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Emergency Response Task List
Plan- Evidence 
· Copy of Emergency Response Policy and Procedure.
· Copy of all Emergency response plans as per the topic’s guideline and any other applicable to workplace. 
· Copy of needs assessment template to determine which emergencies responses would be appropriate. 
· Copy of any Emergency map. 
Do- Evidence
· Attach a copy of meeting minutes from JHSC /HSR meeting including Senior Management introducing the emergency response procedure.
· Attach a copy of a completed safety talk, training all employees (office, field, and production) on the emergency response procedure.
· Copy of plan emergency response drills (minimum 1 for each type, as applicable) (office and site)
· Copy of meeting minutes about emergency response drill (office and site).
· Copy of documented training of all staff of emergency response plans (office, and site). 
· Copy of training for emergency response personnel.
· Copy of all documents, checklists, forms used in emergency response.
· Observational photos/videos of emergency response drill in action.
· Copy of posted results of emergency response drill posted and included in JHSC meeting minutes.
· Post Emergency Response meeting with Management and JHSC. Documented Minutes
a. Document Time, attendees, issues, concerns, gaps, good things etc. 
b. Determine action plan items, by whom, date of completion.

Check- Evaluate
· Complete the Check portion. Consultant is available to support completion if required. Contact your consultant if you need assistance. 
· Provide proof of how you did your check

Act- Make Improvements
· Complete the Act portion. Consultant is available to support completion if required. Contact your consultant if you need assistance.  
· Plan and timeline for addressing gaps. Provide proof of how you address this.
Story 
· Complete story using template suggestions for Plan, Do, Check, Act portions
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