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Many individuals and communities already support and help each other during times of need. However, those who have spent time planning and preparing are better able to cope and recover from emergencies. 

This document provides a guide to help your community prepare and put together a community emergency plan in order to provide support to each other during an emergency, particularly those that may be vulnerable, and to provide information to responding agencies (emergency services, local authority etc) who may be coordinating the response on a wider scale. 
What is an emergency? 

An emergency can be defined as an event or situation, which threatens serious damage to: 
· Human welfare – for example it may cause loss of human life, human illness or injury, homelessness, damage to property, disruption of a supply of money, food, water, energy or fuel, disruption of a system of communication, disruption of facilities for transport or disruption of services relating to health 

· The Environment – for example it may cause contamination of land, water or air with harmful biological, chemical or radioactive matter, or disruption or destruction of plant life or animal life 

· Security – involving war or terrorism. 

Emergencies can occur with little or no warning and could be caused by many different factors including:
· Natural disaster 

· Severe weather 

· Industrial accidents 

· Power/gas/water failures 

· Transport – Road/Rail/Air 

· Terrorism 

The effects of these incidents can be mitigated and community members can play a large part in reducing the impacts of an incident on their community.  Producing a Community Emergency Plan is just one method. 
What is meant by the term community? 

For the purposes of Community Emergency Planning, there are two types of community – one based on geographic location e.g. neighbourhoods, villages, parishes, towns etc and another that recognises people who share a common interest regardless of where they live e.g. faith groups, voluntary groups, local sports clubs or associations etc. 
Think about which communities you belong to and who your plan is for. You may also want to consider talking to and involving other people and communities in your planning as you may need to work together and help each other in an emergency. 
Planning for emergencies ensures that the emergency services, local authorities and other responding organisations communicate more effectively and coordinate their efforts, improving both the management at the scene and the post disaster recovery process for the people of Berkshire.
Various agencies in Berkshire work together to plan a coordinated and integrated response should the unthinkable occur in the area. This includes planning to respond quickly and effectively to an emergency and planning to work with communities to assist with the recovery and the restoration of post disaster normality. The primary response organisations come together under what is called Thames Valley Local Resilience Forum, which is made up of the emergency services, local authorities, Highways Agency, Environment Agency, NHS, transport and utility providers.

Emergency Planning in the UK is legislated by the Civil Contingencies Act (2004), which sets out clearly how organisations, particularly local responders, should go about preparing plans for emergencies. 

The roles and responsibilities of all responding agencies are detailed, however the overview below may help you during the planning and response phases. 

Thames Valley Police 
· Protection and preservation of the scene 

· Investigation of the incident 

Royal Berkshire Fire and Rescue 
· Rescue of trapped casualties 

· Tackling fires and released chemicals 

· Ensuring safety of responding personnel 

· Hazard assessment 

South Central Ambulance Service 
· Prioritising casualties for treatment 

· Identify and activate receiving hospitals 

District Council 
· Working with the Police, Fire and Rescue service, Ambulance service, NHS, and the Environment Agency in the response to an emergency 

· Setting up rest centres for people evacuated from their homes and arranging transport and refreshments 

· Media management (along with emergency services) and public information 

· Advice on dangerous structures 
· Managing traffic – road closures and diversions 

Environment Agency 
· Providing a flood warning service (for main rivers) to the public and implementation of flood defences where feasible
· Providing the local flooding outlook via Floodline (0345 988 1188) or the website www.GOV.UK where detail on river levels and a 3 day flooding forecast is also shown
· Dealing with emergency repairs and blockages that could increase flood risk on main rivers and own structures 

· Responding to pollution incidents 
Local NHS

· Prepare for casualties

· Provide the best care and assistance to those casualties and their families
· Minimise disruption to ensure local health care services can continue to deliver normal services
· Support the multiagency response

Public Utility Companies 
· Ensuring continuity of supply 

· Repair services disrupted by emergency events e.g. flooding 

· Provide alternative means of supply during disruption if life and health risks are identified 

· Advise local authorities and the communications media when disrupted services will be re-instated. 
An emergency can have a significant impact on a community in a number of ways, including: 
· Death or injury of community members 

· Loss or damage to homes, businesses and community buildings 

· Disruption to road, rail, or air transport networks 

· Disruption to electricity, telephone, water or gas networks 

· Disruption to supply of goods and services 

· Isolation or evacuation of residents 

· Large-scale media focus. 

