Updated Checklist for

Administrative and Emergency Procedures

Directions: For each of the emergency events below indicate whether you have “Completed” or “Not Developed” the procedures for responding to the event.  If the procedures are still in development, indicate “In Development/Partially Developed.”  If the procedures are determined to not be applicable, indicate “Not Applicable.”
Facility Name and Address:







1. Medical emergencies and other life safety events
a. Each court facility should have a Basic First Aid Kit in a readily accessible location.
b. Each court facility should have a portable Automated External Defibrillator (AED) in a readily accessible location.
c. Appropriate staff should be trained in cardiopulmonary resuscitation (CPR), the use of the portable AED, and other life safety procedures.
d. Designation of medical emergency first responder.
e. Determination of local emergency medical resources.

_____Completed




_____Not Developed

_____In Development/Partially Developed

_____Not Applicable
Comments:

2. Building evacuation plan/procedures
_____Completed




_____Not Developed

_____In Development/Partially Developed

_____Not Applicable
Comments:

3. Shelter-in-place procedures
_____Completed




_____Not Developed

_____In Development/Partially Developed

_____Not Applicable
Comments:
4. Delegating of authority to safety officer to order building evacuation or shelter-in-place in branch facilities, if necessary

_____Completed




_____Not Developed

_____In Development/Partially Developed

_____Not Applicable
Comments:

5. Development of bomb threat policy

_____Completed




_____Not Developed

_____In Development/Partially Developed

_____Not Applicable
Comments:

6. Hurricane, Tornado, Floods, and Other Natural Disasters/Events
_____Completed




_____Not Developed

_____In Development/Partially Developed

_____Not Applicable
Comments:
7. Fire, smoke or explosion within the facility

_____Completed




_____Not Developed

_____In Development/Partially Developed

_____Not Applicable
Comments:
8. Fire, smoke or explosion outside the facility

_____Completed




_____Not Developed

_____In Development/Partially Developed

_____Not Applicable
Comments:
9. Suspicious substances within the facility

_____Completed




_____Not Developed

_____In Development/Partially Developed

_____Not Applicable
Comments:
10. Suspicious substances outside the facility

_____Completed




_____Not Developed

_____In Development/Partially Developed

_____Not Applicable
Comments:
11. Chemical, biological or radiological threat within the facility

_____Completed




_____Not Developed

_____In Development/Partially Developed

_____Not Applicable
Comments:
12. Chemical, biological or radiological threat outside the facility
_____Completed




_____Not Developed

_____In Development/Partially Developed

_____Not Applicable
Comments:
13. Power outage
_____Completed




_____Not Developed

_____In Development/Partially Developed

_____Not Applicable
Comments:
14. High profile cases
_____Completed




_____Not Developed

_____In Development/Partially Developed

_____Not Applicable
Comments:
15. Demonstrations or disturbances outside the facility
_____Completed




_____Not Developed

_____In Development/Partially Developed

_____Not Applicable
Comments:
16. Other procedures, as determined necessary
_____Completed




_____Not Developed

_____In Development/Partially Developed

_____Not Applicable
Comments:
