APPENDIX 1: DISASTER PREVENTION AND PREPAREDNESS

PERIODIC CHECKLIST

Some of these inspections will be required annually, others more often. It may be helpful to schedule them around periodic activities such as hiring of seasonal staff as a reminder to do them.  Some of the inspections might also serve as a training opportunity for staff to learn the locations of emergency equipment.  For instance, inspection of fire extinguishers might be rotated among divisions, with a different division responsible each time for accompanying inspection officials.  This familiarizes staff with the exact location of equipment, and allows the chance for questions about their use.

Emergency Information

	Information Format
	Date/
Initials
	Date/
Initials
	Date/
Initials
	Date/
Initials

	Emergency numbers are accurate and posted near every telephone 
	
	
	
	

	Emergency flip chart current and available to all employees
	
	
	
	

	Emergency Operation Plan available and in appropriate locations
	
	
	
	


Emergency Instruction/Training
	Instruction/Training
	Date/

Initials
	Date/

Initials
	Date/

Initials
	Date/

Initials

	Staff tour: locations of fire extinguishers, flashlights, radio, supply cache
	
	
	
	

	Staff familiar with ways to reach members of in-house Emergency Response Team
	
	
	
	

	Fire Drill


	
	
	
	

	Evacuation Drill


	
	
	
	

	Fire Extinguisher Training


	
	
	
	

	CPR/First Aid Training


	
	
	
	

	
	
	
	
	

	
	
	
	
	


Systems Inspections

	System
	Date/

Initials
	Date/

Initials
	Date/

Initials
	Date/

Initials

	Heating System


	
	
	
	

	Wiring Systems


	
	
	
	

	Electrical Appliances


	
	
	
	

	Plumbing


	
	
	
	

	Air Conditioning Units


	
	
	
	

	
	
	
	
	


Safety Equipment Inspection

	Safety Equipment
	Date/

Initials
	Date/

Initials
	Date/

Initials
	Date/

Initials

	Unit-wide Safety Inspection?
     
	
	
	
	

	Fire Extinguishers serviced annually?

	
	
	
	

	Fire Extinguishers inspected monthly?

	
	
	
	

	Fire Alarms serviced annually?

	
	
	
	

	Fire Alarms inspected quarterly?

	
	
	
	

	Sprinkler System serviced annually?

	
	
	
	

	Water Detectors operational?

	
	
	
	

	Public Address System operational?


	
	
	
	

	Flashlights in every department?


	
	
	
	

	Battery-operated radio operational?


	
	
	
	

	Emergency Supply Caches stocked and in place?
	
	
	
	


Other Emergency Issues

	Issue
	Date/

Initials
	Date/

Initials
	Date/

Initials
	Date/

Initials

	Inspection by local fire department?


	
	
	
	

	Is there an off-site record (microfilm, photographs, computer tape) of the collection?

(Y/N)

    Location:

    Frequency of update?
	
	
	
	

	
	
	
	
	

	
	
	
	
	


