KERSEY CONSULTING

Your continuity app
User guide

For registered managers and deputies. How to set up, use and keep your
business continuity plan working, one short chapter at a time.

VERSION SCREENS SHOWN
1.2, October 2026 Elmfield House and Oakmere Lodge, made-up services used as examples

Keep a printed copy of this guide with your plan in the grab bag or evacuation pack.
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Five things to remember

1. In an emergency: tap Emergency at the bottom of any screen.

2. Each time you open the app: look at the To do list on Home.

3. Once a month: do the monthly check, including the printed contact list.
4. Every 3 months: test your plan with your team.

5. Whenever something changes: tell Kersey with Update Plan Detail.

Contents
PART 1 PART 2
Getting going Everyday use
1. About your continuity app 3. Home and your to-do list
2. Getting started 4. In an emergency
5. Your plan
PART 3 PART 4
Keeping it working Help
6. Keeping your plan up to date 10. Questions and problems

7. Testing your plan
8. Contacts

9. Your year at a glance
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PART 1 - GETTING GOING - CHAPTER 1 OF 10

About your continuity app

Your continuity app holds your business continuity plan and helps you keep it working.

It shows what to do in an emergency, what's waiting for you, and when your plan next

needs checking or testing.

Who it is for

The registered manager, plus a deputy if you want one. Each person signs in with
their own work email.

Care staff don't need an account. In an emergency they use the printed plan in the
grab bag, or a manager's phone.

What the app holds, and what it doesn't

It holds your plan, risk register, tests, checks and contact roles (who to call and what
for).

It doesn't hold anyone's personal phone numbers or names. Those are on your printed
contact list, kept in the grab bag or evacuation pack. National numbers such as 999,
111 and the gas emergency line are on the Emergency page.

Never type names or details of the people you support into the app.

Keep a screen lock (PIN, fingerprint or face) on every phone, tablet or computer that
has the app.

Who does what

You own the plan. You answer the questions, check the risks, approve each version,
run the tests and brief your staff.

Kersey Consulting builds and updates the plan from your answers, checks every
version by hand before it reaches you, and meets you for a review once a year (or
every 6 months if agreed).

Anything Kersey doesn't know is marked "To confirm". It is never guessed.
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The six buttons along the bottom

+ Home: what's waiting for you. Emergency: what to do now. My plan: your documents

and risks. Tests: exercises and test records. Contacts: who to call and what for. Help:

this guide and how to get help.

e A number on a button shows how many things there are to do in that area.

< Back

Help
How to use the app, what to remember, and how
to get help from Kersey.

User guide

Every screen, step by step, in short
chapters with pictures. Kersey also sends a
printed copy to keep with your plan.

Open the user guide

Five things to remember

1. In an emergency: tap Emergency at
the bottom of any screen.

N

. Each time you open the app: look at
the To do list on Home.

w

. Once a month: do the monthly check,
including the printed contact list.

N

. Every 3 months: test your plan with
your team.

o

Whenever something changes: tell
Kersey with Update Plan Detail.

@ A M@z v 6

Home  Emergency My plan Tests Contacts Help

The Help tab
» Tap Help at the bottom right of any screen.

o It opens this user guide, shows the five things to remember, and tells
you how to get help from Kersey and keep the app safe.
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PART 1 - GETTING GOING - CHAPTER 2 OF 10
Getting started

This takes about 5 minutes, then the set-up questions take around 40 minutes. You
can stop and come back at any point.

Kersey Consulting <plans@kersey.example>
To: manager@oakmere.example STEP 1
Your continuity app is ready to set up

Open your welcome email

Welcome to your continuity app L. .
o + When you join, Kersey sends a welcome email to your work address.
Thank you for joining. Your continuity app is

ready. The first step is a set of short questions ° Tap oPen my app Therels no password tO Set'

about your service. You only see the questions
that apply to your type of service, and your
answers save as you go.

Open my app

From your answers we build your risk register and
a draft plan for you to check. Anything we don't
know is marked "To confirm", never guessed.

Please don't include names or details of the
people you support.

Questions? Reply to this email. Kersey Consulting
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KERSEY CONSULTING

Signhin
Use your work email. We'll email you a 6-digit
code. There's no password to remember.

Work email

manager@oakmere.example

Each person who uses the app signs in with their own
work email. Ask Kersey to add your deputy.