Emergencies can be unexpected, and even if we think that they won’t affect us, we never know what might happen. Emergencies can significantly disrupt our daily lives and whilst we can’t prevent them happening, we can plan ahead to minimise the impact. 
During a large emergency, the emergency services have to prioritise those in greatest need, especially where life is in danger. There will be times when you may be affected by an emergency but your life is not in immediate danger. There may also be times, such as during heavy snow or flooding that the emergency services may not be able to reach you immediately. During this time the Initial response may rely on local people and therefore you need to know how to help yourself and those around you. 
By becoming more resilient through planning, you and your community can complement the work of local emergency responders and reduce the impact of an emergency on your community.
Community emergency plans must not try to replicate these specialist capabilities.  They should cover what might be done to provide immediate support to those impacted directly or indirectly by the emergency.  


Starting Off

Some top tips about starting to develop your community plan

1. Decide who is going to lead on the community plan – this is often town or parish councils but could be specific communities within larger communities. 

2. Get a group of people together in your community who are interested in developing an emergency plan for the wider community. 
3. Read the template plan and consider the layout of the plan and how it will work for your community. 

4. Have you had any history of emergencies in your community – what were they? What were the issues? 

5. Think about allocating to members of the team specific responsibilities e.g. lead, deputy, communications, publicity, plan review.   
6. Study a map of the area and think about the hazards that may affect your community (eg rivers, specific factories, animals, major road or rail networks, airports (helicopters/private strips etc) and make a list.

7. Review what type of community you are eg urban, rural, mixed, young people, commuters, home workers, small businesses, large businesses etc etc,

8. Check where there are public buildings eg schools, halls, community buildings, care homes, hospitals, council offices, churches etc and make a list.  

9. Don’t try to do it all at once but do it in bite sized chunks

10. Consider how you can get volunteers to support in an emergency.

11. Don’t be shy to ask for support from others in the community or West Berkshire Council. 

Moving On

1. Start filling in the template plan or an adaption of it to suit your community.
2. Build your team (s) bringing in more volunteers or local businesses/services in the community – see table below:

	Parish Councillors/Clerk

	GP Surgery – Doctors & Nurses

	Local Community Groups – e.g. WI, Bridge club etc

	Trades people e.g. Electricians, Mechanics, plumbers, builders

	Local Voluntary Groups e.g. St John, Red Cross, Flood Wardens

	Local Youth Groups (taking into account safety of children issues

	Local Emergency Services – if in community

	Local utility company community engagement officers

	Local Businesses – farmers, shops, pubs, hotels, factories etc


3. Confirm the roles and identify the people doing the roles in the plan – including deputies should they not be around. 

4. Invite ‘specialists’ to the various meetings to understand what they do and can do to help in an emergency.

5. Consider the equipment that may be helpful for a community response e.g. torches, fluorescent waistcoats, maps of village/parish, laminated maps of various scales to draw over, notebooks and pens, post-it note pads, contact lists. 
6. Consider the creation of an “Emergency Box” held in key secure locations (not holding personal data)to hold some of the equipment above. 
7. Consider grab bags for the key members of the team to hold basic starter pack of equipment and paperwork.

8. Make bids for community funding to support the group if needed. 
9. Complete the plan.
Promoting the Plan 

1. Once the plan is written and approved consider how you can promote it – communications.
2. Recruit more volunteers

3. Revise the plan if necessary

4. Have an open session/workshop to encourage the whole community to understand their role in an emergency

Community Emergency Team Coordinator
The Community Emergency Team should be made up of a small number of volunteers within the community and an Emergency Team coordinator should be identified to lead the team. The Emergency Team Co-ordinator should: 
· Reside in the community 

· Have the backing of the Town/Parish Council to represent the community 

· Have a good understanding of the community and surrounding area 

· Ensure that confidentiality is maintained where necessary. 

