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Emergency 
Management Plan 

 
 
 

PLEASE NOTE: 
ALL STAFF ARE REQUIRED TO BE FAMILIAR WITH  

SECTIONS 1, 2 AND 3 OF THIS PLAN 
 
 
 

ALL EXECUTIVE AND SENIOR STAFF ARE ALSO REQUIRED 
TO BE FAMILIAR WITH CIMS (SECTION 4) 
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ALL STAFF MUST KNOW THE FOLLOWING 
 

CIMSERT is the process used in a major emergency at Mercy Hospital.  
 
CIMS is the system we use when we are coordinating a response in 
conjunction with the SDHB  

 
CIMSERT Emergency resources are in CIMSERT boxes which are 
located: 

 
x Building CIMSERT box is kept in the Patients’ Waiting Room opposite reception in 

the stores cupboard by water cooler 
x LGF - Staff Canteen  
x Ground Floor - ICU (curtained cupboard opposite toilet);    
x 1st Floor - Flower Room/Bag storage Room; 
x 2nd Floor – Administration in the alcove in a grey cupboard  
x Manaaki – TO BE CONFIRMED 

 
Emergency phone tree is accessed via SharePoint. Staff are required to 
print off a copy for their area every two months commencing 1 February 

 
Emergency procedures are outlined in laminated posters beside 
telephones throughout Mercy Hospital and Manaaki 

 
Paper copies of all policies are kept in folders in a cupboard in the 
Reception mailroom 

 
A paper copy of the Emergency Management Plan and CIMS paperwork 
is kept in a red box in a labelled cupboard in the Reception mailroom-  

 
In a major emergency affecting both Manaaki and the Hospital – 
Manaaki will discharge all patients when it’s safe to do so, lock doors 
and report to the Hospital – Manaaki CIMSERT may be activated as a 
triage area if it is unsafe to do so within the hospital 
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Emergency Management Plan   
 
Address: 72 Newington Avenue Dunedin 
Phone:  03 464 0107   
Fax:  03 464 0111                
Contact: Chief Executive Officer, Mercy Hospital  
 
This is the emergency response & recovery plan which makes up part of the business continuity plan 
for Mercy Hospital Dunedin.  Its purpose is to provide a plan of action and guide for responding to 
any event which disrupts the normal operation of the hospital, to enable us to support the SDHB 
where required and to assist us to, prepare for, and recover from the effects of both natural and man-
made hazards.   
 
 
The plan comprises 4 sections: 
 
SECTION ONE CIMSERT and phone tree  
 
 
SECTION TWO  Response Plans  
 
 
SECTION THREE Appendices – refer separate documents  
 
Appendix 1  Mercy Hospital’s Disaster and Emergency Organisational Chart 
Appendix 2 Ward manual worksheets for charting consumables  
Appendix 3 Alarm bells/plant and equipment alarm station (PEAS)  
Appendix 4 Victim/witness memory enhancement form – male and female 
Appendix 5 Emergency transport for staff  
Appendix 6 Influenza pandemic plan 
Appendix 7  Recovery Plan  
Appendix 8 NZ Police – Bomb Threat Check List Questions to Ask 
Appendix 9 Key Contacts List (highlighted in Red in the Emergency Box) 
Appendix 10 Contents of CIMSERT boxes 
 
SECTION FOUR CIMS 
 
 
 
 
 
 
 
  
 
 
 

 
SECTION ONE - CIMSERT & PHONE TREE 
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For Specific Incident Management Plans see section 2. 
CIMSERT 
 
CIMSERT is a manual task allocation system and an emergency management tool for non-
emergency personnel.  CIMS stands for Critical Incident Management System and ERT for 
Emergency Response Toolkit. 
 
CIMSERT comes in a kit similar to a Civil Defence Kit.  It is a manual system which any staff member 
can use to manage a response to an emergency.  It comprises a series of pre-prepared task cards, 
pictures and task instructions. 
 
CIMSERT was originally developed for hospitals during an earthquake event.  CIMSERT can be 
scaled up or down depending on the degree of emergency management required.  It is a toolkit for 
how Mercy will respond to an incident and covers the following areas:   
 
 
 CIMSERT  
Reduction Readiness Response Recovery 

 
Risk 

Reduction 
 

 
Pre-

planning/training 

 
SERP 

 

 
ECP 

 
IMP 

 
CMP 

 
BRP 

Before During After 
 
 
 

Legend – see following table for more detail 
SERP Site Emergency Response Plan  CMP Crisis Management Plan 
ECP Emergency Continuity Plan  BRP Business Recovery Plan  
IMP Incident Management Plan    
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CIMSERT Overview (Manaaki Kit will be available from July 2018) 
 
  

Mercy 

Floor CIMSERT – LGF 

Floor CIMSERT – GF 

Floor CIMSERT – 1F 

Floor CIMSERT – 2F 

Mercy/Building 
CIMSERT 

 
 
How does CIMSERT work? 
©CIMSERT is a series of colour coded pre-prepared task and personnel cards contained in a 
simple roll up plastic card holder that allows a staff member to co-ordinate the emergency 
response from within the building or outside in the car park if necessary.  
 
