EMERGENCY ANIMAL SHELTER ON-SITE CHECKLIST
	Staff members to be called in case of disaster:

	Position
	Name
	Home or Work Phone
	Cell Phone

	Team Leader
	Ashley Arseneau
	W: 781-326-0729
	

	Team Leader
	Marni Edelhart
	
	

	Public Information Officer
	
	
	

	Safety Officer
	Sue Webb
	
	

	Security Officer
	
	
	

	Operations Officer
	Gail A’Brunzo
	W: 508-744-2197
H: 508-398-0406
	P: 508-221-4533
W: 774-487-0617

	Planning Officer
	Sue DiMeo
	H/W: 781-799-1174
	781-405-5253

	Logistics Officer
	Frank Taylor
	H; 617-376-2190
	617-719-4739

	Finance/Administration Officer
	David Taylor
	H; 617-376-2190
	617 823-8271



Other disaster response team members:

	NAME
	HOME PHONE
	CELL PHONE

	Sheltering Supervisor: _____________________________
	
	

	Specialized Shelter Team Leader: _____________________________
	
	

	Veterinary Team Liaison: _____________________________
	
	

	ACO/Rescue Liaison: _____________________________
	_
	

	Volunteer Coordinator:

_____________________________ 
	
	

	Supply Officer:

_____________________________
	
	

	Communications Officer:

_____________________________
	
	

	Donations Management Officer:

_____________________________
	
	

	Records/Tracking Officer:

_____________________________
	
	

	Database Officer:

_____________________________
	
	


B. Services Needed in an Emergency Response
	Service
	Company and/or Name of Contact
	Phone #

	Building owner
	
	

	Security
	
	

	Fire Department
	
	

	Police or Sheriff
	
	

	Hospital
	
	

	Ambulance
	
	

	Civil Defense/National Guard
	
	

	Professional Advice
	
	

	Insurance Company
	
	

	Freezer
	
	

	Legal Advisor
	
	

	Electrician
	
	

	Plumber
	
	

	Carpenter
	
	

	Exterminator
	
	

	Fumigation Service
	
	

	Locksmith
	
	

	Utility Companies 
	
	

	Electric
Gas
Telephone
Water
	
	

	Janitorial Service
	
	

	Glass Company
	
	

	Other
	
	


C. In-house Response Equipment 
(List locations and attach floor plans with locations labeled)

	
	Keys
	

	
	Main Utilities
	

	
	a) Main electrical cut-off switch
	

	
	b) Main water shut-off valve
	

	
	c) Main gas shut-off
	

	
	Sprinkler system
	

	
	Heating/cooling system
	

	
	Fire extinguishers
	

	
	a) Wood, paper, combustible (Type A)
	

	
	b) Gasoline and flammable liquid (Type B)
	

	
	c) Electrical (Type C)
	

	
	d) All routine types of fire (Type ABC)
	

	
	Master fire alarm (pull box)
	

	
	Smoke and heat detectors
	

	
	Cellular telephone
	

	
	Portable pump
	

	
	Extension cords (50 ft., grounded)
	

	
	Flashlights
	

	
	Camera with film
	

	
	Battery operated radio
	

	
	Tool kit (crowbar, hammer, pliers, screwdriver)
	

	
	Brooms and dustpans
	

	
	Mop, bucket, sponges
	

	
	Wet-vacuum
	

	
	Metal book trucks
	

	
	Portable folding tables
	

	
	Portable fans
	

	
	Protective masks/glasses
	

	
	Hard hats
	

	
	Rubber boots
	

	
	Rubber or plastic aprons
	

	
	Gloves (leather, rubber)
	

	
	Drying space
	


D. In-house Emergency Supplies 

(List locations and attach floor plans with locations labeled)

	
	First aid kit
	

	
	Heavy plastic sheeting (with scissors and tape)
	

	
	Paper towel supply
	

	
	Plastic garbage bags
	

	
	Polyethylene bags (various sizes)
	

	
	Waxed or freezer paper
	

	
	Absorbent paper (blank newsprint, blotter, etc.)
	