KERSEY CONSULTING

Enter your code

We've sent a 6-digit code to
manager@oakmere.example. It works once and
runs out after 10 minutes.

4 8 1 2 0 7

Keep me signed in on this phone

No code? Check your junk folder, or send a new
code.

STEP 2
Sign in with your work email
e Enter your work email and tap Email me a code.

* Always use the same email address. If a deputy will use the app too,
ask Kersey to add their work email.

STEP 3
Enter the code

» Type the 6-digit code from the email. It works once and runs out
after 10 minutes.

« Tick Keep me signed in on this phone so you don't need a code
each time.

* No code? Check your junk folder, then tap send a new code.
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STEP 4
Add the app to your home screen

« 1iPhone: in Safari, tap the Share button, then Add to Home Screen,
then Add.

e Android: in Chrome, tap the three dots at the top right, then Add to
Home screen or Install app.

+ Computer: in Edge or Chrome, click the install icon at the right of the
address bar.

app.kerseyconsulting.co.uk

Copy

Add to Reading List OO
(Add to Home Screen Ea)

Print &

STEP 5
Open it from the icon

e Calendar e The app now opens from its own icon, like any other app.

@ » Once installed, the Emergency page, your plan and your contact roles
open even with no signal.

Teams Continuity Notes Settings
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STEP 6
Set a screen lock on your phone

+ Make sure the phone has a screen lock: a PIN, fingerprint or face unlock. Do this on
any phone, tablet or computer that has the app.

* The lock stops anyone who picks up the phone from opening your plan.

 iPhone: Settings, then Face ID & Passcode (or Touch ID & Passcode). Android:
Settings, then Security, then Screen lock.

STEP 7
Welcome
Your continuity app. Here's how we get your plan H
in place. Your fIrSt Iook

« Before your plan exists, Home shows one job: Set up your plan.
o Answer the set-up questions

18 =i = nons SCHEaR IINIES e * Emergency already shows the national numbers, so the app is useful

an optional 15-minute call. Your answers
save as you go. Not started.

from day one.

2 Kersey builds your risk register
and draft plan
From your answers only. Anything missing is
marked "To confirm”, never guessed.

3 You check and approve your plan
You own it. Then the app fills in: emergency
steps, contacts, tests and reminders.

4 Keep it up to date

A short monthly check, a quarterly check,
and a review meeting with Kersey.

To do
Set up your plan
., Answer what you can, then send
to Kersey. Anything you're not
sure of can follow later.

@ A i & % ®

Home  Emergency My plan Tests Contacts Help
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STEP 8
Answer the set-up questions

< Back

Set up your plan

14 short sections, about 49 minutes in al, then » The questions are in short sections. The bar at the top shows how far
an optional 15-minute call with Kersey for .

anything unclear. Your answers save as you go, yOU ve gOt'

S0 you can stop and come back.

* You only see questions that apply to your type of service. The app

® of 14 sections done Section 1 open

shows roughly how long the rest will take.

¢ Your answers save as you go.
@ 2 3 4 5 6 7 8

1. Your service
Please don't include names or details of the

people you support.

Service name

Type of service (tick all that apply)

Care home Care home with nursing

@ A i & % ®

Home  Emergency My plan Tests Contacts Help

Service name STEP 9
Oakmers Lodge Section 1: your service

o Tick every type of service you provide, say how many sites you have

Type of service (tick all that apply) and give each add ress.
Care home with nursing . . . . A
¢ Your CQC location ID is optional. If you add it, Kersey can fill in some
Home care Supported living

details from the public CQC register.

How many sites or offices?

1

Address and postcode of each site or
office, one per line

12 Example Road, Sampletown

People supported now

28
Registered capacity (beds or tenancies)

@ A i (4 % ®

Home  Emergency My plan Tests Contacts Help
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3. What can't stop STEP 10

Please don't include names or details of the

people you support. Not su re? Say so

How long could each of these stop o Every question has Not sure and Someone else knows. Use them
before people are at risk?

freely.
Medication Choose v

+ These go on a "Please send me" list. Kersey chases it with you before

Personal care Choose v

drafting, so nothing is guessed.
Meals and fluids Choose v

Keeping people

Choose v
warm
N_1ght checks or Choose o
night support
Records Choose v

Someone else knows

Does anyone have time-critical

medicines?
Yes No
Not sure Someone else knows
Owner

@ A i & % ®

Home Emergency My plan Tests Contacts Help

° 2 3 4 5 6 7 8
STEP 11

Check and send Check and send

1 0of 14 sections done. Still open: Who's in
charge; Whatican'tistop, Staffing, Things » The last section shows what you've answered and what's still open.
only one person knows, Your buildings,
Utilities and equipment, Systems and

oS, SUpplicKS S NHS s, Tellig » Tap Send to Kersey. If anything needs clearing up, Kersey books a
people, Money and cover, What's happened 15—minute Call With yOU

before, Quick check, Changes ahead. You
can send now and finish these later.

