


1.
2.
3.
4.
5.



1.



  Priority
  

  Critical   Process
  

  Action
  

  Timing
  

  Responsible
  

  1
  

  Communication /  safety
  

Communicate to staff regarding extreme weather event and advise them of
activation of disaster plan.
  
Check to ensure staff & customers are safe and provide details regarding
alternative work  arrangements & necessary support

As soon as weather event warnings are announced or information is
shared surrounding it being a risk to the premises.
  

Mitchell Young

  2
  

  Securing equipment /   inventory
  

Secure premise and/or move equipment & inventory to the court area via the
platform lift.
  

As soon as possible

  Greg Day

  3
  

  Turn off electricity
  

Call an electrician to successfully turn off electricity. 
    When safe to do so

  
Greg Day

  4
  

  Inform customers
  

Inform customers, via the website, of details surrounding the extreme weather event
& its impact to CPSC & LBI.
  

  When possible
  

Greg Day

  5
  

  Secure volunteers 
  

Activate the jotform on the website to secure volunteers and email customers
regarding registration.
  

  When possible
  

Greg Day

  6
  

  Secure alternatives 
  

Help find alternative venues for customers to use whilst CPSC is impacted.  
    When possible 

  
Greg Day

  7
  

  Basketball Court 
  

Determine the Process of re instatement of the CPSC   When possible
  

Greg Day



Key Role Role Title Contact details Responsibilities

Response Coodinator General Manager
Name:   Mitchell Young
Phone:   0439 588 945
Email:    gm@loganbasketball.com

Overall responsibility for maintaining and activating the Extreme Weather Disaster Plan, including; 
Identification of alternative sites
Ensuring plan is maintained and can be activated when required

Response Action Venue Operations
Manager

Name:   Greg Day
Phone:   0411 244 003
Email:    venuemanager@loganbasketball.com

Responsible for executing assigned activities in the Extreme Weather Disaster Plan and providing support to Response
Coordinator, including;

Maintaining contact with staff and other key stakeholders during the flood event
Execution of plan

These two key roles will determine who is responsible for coordinating and who is responsible for the strategies and activities that arise
from aan extreme weather event. It is critical that the team members who are nominated are well aware of their role and responsibilities

during a flood event and are able to access the required information when necessary.



SERVICE CONTACT

Electricity

Gas ORIGIN LPG PH 1800 427 532

Water & Sewerage LCC  PH 3412 3412

Security ABC & BACK TO BASE  PH 3865 6178

Insurance Company QBE: POLICY # 144U248607BPK   PH 133723

Logan City Council MICHAEL MATTHEWS PH  3412 5874 /  MOB 0421 585 598 

The table below contains the contact details for service provides and third parties. Keeping this list up to date will assist with contacting and
alerting primary service providers and other important third parties should a risk of being impacted by a future waether event. When an event

occurs, do not waste time searching for contact information. Having a pre prepared and current list enables more effective and efficient
response when likely to be under pressure.



Critical Process Action item Timing Responsible

Communication / safety Have emergency communication messages drafted & ensure relevant plans for evacuation are prepared / practiced. Mitchell Young

Securing equipment / inventory Ensure relevant inventory / equipment is accounted for & identified. Greg Day

Electricity Have an identified Electrician to call if assistance is required during an extreme weather vent. Done Greg Day

Inform Customers Draft communications for customers which can be activated for use during an extreme weather event. Done Greg Day

Secure Volunteers Ensure website logistics for a volunteer registration form is up to date & contact details of volunteers are available. Done Mitchell Young

Secure Alternative premises Determine which other venues, which can be hired, would be needed in the event that CPSC becomes unavailable Done Greg Day

CPSC Assess potential damages and explore insurance options Done Greg Day

This section outlines the prevention and preparation steps you can take to ensure your business is ready to respond to future weather events. 
This includes detail on ways to reduce the impact an extreme weather event may have on the business as well as capturing key information

such as roles and contact details that can be quickly referenced during an event.
The following steps relate to the critical processes which have been identified for the business.



