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Purpose
This Business Continuity Plan is intended to provide guidance for the [Insert Service Name] Committee and meal delivery Volunteers in the event of a disaster, emergency or other event that causes a disruption to normal business operations.
[bookmark: _Toc32159920]Scope
The welfare of [Insert Service Name] clients’ needs to be managed effectively during times of disaster, as these clients are amongst some of the most vulnerable in our community.  Although the broad aspect of client welfare is of concern during times of disaster and emergency, we recognise that for most of our clients this will be the responsibility of their main service provider of packaged care. 
As a community group, [Insert Service Name] need to be mindful of the clients’ individual situations and if a client is in a particularly vulnerable situation as a result of the disaster, their next-of-kin and the and emergency services, if required, should be notified.
[Insert Service Name]’s critical business function is the delivery of meals to clients. This Plan is focussed on maximising [Insert Service Name]’s ability to continue to provide meals during a disruption of any type.  We may also respond to requests for assistance from neighbouring Meals on Wheels services who are experiencing a disaster or emergency event.
A list of potential disruptions, consequences and associated actions for business continuity are contained in Appendix 1.
[bookmark: _Toc32159921]Authority to Enact Aspects of this Plan
The President of [Insert Service Name] (or if unavailable, the Secretary / Treasurer) will advise other Management Committee members when particular aspects of this plan will be enacted or stood down.
[bookmark: _Toc32159922]Key Roles within [Insert Service Name]
[bookmark: _Toc32159923]Management Committee Roles
	ROLE
	NAME
	PHONE

	Board Representative
	
	Private Mobile: 
Private Landline: 
Business Landline: 

	Service Coordinator
	
	Private Mobile: 
Private Landline: 

	Local Supporters Group  
	
	Private Mobile: 

	President of [Insert Service Name] 
	
	Private Mobile:
Coordinator Mobile:


Information about the Management Committee roles in the communications structure during a disaster or emergency event is described in Section 6.
[bookmark: _Toc32159924]Service Coordinator Role
At all times, one Management Committee member will act in the role of Coordinator. This role manages the service both in normal daily meal delivery operations and during a business disruption event. The person in the Coordinator role holds all information and resources required to operate the day-to-day meals delivery aspects of the service, including: 
· The Coordinator’s notebook, computer and mobile phone, which is the central contact number for [Insert Service Name].
· The Coordinator’s folder which holds paper copies of the digital information and manual (paper) systems for use in the event of computer systems being down.
Information about the Coordinator role in the communications structure during a disaster/emergency event is described in Section 6. The list of Coordinator’s Resources and Folder contents are listed in Appendix 2.
[bookmark: _Toc32159925]Information Seeking and Decision Making Strategies
{{ Need to update section with local council information}}
At the commencement of a significant disaster or emergency event, there needs to be effective and swift liaison between [Insert Service Name] and the Police or the Local Disaster Management Group (LDMG) Coordinator, to ascertain reliable details of the event and the implications on service delivery.  
Council can be contacted by calling [Insert phone number] and liaising with either the Disaster Management Officer or the Local Disaster Coordinator.
Information to be requested includes:
· The nature of the disaster/emergency;
· Expected duration, if known;
· Road closure and implications for traffic movement;
· Areas most affected;
· Likelihood of the situation escalating and those implications; and
· Best contact details for continued liaison and for advising of any clients in need of assistance.
Other useful information sources are as follows:
· Council’s Disaster Dashboard [Insert Link]
· Council’s Flood Cameras [Insert Link]
· Bureau of Meteorology (BOM) Warnings for QLD http://www.bom.gov.au/qld/warnings/
· Bureau of Meteorology (BOM) Rain Radar (Marburg) http://www.bom.gov.au/products/IDR503.loop.shtml#skip
· QLD Fire and Emergency Services (QFES) Map https://www.ruralfire.qld.gov.au/map/Pages/default.aspx
· My Fire Watch Map https://myfirewatch.landgate.wa.gov.au/
A disaster has the potential to impact in a number of ways. These include:
· The kitchen(s) may not be able to supply meals.
· The rostered volunteers may not be able to travel to the kitchen.
· The usual route to all clients may not be available.
· Clients may have left their homes.
Once the initial details of the disaster have been determined then:
· The kitchen(s) may need to be contacted with regard to their continued ability to supply meals.
· Team leaders may need to be contacted with regard to contacting their rostered volunteers about their capacity to be able to manage their scheduled run.  
Once the situation has been determined, if not all requirements can be met, alternatives need to be explored, remembering that the safety of all MOW volunteers is paramount. A flow diagram is contained in Appendix 3 to deal with these scenarios.
[bookmark: _Toc32159926]Communications Structure
The Management Committee is responsible for communications with people external to [Insert Service Name] that are related to the disruption event, unless they delegate particular responsibilities to others.
The Coordinator will:
· Manage all meal delivery related communications for clients and volunteers during normal operations AND during disruption events. The Coordinator will keep Management Committee members informed of any relevant business disruption matters and take instructions from the President and/or Secretary as required.
· Communicate relevant information to meal delivery volunteers who are on roster at the time of each delivery run. 
Meal delivery volunteers will communicate with the Coordinator regarding all relevant information about their ability to reach clients’ homes safely and any client welfare concerns related to a disaster or emergency event.  In addition, volunteers will follow normal processes for reporting serious concerns about client welfare and associated incidents (refer to the Non-Response Policy and Incident Response Procedure).
[bookmark: _Toc32159927]Meal Suppliers and the [Insert Service Name] Meal Delivery System	Comment by San-Mari Vogt: Start of the Local - from each service
{{ Needs to be updated to reflect local information}} 
[Insert Service Name] has around 100 meal delivery volunteers across the service. Individual volunteers are rostered in pairs to deliver meals to clients approximately once every month. 
Meals are delivered on week days only. Volunteers work in pairs (one driver with a vehicle and one passenger) as per the rotating roster to collect meals for their clients from the kitchen. They follow pre-planned road routes to deliver the meals using private vehicles.
[Insert Service Name] must comply with legislated food standards, and so meals must be kept at correct temperatures using eskies and must delivered within a two-hour time period after collection from the kitchen.
[bookmark: _Toc32159928]Service Area Maps
Paper maps of [Insert Service Name]’s service area will be kept by the Coordinator. Client and volunteer addresses will be marked on the maps which may then be useful for:
· Assessing if clients’ homes are in/near disaster or emergency affected areas.
· Considering if volunteers are able to:
· Safely perform their delivery work.
· Deliver meals within the food standards temperature and time period parameters.
· Assist clients who live near them.
· Planning alternate meal collection or delivery transport routes.
[bookmark: _Toc32159929]Virtual Office 
[Insert Service Name] operates a virtual office using computer technology and the internet, with clients, suppliers and volunteers communicating remotely or meeting face to face at private residences, workplaces and community meeting rooms.
There are two parts to the [Insert Service Name] virtual office, each having (easily portable) computer, mobile phones, and digital resources with paper copy  and online backups.
· Daily service operations are controlled by the Coordinator role using a central [Insert Service Name] mobile phone number and resource folder.
· Governance processes (management, administrative, financial) are controlled by the Secretary / Treasurer role.
Due to the mobility of the virtual office (computer and communications technology), the physical location of the [Insert Service Name] office does not rely on a particular building space.  The daily service operations office location is determined by which volunteer is acting in the Coordinator role at the time, and based at their private residence. The management and administrative office location is based in the private residence of the person holding the Secretary/Treasurer role.  
During a disaster or emergency, if the private residences of role-holders are under threat, the virtual office locations and meeting room venues can be moved.  Temporary virtual office locations will generally need to be determined by considering:
· Electricity supply
· Landline phone access or mobile phone coverage
· Wi-Fi connectivity and access.  
[bookmark: _Toc32159930]Maximising Volunteer Readiness - Training for Business Continuity 
All Management Committee members and Meal Delivery Volunteers receive training regarding the contents of this Plan and their roles within it, and the use of manual (paper) systems in the event of computer failures. 
All essential volunteer roles (Management Committee and Coordinator) have at least one additional volunteer trained as a backup to act in their role if/when required.
[bookmark: _Toc32159931]Maximising Client Readiness – A Range of Optional Strategies
[bookmark: _Toc32159932]If considered appropriate for the individual client, on admission to [Insert Service Name], clients will be offered one or more of the following supports. 
1. Assistance to create a Household Disaster Management Plan
Some clients may have already been assisted by another service provider to complete the plan. If so, this will be recorded in the client record and the Coordinator’s Folder.  A copy may be requested for our records with client consent. If no plan has been made, clients will be offered the [Insert Service Name] plan template (yet to be determined – refer to Section 15) and provided with the necessary instructions to complete it themselves or with their carer.  We may also offer to assist them to complete the plan. 
2. [bookmark: _Toc32159933]Vulnerability Assessment and inclusion on the Vulnerable Clients List
Assessment for vulnerability in the event that meals cannot be provided as follows:
· Communication – Can they hear or otherwise communicate by phone to call for help if needed? 
· Circle of support – Do they have a support person living close enough to assist in an emergency?  
· Mobility – Can they drive or walk to somewhere close for help? 
If the client has no reliable way to get help in an emergency, with client consent their name and details of the above information should be recorded in a Vulnerable Clients List that can be accessed in an emergency.
3. [bookmark: _Toc32159934]Registration with the Council’s Early Warning Network (EWN) notification system
Provide an application form and encouragement/assistance to apply.
4. [bookmark: _Toc32159935]Advice regarding food and water stockpiles in the home.
A list of recommended emergency food and water supplies can be provided.
[bookmark: _Toc32159936]Delivering Meals during Disasters and Emergencies
Refer to the strategies described in Appendix 1.
[bookmark: _Toc32159937]Protecting Information and Computer Systems
There are two aspects of the protection of client and volunteer information that [Insert Service Name] must be prepared for, as follows:
1. Prevention of private information loss and security breaches (including hardware / software / internet technology failure, theft, destruction, virus infection or cyber-attack).
2. Potential or actual exposure of client and/or volunteer private information.
Refer to the strategies described in Appendix 1.
[bookmark: _Toc32159938]Considerations for After the Disaster/Emergency Event
In the recovery period after a disaster/emergency event, we may need to help our clients and volunteers through the physical and psychological traumas they may have personally endured. A range of useful resources on different topics can be found at:
https://www.redcross.org.au/get-help/emergencies/resources-about-disasters
https://www.qld.gov.au/community/disasters-emergencies/recovery-after-disaster
https://www.psychology.org.au/for-the-public/Psychology-topics/Disasters/Recovering-from-disasters
https://www.betterhealth.vic.gov.au/health/conditionsandtreatments/trauma-reaction-and-recovery
[bookmark: _Toc32159939]Preparation Work Necessary to Fulfil this Plan (as of January 2020)
Creation of the following resources and systems will support this Business Continuity Plan (note that some of the recommended strategies will also provide increased efficiencies in day to day normal operations):
1. Coordinator’s Role Statement
2. Coordinator’s Folder (a digital copy & a paper copy) (refer to Appendix 2) including service area maps and a system to ensure all client and volunteer contact details are kept up-to-date.
3. Coordinator’s Handover Process for use if/when the Coordinator becomes unavailable including:
· Quickly appointing a stand-in Coordinator who has been trained in the role.
· Handover of the Coordinator’s central phone, folder and other relevant information.
4. Coordinator’s Notebook Computer with all digital resources required to manage daily meal delivery operations.
5. Training:
· For Management Committee members and other senior volunteer roles, so that a second member is capable of acting in each role
· For all [Insert Service Name] volunteers regarding this Business Continuity Plan and their role in it.
6. The Secretary/Treasurer’s Governance, Finance and Administration Resource is kept up-to-date, including instructions regarding database management and reporting, bill paying, quality matters, etc). 
7. Manual systems for performing business operations (i.e. temporarily use of paper based records and rosters instead of computer based) for coordinating the delivery of meals and associated essential processes in the event that the computer system fails. Include training in using the manual system for appropriate and volunteer managers and delivery teams.
8. Client Readiness Strategies in place as follows:
· Supporting clients to create an effective Household Disaster Management (HDM) Plan (after checking one is not already completed). The HDM Plan should contain strategies that the client has put in place to obtain meals (and other assistance) in the event that the MOW service cannot deliver meals to their home for any reason (disaster or otherwise). [Insert Service Name] is currently trialling two tools: the 'Assisting Older People to Start Basic Disaster Planning’ by volunteeringqld.org.au and ‘Your Ready Plan’ put out by redcross.org.au/prepare. 
· Providing an Emergency Food and Water Stockpile List to clients on admission.  Encourage clients to have similar provisions in the home (tailored to their preferences) for use when meals cannot be delivered for any reason.
· Encouraging clients to register for the Early Warning Network (EWN) notification system.
· Assessing clients for vulnerability and creating a Vulnerable Clients List to:
· Be kept in the Coordinator’s Folder
· Share with Emergency services if/when necessary (with client consent). 
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9. Vehicle Badging – have a ready supply of portable magnetic [Insert Service Name] vehicle badges that volunteer drivers can place on their cars which may assist them to communicate with emergency service personnel at road blocks, evacuation centres and similar when trying to reach or locate clients during disaster or emergency events. 
Policies and Procedures can be established or altered only by the Committee. The responsibility for the implementation of this policy has been delegated to the Service Manager.