Please send me (2)

How long could each of these stop

before people are at risk?
What can't stop - Not sure

Does anyone have time-critical
medicines?
What can't stop - Someone else knows (ask: Owner)

When you send, Kersey builds your risk register
first, then your plan, from these answers. Nothing
is made up: anything missing is marked "To
confirm". You then check and approve the plan.

Send to Kersey

[ Download my answers J

@ A i (4 ) ®

Home  Emergency My plan Tests  Contacts Help
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Welcome, Oakmere Lodge STEP 12

Your continuity app. Here's how we get your plan While Kersey builds your plan

in place.

« Home shows that your answers are with Kersey.
° Answer the set-up questions
T4 stirsections, SteUrAo/iltes, then « Kersey builds your risk register and a draft plan, checks them, then

an optional 15-minute call. Your answers
save as you go. Sent 12 Oct 2026. :
sends them back to you in the app.
o Kersey builds your risk register
and draft plan
From your answers only. Anything missing is
marked "To confirm", never guessed.

3 You check and approve your plan
You own it. Then the app fills in: emergency
steps, contacts, tests and reminders.

4 Keep it up to date
A short monthly check, a quarterly check,

and a review meeting with Kersey.

[ View or change your answers J

To do

Details to send

Answers you marked "Not sure" or m
"Someone else knows'. Send
them when you can

@ A i & % ®

Home Emergency My plan Tests Contacts Help

2

STEP 13
Your draft arrives

Your plan is being built

Kersey is building your risk register and
plan from the set-up answers you sent on

12 Oct 2826. We'll email you when your e When your draft is ready it appears under My plan, marked To check.
draft is ready to check. Then this page fills
in. o Chapter 4 explains how to check it and approve it.

Want to see what it will look like? Open an
example app for a made-up care home.

@ A 0 (4 ) ®

Home Emergency Myplan  Tests  Contacts  Help
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PART 2 - EVERYDAY USE - CHAPTER 3 OF 10
Home and your to-do list

Home is where you start. It shows where your plan stands and lists only the things that

are due.
Good morning Your plan at a glance
Here's where your continui lan stands and
what's waiﬁngyforyou‘t e * The top card asks if anything has changed this month. Tap Yes, tell

us to report a change, or Start monthly check.
Anything changed at Elmfield House

this month?

New SUppliGr Staff changs, ineident or * Your plan shows the version, number of risks, your next Kersey

building work.

Yes, tell us Start monthly check

review and when the plan was last tested.

¢ Print summary and Download summary give a one-page summary
you can show an inspector.

Your p|an Draft, waiting for your check

VERSION RISKS ~ KERSEY REVIEW
0.1draft 55 12 Oct 2027
LAST TESTED

Not yet

[ Print summary] [ Download summary ]

[ Set Up Plan ] [ Update Plan Detail }

To do

Monthly check

! Not done yet: a short tick list of

things to check.

a A @z v o0

Home  Emergency My plan Tests Contacts Help
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[ Set Up Plan J { Update Plan Detail J Your to-do Iist

To do » Items appear only when they are due, most urgent first. Tap the
Fionithly diieelt button on the right to do each one.

! Not done yet: a short tick list of
Things;torchecs ¢ An amber mark means due soon. A red mark means overdue.

Test your plan
1 It has never been tested. Run a
short talk-through with your team

andlog it highest risks, approving a new version, details to send to Kersey, and
Check your highest staff sign-off after an update.

g [risks

Confirm each one, or change

» Typical items are the monthly check, testing your plan, checking your

Test

* When the list is empty, there's nothing you need to do.

the score and tell us why.

Approve version 1.0
Check your highest risks first,
then approve.

