Emergency Response
Team Checklist

A true emergency can happen at any time, at any place. How well you react

to an emergency depends on how well prepared you are. Having an emergency
response team (ERT) in place before an emergency occurs helps you stay cool
and calm during an unexpected event.

A well-developed ERT includes members who carry out specific individual
responsibilities, but who work together to minimize the potential property loss
to a company. More importantly, your ERT helps a company recover from a
loss with a minimum of damage and disruption.

There is no standard number of personnel who should serve on an ERT;
rather, the decision should depend on the size and complexity of your
company. But, there are certain functions that should be considered no matter
how many employees you assign to your ERT.

This checklist guides you through those functions, as well as providing space
for your roster and comments.

This checklist is made available for informational purposes only in support of the ®
insurance relationship between FM Global and its clients. This information does | u a |
not change or supplement policy terms or conditions. The liability of FM Global

is limited to that contained in its insurance policies.




v Response Team Checklist

Sample Only: Use this blank form as a guide in developing your own. This form focuses on fire-related functions because
fire is one of the most frequent emergencies.

Retain this form as a permanent record of a site’s emergency response team (ERT) status. It should be updated during each inspection.

Your Name Date
| Administration fes Mo
1. Is management interested in a general conservation program in basic property loss prevention, O O
maintaining suitable fire protection, ERT, weekly inspection, prompt clearing of impairments, etc.?
2. Are ERT duties in writing and available for ERT personnel? | |
3. Does management recognize the need for, and make, adequate periodic checks of personnel O O
for re-education? How often are checks made?
4. At mixed-tenant properties, is there clear understanding regarding ERT duties of building O O
owner and talent?
" P | Person In Charge Having Overall Responsibility For ERT
. rersonne Name Title
Ist Shift 2nd Shift 3rd Shift
A. Person in direct Regular
charge of shift*
Alternate
) Regular
B. Name of sprinkler
control person* Alternate
Regular
C. Name of notifier*
Alternate
Regular
D. Name of fire
pump operator* Alternate
* Rather than a “Name,” this may be a “Job” (e.g., shift supervisor).
lll.Functions fes Mo
A. Does the person in charge for each shift understand the following:
1. Importance of making sure sprinkler valves are wide open? O O
2. Value of sprinkler protection for controlling fire? O O
3. Need to shut off sprinklers only when fire is fully under control? O O
4. Importance of restoring full protection promptly? O O
B. How often does ERT leader (for each shift):
Report to management?
Review performance of sprinkler control person?
Review performance of notifier?
Review performance of pump operator?
C. Does sprinkler control person for each shift understand the following:
1. Need to try sprinkler control valve(s) for the affected system to make sure it is fully open O O
when the alarm is sounded?
2. Importance of verifying the sprinkler control valve(s) are open and being ready to close O O
the valve(s) when instructed by the ERT leader or fire chief per advance plan?
3. Value of being ready to re-open the closed valve(s) promptly if need develops? O O
4. Need for checking valve for fully open position, locking and making sure full-flow drain O O
test protection is restored?




I Functions (Continued) fes Mo
D. Notifier
1. Are employees designated on each shift to sound the alarm? O O
2. Is there an adequate method of sounding an alarm to notify the ERT and public O O
fire service?
3. Do these employees understand the importance of promptly calling the ERT O O
and public fire service, and directing them to the fire?
E. Does the pump operator on each shift understand the following:
1. Importance of verifying the fire pump(s) are operating when the alarm is sounded? O O
2. Importance of not shutting off the fire pump(s) until instructed to do so by the O O
ERT leader or fire chief?
V. Fire Fighting (Fire Brigade)
1. Is there an adequate number of trained employees on each shift for fire fighting? O O
2. Does the ERT participate in training and drills simulating problems controlling O O
fire in various parts of the facility? How often are the training periods?
3. Do the public fire service and ERT meet for joint operations? How often? O O
4. Does the fire service visit the facility periodically to become familiar with hazards, O O
equipment, etc.? How often?
5. Has a formal prefire plan been developed? O O
I Salvage
1. Is salvage squad organized and instructed in methods of reducing damage? O O
How often are instructions reviewed by ERT leader?
VI. - Security Personnel
1. Are security personnel under the same supervision for proper coordination and instruction O O
as those charged with the ERT duties?
2. Do security personnel have a list of phone numbers of ERT officials to call in an emergency? O O
3. Do security personnel understand the following:
a. Need to call the public fire service promptly upon discovering fire and direct 0 0
firefighters to the fire?
b. Importance of leaving sprinklers operating until the fire is completely extinguished? O O
c. Importance of verifying the fire pump(s) are operating when the alarm is sounded? O O
4. How often does ERT leader review performance and training of security personnel?
VIl. Hot Work
1. Are there any hot work operations performed anytime on the premises? O O
2. [Ifyes, is a hot work permit system being used? O O
3. Is the system adequate? O O
4. Nameftitle of person supervising the system:
Comments:
VIII. Rating Satisfactory ~ Unsatisfactory
1. ERT Rating — All Shifts O O

IX. mportant Comments;
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