Policies and Procedures can be established or altered only by the Committee. The responsibility for the implementation of this policy has been delegated to the Service Manager.
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[bookmark: _Toc32159940]Appendix 1: Potential Disruptions and Associated Actions for Business Continuity
	POTENTIAL DISRUPTIONS
	POSSIBLE CONSEQUENCES
	ACTIONS REQUIRED AT TIME OF EVENT

	1. Flood, fire, storms, epidemics, or other serious events or disasters that affect the following in any significant way:
The provision of meals by [Insert Service Name] contracted kitchens 
or 
The delivery of meals by [Insert Service Name] volunteers.
or
The operations of neighbouring MOW services.


















Continued from previous page ….


	Reduced or ceased supply of meals from contracted kitchen/s.
	OPTION 1 – Is one kitchen still functioning? 
If so, enquire if it is able to increase supply to provide meals for all areas? 
If so, the kitchen will need one or more days’ notice – we will need to notify affected clients of delays.
OPTION 2 - Order frozen meals from non-affected MOW service 
Only possible if:
Highway or alternative roads are open/safe to use
Volunteers are available to collect meals from Redbank facility and appropriately store meals during transport.  
Freezer space in all areas can be arranged to store meals until delivered to clients. Possibilities include Council freezer space, equipment hire company, community centres/clubs, donation/loan from community members. Freezer will need to be located where there is access to an electricity supply (normal or via a generator).
Non-affected MOW service kitchen requires 1 days’ notice – we will need to notify affected clients of delays.
OPTION 3 – Purchase frozen meals from local supermarket
Find out if they have capacity to:
Supply sufficient amounts / types of meals
Store meals ready for collection on delivery days (if not see freezer options described above)
May be a delay until supplies are arranged /transported – need to notify affected clients of delays.
OPTION 4 – Request assistance from neighbouring MOW services
Call and enquire / negotiate assistance.
Notify affected clients of delays. 

	
	Volunteers unable to safely deliver meals for some (or all) clients.




