Incident Reponse Plan

1. Contact Key Personnel 

Contact List – Internal

	Person
	Contact number/s
	Email
	Responsibilities

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Contact List – External

	Key contacts
	Contact number/s

	Police
	

	Emergency Services
	

	Ambulance
	

	Medical
	

	Security
	

	Insurance company
	

	Suppliers
	

	Water and Sewerage
	

	Gas
	

	Electricity
	

	Telephone
	

	
	

	
	


2
Emergency Response Checklist

	Incident Response
	
	Actions taken

	Have you:

· assessed the severity of the incident? 
	
	

	· evacuated the site if necessary?
	
	

	· contacted Emergency Services?
	
	

	· retrieved GO pack?
	
	

	· accounted for everyone?
	
	

	· identified any injuries to persons?
	
	

	· started an Event Log ? 
	
	

	· contacted key persons? 
	
	

	· activated staff members and resources? 
	
	

	· gained more information as a priority?
	
	

	· briefed key staff/committee on incident?
	
	

	· allocated specific roles and responsibilities?
	
	

	· identified any damage?
	
	

	· identified critical business activities that have been disrupted?
	
	

	· understood and complied with any regulatory/compliance requirements?
	
	

	· initiated media/public relations response?
	
	

	· 
	
	


2. Log Events

(Maintaining this log at the time of the incident will provide a record of all events, actions/decisions taken, it should include the names of those instructed, timings and actions taken)
	Date
	Time
	Information / Decisions / Actions 
	Initials

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