The Emergency Team Co-ordinator is responsible for: 
Planning for emergencies:

· Overseeing the completion and updating of the Community Emergency Plan; 

· Ensuring that the plan is reviewed annually 

· Recruiting suitable volunteers from the local community to be trained as Community Emergency Wardens 

· Determining the capabilities of the community to care for itself during an emergency in the absence of support from the emergency services and county/borough authorities 

· Ensuring that the Community Emergency Wardens are well known to the local community and may be contacted easily in an emergency. 

During an emergency:

· Acting as a focal point for the community in the response to an emergency 

· Acting as the main contact point for district/borough councils and ensure that two-way communication is maintained 

· Ensuring that the appropriate authorities and individuals are notified 

· Communicating important messages to the community 

· Undertaking the co-ordination of effort to sustain the local community if it becomes isolated 

· Identifying members of the community who may have become vulnerable/need of additional assistance as a result of the emergency 

· Activating resources as required 

· Maintaining a “Lessons Learned” sheet throughout the emergency and recovery phase, to allow the Community Emergency Team to update future plans. 

Tasks could be delegated to team members as appropriate. The Co-ordinator should ensure that all team members are engaged in the planning and response processes. 

Community Emergency Team Members 

In the event of an emergency within the community, the Community Emergency Team will: 

· Assemble and collect local information 

· Alert members of the community who are at risk when an incident occurs 

· Give as much information as possible to emergency services attending 

· Advise on a course of action within the community 

· Request advice from responding agencies. 

The Community Emergency Team will comprise at least two members, contactable through their mobile phones, who will generally operate in the field during an emergency, having due regard for health and safety. They will provide a point of contact for local authority and emergency services. 

Where appropriate, another person will be located at the Community Emergency Centre to provide a fixed point of contact for community members, Local Authority and emergency services. This person will maintain regular contact with the Community Emergency Team and keep a log of issues and actions as they develop (appendix I of the Community Emergency Plan template). They will also report any significant developments to the borough/district Emergency Control Centre.
Community Emergency Wardens 

In addition, you may want to identify Community Emergency Wardens who can assist in incidents such as flooding, they are attached to the Community Emergency Team and can (see appendix C for more information):
· Assist the local Council in dealing with an emergency within the community 

· Alert members of the community who are at risk when an incident occurs 

· Monitor and disseminate weather and flood warning information: by registering for and monitoring flood alerts and warnings from Floodline – 0345 988 1188 or www.GOV.UK
· Liaise with Police regarding road closures 

· Know location of local supply of sandbags 

· Encourage residents and businesses to register for flood alerts/warnings from Floodline /website
· Inform and liaise with the Community Emergency Team 

· Provide information to assist with situation reporting and keep a log of actions.

The Community Emergency Team can be invoked through the contacts list in section 2 of your Community Emergency Plan. They may call on volunteers for further assistance. Consideration should be given to help ensure that over periods of absence through holiday or sickness roles are still covered. 

It is important to keep contact lists up-to-date in your plan. This includes the Community Emergency Team as well as others in the community who have offered their help in an emergency. This will help you contact everyone quickly in an emergency and make it easier for you and the emergency services. 

It is important to remember to keep personal details safe, and only share it with those who need the information. 
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When an emergency happens, you will need to know how to activate your plan and volunteers. In any emergency, having an emergency plan is not a substitute for calling 999. Call 999 if you or others are in immediate danger. 

Then put in place details of how it will work in your community.

When there is an emergency where the plan needs to be activated, follow the cascade in section 3 of the Community Emergency Plan. Notification of an emergency may come from various routes, from the emergency services, local authority, local media or from the community itself. 

If details of an incident are received from a source other than the emergency services or local authority then you must contact the emergency services to ensure they are aware of the incident. 

The emergency services or local authority should be able to advise you as to whether your plan needs to be activated. You should work with your local emergency responders to identify how they will contact you, and how you should contact them. 