Volunteers unable to safely deliver meals for some (or all) clients continued…
	During a disaster, emergency or other disruptive event, our aim is to continue normal meal delivery operations, unless there is a reason why this is not possible for some (or all) clients. 
Reasons that Volunteers may be unable to carry out their meal delivery roles include (but are not limited to):
Fire, flood or storms and/or associated damage causing road blockages or making road travel unsafe
The disaster/emergency personally affecting individual Volunteers
Inability to obtain fuel.
When a disruption impacts the ability of our Volunteers to deliver meals, the Management Committee and Coordinator will refer to the service area maps and re-organise meal delivery volunteer rosters, routes and routines as required to the best of their ability, contingent upon the availability of volunteers as well as practical and safety matters.
In the event that meals cannot be delivered to particular clients, we will notify them and ask if they have access to sufficient emergency food and water supplies until MOW delivery services resume. 
If a client who is isolated cannot be reached by phone, we will refer to our records regarding their Vulnerability status and Household Disaster Management Plan or other emergency contacts.  
Any significant concerns about a client will be reported to the client’s next-of-kin and/or service provider as per the Non-Response Policy or to police if appropriate.  During disasters/emergencies, the LDMG will also be informed. If considered necessary, we may arrange for a 3-day emergency food and water package to be delivered via any means available in collaboration with Police and the LDMG (through their ‘resupply arrangements’).


	
	Neighbouring MOW services might request our assistance with meal provision and delivery in their service area.
	1. Negotiate what can be achieved.
2. Notify QMOW office of agreed arrangements.
3. If required, calculate and submit an invoice for financial reimbursement post-event.


	2. Lengthy unavailability of key personnel ([Insert Service Name]  President, Secretary or Treasurer) - planned or unplanned.
	Unable to coordinate meal deliveries and/or perform associated administrative & operational processes.
	1. Remaining senior Management Committee members to choose who will temporarily act in the role as soon as possible.
2. Acting member to refer to the policy, processes and instructions contained in the Coordinator Folder and/or the Secretary/Treasurer’s Governance, Finance and Administration Resource.


	3. Loss of mobile phone coverage for a significant length of time.
	Unable to contact volunteers, clients and/or clients’ next-of-kin.
	1. Contact the mobile phone service provider and request that all calls to the Coordinator’s mobile phone be forwarded to a temporary number which is functioning, and/or
2. Identify/use a temporary landline phone for incoming and outgoing [Insert Service Name] calls, as required:
Ensure [Insert Service Name] can answer the landline calls or receive messages via SRC reception.
Notify clients and essential suppliers or service providers of the temporary number.
Advertise the temporary phone number (possibly seek assistance from Council to promote via the Council website and/or Facebook page).
3. Refer to contact lists in the Coordinator’s Folder and the White Pages to see if landline numbers are available for clients and volunteers. If none, consider alternative ways to deliver messages: 
Do they have next-of-kin or neighbours with landline numbers that we know of, or can find?
Can volunteers deliver the message during meal deliveries or make a special trip?


	4. Computer systems down (hardware/software/internet technology failure, theft, destruction, virus infection or cyber-attack). 
	Unable to find contact details for volunteers, service providers, clients and/or clients’ next-of-kin.
	Refer to the contact lists in the paper copy of the Coordinator’s Folder.



	
	Unable to coordinate meal deliveries and perform associated administrative and operational processes.
	1. Use manual systems (handwriting / paper) until computer systems are restored. Written copies of the details for meal runs, rosters and volunteer’s and client’s contact details should be available for emergency use in the Coordinator’s Folder.  
2. Then once computer systems are restored:
Ensure all relevant manually recorded information is entered onto the appropriate electronic systems.
File paper records as per the Creating and Filing Paper Based Files Policy.

	
	Private information loss and security breaches (including virus infection and cyber-attack)
	Preventive strategies which are applied as part of normal daily operations include:
1. The Management Committee and all other Volunteers comply with the following [Insert Service Name]’s policy documents: Client Records Policy, Privacy Policy, Computer Network Protocol and Viruses Policy, and Creating and Filing Paper Based Files Policy.
2. Our client, volunteer and governance data is regularly backed up via hard drive and on the cloud.

	
	Potential or actual exposure of client and/or volunteer private information.
	1. Urgently act on the advice provided in the Privacy Policy which describes how breaches of information security will be managed. 
2. Advise QMOW office and seek assistance.