Details to send

12 Answers you marked "Not sure”
or "Someone else knows". Due
Friday 23 October.

Risks to discuss

Not enough information yet to .
29 9 ¥ View

[2)
=
o
a
=

score. We'll go through them at
your next check.

a Ao @z v o

Home Emergency My plan Tests Contacts Help
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PART 2 - EVERYDAY USE - CHAPTER 4 OF 10

In an emergency

Tap Emergency at the bottom of any screen. Everything here works without signal
once the app is installed. If the app won't open, use the printed plan in your grab bag.

< Back

Emergency

Any incident
Dealing with Specific Incidents

Log Incident Detail

999 113

Fire, police, Urgent medical
ambulance advice

101 0800 111
Police, non- 999

emergency

Gas emergency

105

Power cut

Any incident: first hour

Elmfield House, 14 Mill Lane,
Ashbury Postcode to confirm

1

Senior on shift: if anyone is in danger,

call 999.

A M@ v 0
Test:

Emergency My plan ests Contacts Help

Call for help

e Tap a number to call it: 999, 111, 101, the gas emergency line (9800
111 999) and 105 for power cuts.

o Staff and on-call numbers aren't in the app. They are on your printed

contact list.
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105

Any incident: the first hour

By Ineldits first hour » Any incident lists the first steps for any emergency, in order, by role.

Elmfield House, 14 Mill Lane,

: * Read the steps out and work down them. Your site address is at the
Ashbury Postcode to confirm

1 Senior on shift: if anyone is in danger, top for When you Ca”. 999'
call 999.

2 Senior on shift: make residents and
staff safe.

3 Senior on shift: check every resident
and staff member is accounted for.

4 Senior on shift: call the on-call phone.
The number is on the printed contact
list.

5 Senior on shift: start an incident log
(time, what happened, what you did).

6  Staff: keep critical activities going:
medicines, fluids, night checks.

7 Senior on shift: if the building must be
left, take the grab bag and go to the
front car park.

8 Incident lead: take charge on arrival or
by phone.

Staff and manager phone numbers are not
kept in this app. Use the printed contact
list in your grab bag or evacuation pack. If

@ A M@z v o0
- Dealing with a specific incident

« Tap Dealing with Specific Incidents, then choose what's happening
Emergency

(for example fire, power failure, staff shortage) and your role.
Any incident

e The app shows what you do in the first hour, on day one and in the

Dealing with Specific Incidents

) ) first week, taken from your plan's playbooks.
Log Incident Detail

Dealing with Specific Incidents

What's happening

Fire or evacuation v
Your role
Senior on shift v

First hour: stabilise
e Call 999.

¢ Check every resident and staff member
is accounted for.

¢ Call the on-call phone.

Day one: control

¢ Give time-critical medicines on time
from printed MARs.

¢ Phone families.
From playbook 7.1. Register links: D1, D5, D7, D8.

a A M@ v o0

Home Emergency My plan Tests Contacts Help
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Save an offline copy

» Under Log Incident Detail, tap Save offline copy to this phone.

< Back

Emergency
This saves the emergency pages and your plan as one file on the

Any incident phone.

Dealing with Specific Incidents

» Do this again each time Kersey sends a new version.

Log Incident Detail

Log Incident Detail

Start incident log

No signal? Save a copy of this page and your
plan to this phone now, and again after each new
version. If nothing opens, use the printed copy in

your grab bag.

Save offline copy to this phone

@ A M@ v o

- Keep an incident log
« Tap Start incident log, then type what happened and what you did,
Emergency

and tap Add. Each entry is timed.
Any incident
» The log saves on the phone as you type, so it survives losing signal or

Dealing with Specific Incidents
closing the app.

Log Incident Detail
» Tap Finish and export when the incident is over. Kersey uses the log

Log Incident Detail to update your plan.

Start incident log
( What happened, what you decic Jm

14 Oct, 88:20 Incident log started.
Saved on this device as you type, so it survives

losing signal or closing the page.

[Finish and export ] [ Clear log J

No signal? Save a copy of this page and your
plan to this phone now, and again after each new
version. If nothing opens, use the printed copy in
your grab bag.

Save offline copy to this phone

a A M@ v o0

Home Emergency My plan Tests  Contacts Help

Kersey Consulting - Continuity app user guide - page 16 of 33



PART 2 - EVERYDAY USE - CHAPTER 5 OF 10

Your plan

My plan holds your documents and the parts of the plan you're asked to check. Every

version is reviewed by Kersey Consulting before it reaches you.