Once you activate the plan or make any decisions, ensure that you log all actions taken. A template log can be found in section C of the Community Emergency Plan template.
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The Community Emergency Centre can be used as a base to coordinate the Community Emergency Team’s (and other volunteers’) response to an emergency and as a liaison point with the emergency services and the borough/district council. 

Suggested facilities should include; telephone, fax, internet, wifi, photocopier, kitchen, toilets, back-up power supply, TV, radio, maps, Hi-Viz jackets, torches, batteries, candles, matches, First aid kit, incident log sheets, white board and basic refreshment facilities. 

When responding to an emergency it is very important to keep a log. From the activation of the emergency response all members of the Community Emergency Team should start and maintain a log, recording all decisions made and actions taken. This will serve as an aide memoir to help you keep track of things and act as a briefing note when updating others. It also serves as proof of what you have done. 
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During an emergency it is important that the Community Emergency Team meet early on in the incident and again at regular intervals in order to: 

· Ensure all members of the team are fully briefed on the incident status – using a white board and map to keep key issues for all to see. 
· Identify any issues picked up by members from other areas of the community that may not yet be known 

· Discuss the potential impact of the incident on the community 

· Identify vulnerable locations 

· Identify who has been affected – record this perhaps on a map or white board so all can see quickly.

· Identify actions and priorities for the team and other responders 

· Identify what resources are available. 

Without this meeting the community response will be ad-hoc, and may cause confusion, duplication of resources in some areas and not enough assistance in others. 
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During an emergency, at regular intervals (this may be when requested by the local council) a situation report should be produced by the Community Emergency Team detailing all current and potential impacts of the incident. This can be given to the local authority (using the links established during an emergency) to enable them to gain a better idea of the situation and the resources required.
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During an emergency, it might be necessary for some members of your community to be evacuated from their homes to a safe place. The Community Emergency Team should speak to those coordinating the response to see what assistance they can provide. You may be able to assist with:
· Door knocking or delivery of emergency messages 

· Running of a rest centre 

· Identifying those who may need extra assistance to move to safety. 


In an emergency where people are evacuated from their homes, place of work or other location, your local borough/district council have responsibility for setting up a rest centre to provide shelter for those evacuated at a suitable location with appropriate facilities for catering, toilets, baby changing and in some circumstances, overnight accommodation. 

However, in an emergency, your local authority might need the Community Emergency Team’s assistance to help identify a safe place for people to shelter and set up a rest centre if the community becomes isolated. This could be used to provide:
· Shelter and warmth for displaced members of the community 

· A communication point and community information 

· Warm drinks and food.
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It is important that you get the permission of those responsible for any buildings to use them in an emergency and ensure they have appropriate insurance and liability cover to use the premises in this way.
It is important to be aware of the risks that could affect your community, and understand how the community could be affected by them in order to improve your community’s resilience. Individuals and communities should prepare for the risks they feel are relevant to their area. 

?. Some things to think about…. 
· Are there any areas that flood regularly? 

· Are there any major transport hubs in the area? 

· Are there any areas that get cut off by heavy snow? 

· Are there any industrial sites nearby? 

· Are there any groups that may find it difficult to understand emergency information? 

· Are there any transient groups, e.g. holiday makers to consider?
· Are there any care homes or warden assisted homes for the elderly?

· Are there any schools, childrens nurseries etc in the area? 
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Having maps of your community may prove useful to help identify areas at risk, vulnerable groups and sites such as schools. They may also be used to identify safe routes in the event of flooding or heavy snow. Additional small A4 laminated maps could also be useful, particularly for responders out in the community.
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The Community Emergency Team should compile a list of assets such as premises and 
equipment that could be called upon in an emergency. Through creating this list it could help reduce the time taken to respond to an emergency. Think about your risk assessment and what you may be affected by, to influence what resources you may need. 
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It is important to ensure that isolated or vulnerable people are checked on to see if they need assistance during an emergency. Although many vulnerable people may be known to organisations such as the local authority, NHS and utility providers, others may not be known or may be made vulnerable during an Incident. This requires local knowledge, you may know someone from church that for example has a broken leg or your neighbour may be deaf, who may require extra help if they were to be affected by an emergency. 
There are a number of groups of people who, in an emergency, should be considered as potentially vulnerable and a priority for support and the deployment of resources, these include: 
· The elderly who may not be very mobile 

· Those with physical disabilities 

· Those with learning difficulties 

· Parents and others looking after very young children. Pregnant women 

· Those who are unable to see or have a severe sight impairment. 

