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Creating an Emergency Action Plan for Your Investigative Site

Every organization involved in clinical research should have an emergency action plan (EAP). Use the following process to create your EAP.  Emergencies may include hurricanes, fires, floods, key personnel illnesses, severe allergic reactions to the study drug, etc. Your EAP should include details. For example, if there is a natural gas shut-off valve, specify its location, the location of a suitable wrench, instructions for shutting the valve, and personnel authorized to turn off the gas.

1. Make basic preparations.

1. Designate emergency management personnel.

2. Make first aid kits, flashlights and fire extinguishers available.  

3. Train personnel in first aid, use of fire extinguishers, location of utility switches and valves, and your emergency action plan.

4. Store a current backup copy of all electronic records offsite, preferably outside the area of a likely disaster.
5. Store a copy of your EAP in multiple secure offsite locations.

6. Store a list of personnel and contact information in multiple secure offsite locations, including backup contact information such as family members. Remember that landlines across a wide area may be out of commission.
7. Store contact information for study participants in multiple secure offsite locations, including backup contact information such as family members.

8. Post emergency contact information online.

9. Create checklists.

10. Identify rendezvous locations.
11. Provide emergency power for critical equipment such as freezers.
2. Develop detailed plans for specific types of emergencies.

12. Identify potential emergencies both big and small (e.g., fire, flood, earthquake, power outage, broken water pipe), and expand your EAP to cover each type of emergency.

13. Identify points of vulnerability (e.g., records storage, computers, telephone communications) and expand your EAP to protect each point of vulnerability.

3. If an emergency occurs, take the following steps in this basic order of priority as safe and appropriate.

14. Use good judgment and common sense.

15. Call 911.

16. Administer first aid, preferably by trained and certified personnel.

17. Evacuate and secure facilities; meet at the best available rendezvous point, if possible, for a headcount and further instructions.

18. Extinguish fires.

19. Protect property, giving priority to files and records. 

20. Turn off gas, electricity and water, as appropriate.
21. Inform all personnel of emergency status and plans.

22. Inform study sponsors, CROs and study participants that an emergency has occurred and action is being taken.

23. Return to normal operations when possible.

24. File insurance claims and police reports. 

25. Document the emergency and response with a narrative of events, photos of damaged property and materials, insurance claims, police and fire department reports, and news accounts.

26. Review the emergency and your response to improve your EAP for future possible emergencies.
Site Council members are free to employ this Emergency Action Plan or adapt it for their own use with credit to the Site Council. Disclaimer: This Emergency Action Plan is a statement of good-faith intentions. It does not constitute any contractual or legal obligation beyond that required by applicable laws and regulations.
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