No. Preparation Activities and Risk Prevention Measures Actions taken to date

  1
  

Keep catalogues / inventories of equipment, furniture, & stock Complete regular stocktake

2 Prepopulate communication approaches Draft messages to be shared with colleagues & customers

3 Review of your insurance policy coverage and exclusions Check gaps between LCC building coverage & LBI insurance

4 Pre purchasing of cleaning materials. E.g. Mops, brooms etc Purchase relevant cleaning materials.

5 Purchasing of specific pieces of equipment which will help protect your property or other assets in the event of damage Investigate securing sandbags to store on premise. 

In addition to the steps outlined above, there are a number of preparation activities and risk prevention measures which relate to business 
as a whole. Review these at least two (2) times per year to ensure that they are up to date and that you and your staff have the required

knowledge and plans in place in the event of a future flood event.



When you become aware that an extreme weather event is likely to occur and / or is occurring, you should immediately refer to this
section of the plan which describes the specific response steps and priorities to follow. 

It captures immediate actions and allows you to prioritise response activities based on the impacted areas of site / work location,
people, equipment / technology and third parties such as suppliers and customers.

It is designed to help you deal with the situation as it unfolds and help you with your recovery, restoring resilience and managing
continuity.

The person responsible for Response Action (see 1.2) will be primarily responsible for activation of the extreme weather disaster plan
and allocating any additional roles and responsibilities to help the business respond to the event. 

In any situation that results in a disruption to normal business activities, overall priorities will be to:

Ensure the safety, security and welfare of staff and customers as a priority; and
Ensure the continued achievement of critical business objectives and minimise any further
damage or disruption to critical systems or processes and assets.



Critical Process Action Item Timing Responsible

Communication /
Safety

Communicate weather event to staff & advise them of activation of the extreme weather disaster plan.  Evacuate staff &
customers from the premise.  
  

As soon as weather warnings are announced &
provided it is safe to do so Greg Day

Securing equipment /
inventory Secure inventory, court equipment fridges & all other relevant equipment.  As soon as weather warnings are announced &

provided it is safe to do so Greg Day

Turn off electricity Ensure all technology is removed from its power point & call electrician to turn off the power If safe to do so Greg Day

Inform Customers Communicate via web site & social media outlets with relevant updates of CPSC & LBI to customers When possible Greg Day

Secure Volunteers Activate the volunteer registration jotform on website/social media to secure support & provide volunteers with relevant
equipment to assist in the clean up once they arrive When possible Mitchell Young

Secure alternative
venues Secure other venues, which can be hired, which would be needed in the event that CPSC becomes unavailable When possible Greg Day

CPSC Assess actual damages and engage insurance claim process - Reinstatement When possible Greg Day

The following critical processes have been identified as being the most important processes to the business and should be prioritised 
in this order when an event occurs, or there is a high likelihood of an extreme weather event occurring



Response Steps Responsible Role Action Taken

* Account for all staff and visitors on your premises and ensure their safety Response Action Official

* Identify any injuries to persons and arrange appropriate care Response Action Official

* Contact emergency services if necessary and/or other support services Response Action Official

*
Assess the severity of the weather event which has occurred or is expected to occur to help inform your next steps.  Focus should be on your
site / work location, people, technology, vehicles and equipment as well as third parties, including suppliers and customers where relevant.
Activate your alternative site arrangement to operate from a temporary site (if possible)  

Response Coordinator

*
Evacuate the site as necessary. Where possible, gather as many items as you can, to be moved to a location not likely to be impacted by
the weather event (pre-identified in BEFORE section). Focus on those such as laptops / other critical equipment which is safety portable,
business critical documentation and any personal effects. 

Response Action Official

* If safe to do so, unplug electrical euipment, shut down master electrical board and gas supply. Response Action Official

* Brief stakeholder groups on event and action items included in Stakeholder Communication Plan (see section 3.4 below) Response Coordinator 
Response Action Official

* Account for all staff and visitors on your premises and ensure their safety Response Action Official

In addition to the steps outlined above, this initial response checklist details actions to be completed immediately. 
The table below indicates who has primary responsibility for these response steps, although in the event of an emergency, the individual who identifies

the threat should respond appropriately, for example, calling emergency services. 
You should review these at least two (2) times per year to ensure that they are up to date and that you and your staff have the required knowledge

and plans in place in the event of a future extreme weather event. 