However, it is important to note that people may become vulnerable at any point and under different circumstances. 
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You should identify in advance how you could maintain contact with the community when planning, during and when the community is recovering from emergencies. Think about what methods for sharing information are available within your community. These could include:
· Notice Boards, e.g. in churches, community centres etc. 

· Meetings 

· Telephone ring round or cascade 

· Website information – Parish/Town/District 

· E-mail distribution 

You may also want to think about alternative communications within your local area should usual methods communications be disrupted. 
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It is important to regularly review and update your Community Emergency Plan to ensure it meets the changing needs of your community and that all of the contact details are still valid. It is suggested that this takes place annually. Members of the local community should also meet on a regular basis to ensure that all identified prevention measures are being implemented. 

It is also important to make sure that your plan will work properly in an emergency. You may wish to practice activating the plan to see how ready members of your team and volunteers are to carry out the required actions or whether all the numbers you hold for people work. This should include ringing the relevant numbers every six months to test the contact details of each person named in the plan. In addition, the staff responsible for triggering the plan activation should be physically asked to do so in a short test once every 12 months. 

You can work with your local emergency responders, using the local risk assessment you have produced, to identify scenarios that you can use to test the arrangements you have made in your plan. 
Any issues identified or lessons learned should be amended in the plan to ensure it works in the event of a real emergency. When you make any changes and amendments to the plan, you should record the amendments to ensure that everyone knows they are using the latest version. 

The Community Emergency Team help coordinate the community’s response to an emergency. They are also responsible for keeping the Community Emergency Plan up to date. 

In the event that the community is isolated as a consequence of the emergency, the Community Emergency Team may also need to work with the community to maintain and protect their community until such time as other services can provide support. 
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Introduction





Roles & Responsibilities 





Impact of an emergency on a community





Why produce a community emergency plan?





Producing a Community Emergency Plan 





Community Emergency Team 





Action: Using section 2 of the of the Community Emergency Plan template, put 


together a contact list for your Community Emergency Team and also use appendix A


of the template to make a list of all the important numbers your community may need during an emergency. 





Plan Activation 





In an Emergency





Action: Use section 3 of the Community Emergency Plan template to add any other actions the Community Emergency Team will need to carry out upon activation of the plan.





Community Emergency Centre





Log Keeping





Action: Using appendix C of the Community Emergency Plan template, print off a number of copies of the log template and put in your emergency grab bag. 








Community Emergency Team Meetings





Action: During an emergency, use the meeting agenda in appendix B of the Community Emergency Plan template for the first Community Emergency Team meeting. 








Situation Reports





Action: During an emergency, use the situation report template in appendix D of the Community Emergency Plan template to provide information to your local borough/district council.





Evacuation





Places of Safety





Action: Complete section H of the Community Emergency Plan template and make a list of the key locations in your area that could be used as places of safety. Speak to your local borough/district council to see which locations they have identified. 





Local Risks





Action: Complete section 7 of the Community Emergency Plan template by thinking about and listing all of the risks you think may affect your community and where the highest risk might be and how you may be able to reduce the impact of these risks.





Maps





Action: Use appendix J of the Community Emergency Plan template to put in a map(s) to show facilities and vulnerable groups of people within your community. This can include schools, industrial areas, community buildings, care homes etc. 





Resources





Action: Use appendices F, G & H of the Community Emergency Plan template to ascertain what resources are available within your community. These may be personal skills, materials or premises.





Vulnerable People





Action: Use Appendix K of the Community Emergency Template to record any known closed vulnerable communities – NOT to record individuals due to data protection.  





Communications





Action: Complete section 4 of the Community Emergency Plan template by noting all of the communication methods available within your community and whom you can contact to get information put on them. 





Maintaining your Plan





Testing and Validating the Plan
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