	5. Infectious Disease Epidemic or Pandemic such as a respiratory or gastric virus. 
DEFINITIONS: An epidemic is a large number of cases locally or nationally, and a pandemic is when it has spread globally.













Infectious Disease Epidemic or Pandemic continued…



























Infectious Disease Epidemic or Pandemic continued…
	Unnecessary panic and distress by clients and volunteers
	Communication of essential information to volunteers and clients / next of kin (where appropriate) about:
The disease and how to prevent its spread, according to Health Department (WMHHS) advice. Provide a list of recommended trusted information websites, news alerts, etc where they can keep informed of the epidemic/pandemic news and advice. Be aware that aged care and disability service providers may also provide advice to the clients we share.
How [Insert Service Name] will safely manage continued meal deliveries, along with any associated temporary changes to service delivery that might be needed, and any special actions we require clients to take.
How/when services will return to normal once the crisis is over.

	6. 
	Clients and volunteers - risk of contracting the infection












Clients and volunteers - risk of contracting the infection continued…
	Clients and volunteers may contract the infection via people and contaminated items that they come into contact with.  It is important to note that different diseases will have different methods of spread, incubation periods and severity and type of symptoms.
[Insert Service Name] aims to prevent the spread of infection between our clients and our volunteers during an epidemic/pandemic. All standard hygiene practices will continue. In addition, there will be specific precautions and practices depending on advice provided during the epidemic/pandemic by the Health Department.
Specific precautions and practices may include the following:
Training of volunteers and the supply of equipment and disposables for enabling:
Coughing/sneezing etiquette
More frequent hand cleansing using soap or liquid sanitiser
More frequent cleaning of particular items, equipment and surfaces 
Personal protection such as the use of tissues, face masks and gloves during particular activities
Safe disposal of contaminated rubbish.
Temporary systems for volunteers to facilitate minimal contact between people:
Reduce or cease face-to-face volunteer group meetings and instead hold meetings remotely (online or via phone)
Follow advice by the contracted meal providers regarding minimizing crowding at collection times.
Ensuring volunteers know they should:
Report all contact with people who may be infected to their supervisor immediately it is known, to seek advice about continuing volunteer work
See their doctor for personal health advice regarding the risk of (or treatment of) the epidemic/pandemic infection
Monitor their own health for signs and symptoms of infection (such as temperature, nausea, etc)
Report illness to their supervisor as soon as illness is suspected, to be removed from the roster until infection is ruled out
Protect themselves when in contact with people who are known AND not-known to be infectious, including clients and members of the public.
Protect clients from volunteers themselves (in case volunteers are unknowingly infectious)
Comply with any advice to stay at home for a quarantine period).
	

	7. 
	Clients become infected
	If [Insert Service Name] is made aware that particular clients are infectious, then they will likely already be quarantined at home or admitted to hospital. If at home, [Insert Service Name] should seek the advice of the clients’ health or aged care provider about whether meal deliveries can safely continue (and any special instructions for doing so) or if deliveries should be put on hold and other meal arrangements put in place.

	8. 
	Reduced volunteer workforce






Reduced volunteer workforce continued…

	It is estimated that up to 40% of the workforce may be unable to perform their roles during an epidemic/pandemic because they are ill themselves or caring for family who are ill. [Insert Service Name] may need to consider one or more of the following strategies if volunteer workforce numbers are affected:
DO NOT ALLOW SICK VOLUNTEERS TO WORK – encourage volunteers to monitor and report health concerns early, then stop working and see a doctor. If required they should stay at home in self-quarantine and minimal contact with others until cleared by their doctor.
KNOW WHO IS AVAILABLE TO WORK - create and maintain an up-to-date list of volunteers and their current infectious status (including possible dates for return to work)
REDUCE DELIVERY RUNS - re-arrange rosters to deliver meals fewer than the usual 3 times a week. In this case, more frozen meals will be required.
REDUCE CLIENT NUMBERS: ask clients if they have a safe alternative source of meals such as an emergency food supply or another person close by who can provide their meals until the crisis is passed.