Stakeholder Group Minimum Communication Requirement Timing Responsible

STAFF Brief staff on expected length of access restrictions and advise interim work arrangements to minimise disruption to
daily business. As soon as information is known relating to weather event Mitchell Young

SUPPLIERS Notify suppliers that deliveries may need to be suspended As soon as information is known relating to weather event Greg Day

CUSTOMERS Update Website & Social Media sites with message that CPSC & LBI will be closed  As soon as information is known relating to weather event Greg Day

INSURER Contact insurance company to begin claim process on content items.  Have photographs and records to support claim Within 72 hours or as soon as practically possible Greg Day

MANAGEMENT
COMMITTEE Contact the Management Committee to inform them of the situation and relevant updates Within 72 hours or as soon as practically possible Mitchell Young

LOGAN CITY
COUNCIL

Notify LCC with photographs or record damage to premises, fixtures, stock, customer records and equipment to support
claims. Within 72 hours or as soon as practically possible Greg Day

In the event of a future extreme weather occurrence, the business will need to communicate with the stakeholder groups
 in accordance with the communication plan outlined below. 

For each stakeholder group, consider how their communication requirements would differ before, during and after an event 
and capture this in the plan below. 



These are the day-to-day activities which you should perform whilst your business continues to be impacted by the extreme
weather event. These should be referred to on a daily basis. 

Response Steps Responsible Role Action Taken

* Continue with actions identified in the ‘During’ section of the plan including activation of contingency plans where applicable Response Action Official

* Refer to relevant contingency plans or guidance where these processes are impacted. Response Action Official

*
Remain aware of information being shared from Government Agencies and LCC for advice and updates which are specific to the Logan business
community. Response Action Official

* Monitor all emergency weather warnings and alerts for Queensland businesses and continue to act in accordance with instructions and
guidance from relevant authorities. Response Action Official

* Keep staff, customers and relevant third parties and suppliers informed, and contact where necessary. 
Refer to section 3.4, Stakeholder Groups. Response Action Official

* Understand and comply with any regulatory/compliance requirements Response Action Official

* Continue with actions identified in the ‘During’ section of the plan including activation of contingency plans where applicable Response Action Official    
  



Once the immediate response steps have been activated and the threat to safety has been mitigated, this section of the plan
is designed to help the business return to normal operations, emerging stronger and more resilient.

As you complete the steps included in the ‘During an extreme weather event’ section above it is important to identify anything
that worked well for the business as well as things which could be done differently in the event of any future extreme weather

events. This will be useful when sitting down to review and update the business continuity plan after the event. 

Consider whether workarounds and contingencies in relation to critical processes were appropriate and consider how well
they it enabled the continuation of business operations whilst you responding to the extreme weather event. 

There should also be a review if the current insurance coverage was adequate and how well alternative arrangements were
made and communicate with your key stakeholder groups. 



Critical Process Action Item Timing Responsible

Communication /
Safety Communicate, via the website, relevant updates / status of CPSC & LBI to your customers. When Possible Greg Day

Securing equipment /
inventory Transport the relevant equipment, inventory back their original location. When safe & practical to do so Greg Day

Turn on electricity Have the electricity turned back on by the electrician.  
Isolate areas that have electricity damage. Once safe Greg Day

Inform Customers Inform customers, via the website, regarding the business reoperating at CPSC When possible Greg Day

Thank Volunteers Thank volunteers. 
Discuss with team what worked well & what could be done differently in the event of future extreme weather events. When possible Mitchell Young

The following critical processes have been identified as being the most important processes to the business 



The following steps should be taken once the actions and items in the ‘During’ section above have been completed. 
The timing for these steps will vary for each event. 

Response Steps Responsible Role Action Taken

*
Follow guidance from disaster management agencies, emergency services and LCC to help determine when it is safe to return to business
premises. In some cases, the threat posed by the event may be reduced or eliminated, however other utilities and access road restrictions
could delay return to premises. 

