5.7 of the Sevenoaks District Council Major Emergency Plan

Public Communication

	Type
	Where available

	Written
	e.g. leaflet, emails etc


	Verbal
	Door knocking 


	Visual
	Posters



Communication with Emergency Responders

	Type
	Where available

	Written
	e.g. email updates


	Verbal
	Telephone, face to face


	Visual
	Face to face



APPENDIX

Map (to be included)
Flood map (surface water, fluvial, coastal) (to be included)
Sample log sheet

Sample draft letter to residents with reply form

Appendix A. Sample Log Sheet

All actions need to be logged throughout an emergency and this can be used as proof when saying what you did and why. It is also a useful tool when giving out information and briefings.

	Date
	Time
	Action
	Initials

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Appendix B. Draft Letter to Residents

[Insert Parish Council Address]

[Insert Addressee Address]

[Insert Date]

Dear Resident

Re: [Insert Parish Name] Parish Community Self-Help Plan

We are writing to let you know that we are producing a ‘Parish Community Self-Help Plan’ to be used in the event of an emergency affecting our community.  

In most cases, emergencies are dealt with by the emergency services and other key responders, such as health authorities, local authorities and utility companies, who all have well-rehearsed plans to deal with such situations.  However, there may be circumstances; such as widespread flooding, heavy snow or severe storm damage, where the arrival of the emergency services and other responders could be delayed, or when essential utilities and highways access may be compromised.

In these circumstances, we are sure you will agree that it is important that our community can help itself until help arrives and it will do this more effectively if it has a plan in place.  As part of this plan, we are looking to set-up a ‘Community Response Team’ of volunteers who would be willing to assist should an emergency occur.  We are particularly keen to hear from members of our community who have resources, equipment or skills (e.g. 4x4 vehicles, tractors, chain saws, trained medical staff), but any assistance you can offer would be gratefully received.  If you would like to volunteer, please could you complete the reply slip on page two of this letter and return it to us at the above address.  On receipt, a member of the Parish Council will contact you to discuss how best you can help.  We are requesting this information on an entirely voluntary basis, so please feel free to ignore this letter if you do not wish to be involved.

Additionally, one of the priorities of the Community Response Team will be to provide whatever support it can to those members of our community who may be more vulnerable than others and who may need additional assistance in an emergency.  With this in mind, we are looking to maintain a list of ‘Vulnerable Persons/Groups’ in our Self-Help Plan.  Should you wish your details to be included, please complete the relevant section of the attached reply slip.  There is no need for you to disclose any sensitive personal information and please be assured that, in accordance with the Data Protection Act (1998), the information will be handled in the strictest confidence and will only be used in an emergency situation by either the Community Response Team, the emergency services or other key responders.  

If you would like any further information, or an opportunity to discuss things in more detail, then please feel free to contact us on the details below. 

Yours faithfully

[Insert Name, Position Held and Contact Details]

[Insert Parish Name] Parish Community Self-Help Plan Reply Slip

Community Response Team

I would like to volunteer to join the Community Response Team.

[Please tick box] 
Please enter any particular skills, equipment and resources you may have in the tables below.

	Experience / Qualification
	Name
	Contact Details

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Equipment / Resources
	Name
	Contact Details

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Vulnerable Persons/Groups

I would like the following details to be included in the ‘Vulnerable Persons/Groups’ section of the Self-Help Plan.     
	Name of person/centre/

accommodation
	Address
	Contact Details

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Signed declaration

[Please ensure that each person named above signs the declaration below]

I give my consent for the above details to be made available to those responding to an emergency affecting our community. I understand that, in accordance with the Data Protection Act (1998), the information will be handled in the strictest confidence and will only be used in an emergency situation.

	Signatures
	
	
	
	

	Print Name
	
	
	
	

	Date
	
	
	
	


Person (x) 


Contact Number





Person (x) 


Contact Number





Person (x) 


Contact Number





Person (x) 


Contact Number





Person (x) 


Contact Number





Person (x) 


Contact Number





Person (x) 


Contact Number





Person (x) 


Contact Number





Person (x) 


Contact Number





Person (x) 


Contact Number





Person (x) 


Contact Number





Person (x) 


Contact Number





Person (x) 


Contact Number





Person (x) 


Contact Number





Community Emergency Coordinator Contact Number
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