	9. 
	Reduced management workforce
	[Insert Service Name]’s management committee members, coordinators and team leaders may contract the infection via contact with other people and contaminated items.  
[Insert Service Name] applies the measures listed above to prevent the spread of infection.  
In the event that committee members are unable to perform their work, refer to the leadership backup strategy listed in Section 2 of this Appendix. 


	10. 
	Reduced or ceased supply of meals from contracted kitchen/s.
	The epidemic/pandemic may interfere with the ability of the contracted kitchens to supply meals (staffing, supply shortages, etc.) or with the ability of [Insert Service Name]’s volunteers to collect meals due to facility lockdowns. 
Refer to the all-hazards-approach options for meal supplies listed in Section 1 of this Appendix.
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[bookmark: _Toc32159941]APPENDIX 2: Coordinator’s Resources
[bookmark: _Toc32159942]Contents of the Coordinator’s Folder (digital and paper)
· All necessary instructions and records for taking and passing on messages and other information for normal daily service operations. Also include manual (paper) systems for use in the event of computer failure. 
· Business Continuity Plan (this document)
· All policies and procedures, forms and associated resources
· Secretary/Treasurer’s Governance, Finance and Administration Resource (ensure latest version)
· Phone numbers and address details (& email addresses where applicable) for the following:
· Management Committee Members and all other Volunteers
· Client’s details and next-of-kin & whether they have a Household Disaster Management Plan
· Maps of the service area with clients and volunteer residences marked
· QMOW contacts, including after hours
· Service providers & other relevant community services
· Emergency phone numbers (000, PoliceLink, etc.)
· Kitchens –{{insert details here}} - including after-hours contact names/numbers if possible
· Neighbouring MOW contacts
· Regional Council, including the Disaster Management Officer, or the Local Disaster Coordinator
· Computer maintenance/repairs company
· Coordinator’s phone service provider/carrier helpline
· Vulnerable clients list and associated details of vulnerability.
· Household Disaster Management Plans for relevant clients.
[bookmark: _Toc32159943]Additional Coordinator Resources
· The Coordinator’s Mobile Phone with any necessary internet access devices (dongles etc) and with the central [Insert Service Name] phone number
· Notebook computer with charger, power and ethernet cables, and portable backup device containing the most recent backup
· Basic stationery supplies
· Spare keys to the Stepping Stones building.
[bookmark: _Toc32159944]Maintenance and Security of the Coordinator’s Resources
· The Coordinator’s Mobile Phone should have all emergency and key contacts recorded in its memory (SIM) card for quick use when needed, and regularly updated.
· Contact details of all volunteers and clients (and their next-of-kin) and service area maps should be regularly kept up-to-date in the digital AND paper copy of the Coordinator’s Folder
· Key contacts in the Coordinator’s mobile phone should be regularly kept up-to-date.
· The Coordinator’s Folder contains private information of clients and volunteers, and so must be protected from view by unauthorised people or theft. If the folder is found to have been compromised or is missing, urgently report this to the Management Committee who will refer to the advice in the Privacy Policy.

[bookmark: _Toc32159945]APPENDIX 3: Disaster Management Flowchart

Is there an alternative source of meals?
Can the kitchen/s supply meals?

	→   NO   →	NO                 →  NO    	            Advise client/s
Advise Emergency Services if required



	YES	      YES
			Can a replacement volunteer be found?
Can the rostered  volunteers get to the kitchen?

		
		→   NO   →		 	  	→	  → NO    
	YES		YES		

	YES	  YES
		  Is there an alternative route that can be travelled safely to some recipients?
Is there an alternative route that can be travelled safely to all recipients?
Can the usual route to all recipients be travelled safely?

	
	→   NO   →   	→ NO  →	→ NO  


	YES			YES	YES

Deliver Meals to recipients who can be reached safely
If client can’t be located volunteer should advise Service Manager and/or Secretary who will check with next of kin and/or advise authorities

	