Response Cordinator

*
Complete LCC Safety Checklist and communicate directly to LCC.  Follow Building Security/Facilities Management directions to reoccupy building or set
up in an alternate location.  Response Action Official

*
When safe to return to site, undertake clean up activities, minor repairs, checking of equipment and building to ensure that premises are safe and meet
minimum functionality requirements. Response Action Official

* Ensure regular communication is maintained with stakeholder groups, including staff, suppliers and customers to support transition to
business as usual arrangements. Response Action Official

* Standdown temporary site solutions where it is safe to do so and return to your primary place of business. Response Cordinator

* Decide on solutions for newly acquired equipment, either through returning or replacing. Response Action Official

* Return to original suppliers and third parties as appropriate. Response Action Official

* Ensure details of the event have been documented completely and accurately. This will assist fulfillment of insurance or other reporting obligations. Response Cordinator

* As soon as possible, following the event, hold a debrief. Document lessons learnt, review what worked and did not work in your current plan. Response Cordinator

* Review and update this Extreme Weather Disaster Plan and recovery strategies informed by your lessons learned. Response Cordinator



The section contains further information to assist with the implementation of this Extreme Weather Disaster Plan and some
additional resources to help support the business before, during and after a future extreme weather event. 

The PPRR framework is defined by the Queensland Government’s Disaster Management legislation. It articulates disaster management
stakeholders must be ready to help the community prevent, prepare, respond to and recover from natural disasters. 

The Prevention, Preparedness, Response and Recovery Disaster Management Guideline provides guidance to Queensland disaster
management stakeholders on the functions, obligations and legislative requirements under the Disaster Management Act 2003. 

  This Act is to be administered according to the following principles:
      (i) taking preventative measures to reduce the likelihood of an event and, to reduce the severity of it
      (ii) taking of preparatory measures to ensure that, if event occurs, communities, resources and services are able to cope it
     (iii) taking of appropriate measures to respond to an event, including action taken and measures planned in anticipation of, during,
           and immediately after an event to ensure that its effects are minimised and that persons affected by the event are given
           immediate relief and support; and
     (iv) taking of appropriate measures to recover from an event, including action taken to support disaster-affected communities in the
           reconstruction of infrastructure, the restoration of emotional, social, economic and physical wellbeing, and restoration of environment.

Prevention activities are predominately regulatory and physical measures designed to ensure emergencies are prevented, or effects mitigated.
These will include measures taken in advance of a disaster aimed at decreasing or eliminating its impact on society and environment.

Hazard specific control activities such as flood levees or bushfire mitigation strategies
Design improvements to infrastructure or services
Land use planning and design decisions that avoid developments and community infrastructure in areas prone to hazards



Acronym Definition

EWDMP Extreme Weather Disaster Management Plan

PPRR Prevention, Preparation, Response & Recovery

Term Definition

Extreme Weather Disaster Management Plan A document containing the key information required to ensure that your business is able to resume critical business activities should an extreme
weather event occur which impacts your ability to operate your business.

Critical Processes
The most important processes essential to business operation. If they are not operational, it could result in serious impact on thebusiness across health and
safety, financial,or other areas of risk. Examples of critical processes may include goods and service receipt or management and delivery, 

Risk Management The process of defining and analysing risks, and then deciding on the appropriate course of action in order to minimise these risks, whilst still
achieving business goals



Level Impact of disrupted process Definition

4 Severe

Failing to carry out this process causes an extremely significant disruption to business. This may cause the following: 
Multiple fatalities; and/or 
Long term reputational damage; and/or 
Greater than 20% variation to financial results; and/or 
Other extremely significant disruptions in areas such as legal, customer experience, operations, product delivery etc.

3 High

Failing to carry out this process causes a significant disruption to your business. This may cause the following: 
Serious injuries; and/or 
Significant reputational damage; and/or 
15-20% variation to financial results;   and/or
Other significant disruption in areas such as legal, customer experience, operations product delivery etc

2 Moderate

Failing to carry out this process causes a moderate disruption to your business. This may cause the following: 
Moderate injuries; and/or 
Minimal reputational damage; and/or
5-15% variation to financial results; and/or 
Other moderate disruption in areas such as legal, customer experience, 

  1
  

  Low
  

Failing to carry out this process causes a low disruption to your business. This may cause the following: 
Few/Minor injuries; and/or 
Short term public enquiries/customer complaints; and/or 
 Less than 5% variation to financial results; and/or 
Other low-level impacts in areas such as legal, customer experience, operations, product delivery etc.