©CIMSERT provides a pre-planned structure on what, when and how to carry out initial critical 
tasks and also who can undertake them. It has simple instructions, diagrams, pictures and maps 
that enable those tasks to be achieved. Tasks are tracked so the person in charge can see 
immediately what has been done, what needs to be done and the personnel and resources 
available.  
 
©CIMSERT is adaptable and scaleable as tasks can be added, removed or have their priority changed 
as the situation demands. The system requires no electrical power supply or computer skills and can 
be activated by any staff member. 
 
At Mercy we have site specific task cards and task instructions.  Tasks are categorised into three 
priorities.   
Priority 1 cards deal with people, building and critical infrastructure.   
Priority 2 resources are for managing people or extended stay in the hospital.   
Priority 3 is for managing walk-in patients. 
 
Each task card is matched to a task instruction which contains plans, keys, pictures and steps 
necessary to complete that task.  Task cards, which show the person and time the task was allocated 
are moved along the card holder.  At a quick glance the status of that task can be identified; “To be 
Allocated”, “Allocated” or “Completed”.  Feedback from the tasks will determine whether the next 
set of priority tasks need to be allocated. 
 
Information from task instructions returned to the CIMSERT Floor or Building Kit provides real time 
data (situation reports) for a person in charge to make their decisions. 
 
All the resources are in the CIMSERT Building and Floor Kits, a CIMSERT Emergency Toilet Starter 
Kit and a Triage Walk-in Patient Kit. 
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There are Monitoring Cards which prompt the CIMSERT Controller to monitor people and 
resources such as water, food and medical supplies. 
 
 
Example of a CIMSERT Task Card Holder 

 
 
 
Example of a CIMSERT kit 
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Accessing the Instruction Manual 
Instructions relating to task cards are in loose leaf form in a ring binder in each CIMSERT box.  The 
instruction sheet should be taken by the person allocated the task and returned afterwards. 
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Example of a CIMSERT Priority Task Card 
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Example of a CIMSERT Task Instruction 

 
 
 
Use of CIMSERT 
 
CIMSERT Kits are located in the following places: 

x Building and Triage CIMSERT – Patient Waiting Area (cupboard by water cooler) opposite 
Reception , Ground Floor 

x LGF CIMSERT  - Staff Canteen 
x Ground floor CIMSERT  - ICU (curtained cupboard opposite toilet) 
x 1st floor CIMSERT  - Flower room    
x 2nd floor CIMSERT – Admin area 
x Manaaki - TBC 

 
In an emergency such as those outlined in our response plans CIMSERT can be activated by 
anyone. 
 
Initial activation can be as simple as: 

x Opening the Building CIMSERT kit in an appropriate area  
x Hanging CIMSERT Task Card Holder 
x Opening the instruction Manual; and  
x Commencing the allocation of high priority tasks. 
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Checking CIMSERT Kits 
 
Each CIMSERT Kit is sealed with a tag.   

x Tags will be checked monthly to ensure they are not broken, and their status reported at 
each HODs meeting 

x If the tag is broken the Kit will be checked immediately and the Exec member on call 
notified 

x If the tag remains unbroken, Kits will be opened and checked annually during the 
Christmas Closedown period. 

x Emergency Toilet starter kits are available in each box 
 
Responsibility for checking the Kits is as follows: 

x Building  & Triage CIMSERT Hospital & Manaaki – Facilities Team Leader 
x Lower Ground Floor CIMSERT – Conferences & Housekeeping Team Leader 
x Ground Floor CIMSERT – Reception Team Leader 
x First Floor CIMSERT – McAuley Coordinator 
x Second Floor CIMSERT – Finance Team Leader 
x Manaaki – Manaaki Coordinator  

 
 
 
 
PHONE TREE  
 
The phone tree is an important communication method in the event of an emergency.  All staff are 
required to print off a new copy of their department phone tree from SharePoint (found on the front 
page of the My Mercy section) on a 2 monthly basis. This copy needs to be kept in an accessible 
place.  
 
In the event of an emergency the first person on the list will be contacted 
and asked to ring the next four numbers. You keep going down the list until 
you reach four people. The fourth person contacted will ring the next four 
and so on. Casual staff should be called last 
 
In the event of an emergency please bring your phone lists into work with you so we can have a 
record of those staff who have been contacted. 

x Staff to print off phone lists to go into the newsletter every 2 months commencing February 
1st.  

x HSIC representatives remind staff about printing of phone lists  at their service area staff 
meetings 

x Nurse on call/ Exec on call to ensure all phone lists updated in folders every 2 months 
x Orientation checklist to include phone tree information 
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SECTION TWO - Incident Management Plans  
 
The following response plans may require activation of CIMSERT if category 2 or 3 
 

1. Telecommunications failure 

2. Gas leak /explosion 

3. Building/water/power failure 

4. Waste Management plan 

5. Sudden increase in patient numbers 

6. Bomb threats/ Hold up 

7. Provision of assistance to a local or regional emergency  
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