	
	Dry chemical sponges (for removing soot)
	

	
	Clipboards (also paper pads, pencils, waterproof pens, large self-adhesive labels)
	

	
	Emergency funds
	

	
	a) cash
	

	
	b) purchase orders
	

	
	c) institutional credit cards
	



Are all staff familiar (by tour, not map) with location of a copy of this plan, the location and use of numbers 1-36 above, thermostats, regular exits, fire exits, fire extinguishers, flashlights, radio, etc.?
E. Additional Sources of Emergency Equipment and Supplies
	Item
	Supplier
	Phone

	Wet vacuum
	___________________________
	___________

	Sand bags
	___________________________
	___________

	Portable dehumidifiers
	___________________________
	___________

	Portable electric fans
	___________________________
	___________

	Portable generator
	___________________________
	__________

	Portable pump
	___________________________
	___________

	Refrigerator trucks
	___________________________
	___________

	Nearest off-site phone
	___________________________
	___________

	Nearest CB radio
	___________________________
	___________

	Portable lighting
	___________________________
	___________

	Extension cords (50ft., grounded)
	___________________________
	___________

	Metal book trucks
	___________________________
	___________

	Plastic (milk) crates 
	___________________________
	___________

	Sturdy boxes
	___________________________
	___________

	Heavy plastic sheeting
	___________________________
	___________

	Plastic garbage bags
	___________________________
	___________

	Polyethylene bags (various sizes)
	___________________________
	___________

	Dry ice
	___________________________
	___________

	Drying space
	___________________________
	___________

	Portable tables
	___________________________
	___________

	Absorbent paper 
(blank newsprint, blotter, etc.)
	___________________________
	___________

	Paper towels
	___________________________
	___________

	Plastic buckets and trash cans
	___________________________
	___________

	Water hoses with spray nozzles
	___________________________
	___________

	Brooms and dustpans
	___________________________
	___________

	Mops, buckets, sponges
	___________________________
	___________

	Monofilament nylon (fishing) line
	___________________________
	___________

	Hard hats
	___________________________
	___________

	Rubber boots
	___________________________
	___________

	Rubber and/or plastic aprons
	___________________________
	___________

	Gloves (rubber/leather)
	___________________________
	___________

	Protective masks/glasses
	___________________________
	___________

	Photographic equipment/supplies
	___________________________
	___________

	Portable toilets
	___________________________
	___________

	Construction materials
(wood, screws, nails)
	___________________________
	___________

	Ladders
	___________________________
	___________

	Extra security personnel
	___________________________
	___________

	Other
	___________________________
	___________


F. Daily Upkeep Checklist

The following should be checked during opening and closing procedures, and included in overnight security patrols. 

	
	Y
	N

	Keys are secure and accounted for
	_____
	_____

	Safes/locked cupboard are secured
	_____
	_____

	Doors that are supposed to be locked are locked
	_____
	_____

	Evidence of tampering with locks or access points
	_____
	_____

	Evidence of tampering with major utilities
	_____
	_____

	Anyone hiding in the building
	_____
	_____

	Central panels or local monitors for trouble indicators
	_____
	_____

	Doorbells, buzzers, intercom are working 
	_____
	_____

	Lights are working (including emergency lighting)
	_____
	_____

	Surveillance equipment is operating 
	_____
	_____

	Alarms are armed or disarmed as required
	_____
	_____

	Equipment is operating properly

HVAC
Water tanks
Pumps
Special equipment
	
_____
_____
_____
_____
	
_____
_____
_____
_____

	Unusual or off-hours activity
	_____
	_____

	Construction/renovation areas
	_____
	_____

	Unusual smells or sounds
	_____
	_____

	Evidence of water leakage (walls, ceilings, floors)
	_____
	_____

	Known problem areas
	_____
	_____

	Refrigerators and freezers are plugged in and operating
	_____
	_____

	Small appliances are unplugged
	_____
	_____

	Sinks and toilets are in working order
	_____
	_____


G. Weekly Upkeep Checklist 

	
	Y
	N

	Emergency numbers are posted near every telephone
	_____
	_____

	Fire extinguishers are updated and operable
	_____
	_____

	Smoke and/or heat detectors are operable
	_____
	_____

	Sprinkler system is operable
	_____
	_____

	Water detectors are operable
	_____
	_____

	Halon or other fire suppression system is operable
	_____
	_____

	Fire alarms are operable
	_____
	_____

	Internal detection devices are in working order
	_____
	_____

	Internal alarms are in working order
	_____
	_____

	External alarms are in working order
	_____
	_____

	Back-up systems have been tested

Emergency lights
Power
Alarm panels
	_____
_____
_____
	_____
_____
_____

	Incident reports have been reviewed
	_____
	_____

	All keys are accounted for
	_____
	_____

	Flashlights are operable
	_____
	_____

	Transistor radio is operable
	_____
	_____


H. Other Emergency Issues 
	Date of last inspection by local fire department: _________

	Frequency: _________
	Required? (Y/N)
	Next scheduled date: ________