Your documents

< Back

e Each document shows its version and status: To check, Draft or

Documents Highest risks  What can't

Approved. Tap Open to read it.

My plan . .
Every version is reviewed by Kersey Consulting » The three tabs at the top are Documents, Highest risks and What
before it reaches you. Keep the printed copy, can:t Stop.

with your contact list, in your grab bag or
evacuation pack.

Continuity plan
Version 0.1 draft, 23 To check

pages

Risk register
55 risks: 26 scored, 29 To check

to discuss

Dealing with

Emergencies Draft
One card per role for each

of the 8 scenarios

Emergency Contact
List

Appendix A of your plan, Draft

ready to print for the grab
bag

&

@ A MO g ®

Home  Emergency My plan ests Contacts Help

Kersey Consulting - Continuity app user guide - page 17 of 33



Read your plan

e The plan opens section by section. Tap a section to open it, or search

< Back

Continuity plan

Business continuity plan, version 0.1 draft. Tap a for a Word SUCh as "pOWer".
section to open it. Names and personal numbers
ereonyoitpintedicony: * Names and personal numbers are on your printed copy, not here.

Search the plan

» What's in this edition

» Sign-off

» 1. Purpose and scope

» 2. About the service

» 3. Governance and accountabilities
» 4. Key external partners

> 5, Risk assessment method

» 6. Risks by category

@ A M@z v o

Home Emergency My plan Tests Contacts Help

Your risk register

» Every risk, laid out like the Excel register. Filter by category or rating,

< Back

Risk register
55 risks. Laid out like your Excel register. Switch or search.
to List for a phone-friendly view.

e Switch to List for an easier view on a phone.

Search

For example: power

Category
Al categories v
Rating
Al ratings v
Table List

Scroll sideways to see every column. The ID and
header stay in place.

o Lonmcomr Lsx

A1 Care delivery Medication error, omission o
missed time-critical dose

A2 Care delivery Safeguarding incident (abuse

a A M@ v o

Home Emergency Myplan  Tests  Contacts  Help
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Check your highest risks

o Kersey scored these from your answers. For each one, check the

< Back

Documents  Highest risks  What can't

likelihood and impact (each 1to 5).

Check your highest risks . _ 5

. Y s ) » Tap Confirm if the score is right. If not, change it and say why.
‘e scored these from your answers. Confirm

each one. If a score looks wrong, change it and

tell us why. Score is likelihood x impact, each e The bar at the top shows how many yOU'Ve checked.

from 1to 5.

0 of 6 checked

BS 12 High
Key knowledge

held by one person

Why: You said only you know the

safe code, and only you have

done a CQC notification.

Not confirmed yet

Likelihood 3 v Impact 4 +

F4 12 High
Missed statutory
@ A @ v o
Home Emergency My plan Tests Contacts Help

The risk matrix
Risk matrix + Tap Show risk matrix to see where each of your risks sits.

Score = likelihood x impact. Your risks are shown

. « Score = likelihood x impact. 1to 4 is low, 5 to 9 medium, 10 to 15
o |12 high, 16 to 25 critical.

5 5

Impact 3

Likelihood >

1-4 Low Review once a year
5-9 Medium Review every 3 months
10-15 High Review every month
16-25 Critical  Needs attention now

1Rare (over 5 years) - 2 Unlikely (2-5

oo years) - 3 Possible (1-2 years) - 4 Likely
Likelihood o
(about once a year) - 5 Almost certain

(several times a year)

1 Negligible - 2 Minor - 3 Moderate (days

of disruption) - 4 Major (closure for days,

hospital, regulator action) - 5
Catastrophic (death, long-term closure)
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What can't stop

< Back
e This is your business impact analysis: the activities that can't stop,

Documents  Highest risks  What can't

how long each could stop before people are at risk, and what each
What can't stop depends on.

The activities that can't stop, how long each
could stop before people are at risk, and what ° It ShOWS Only When yOUr plan inClUdeS one.

each one depends on. This is your business
impact analysis, built from your set-up answers.

CRITICAL ACTIVITIES
7

CAN STOP 2 HOURS OR LESS

4

WITH A GAP TO FIX STILL TO CONFIRM
5 2

Critical activities

LONGEST HOW YOU

ACTIVITY IT CAN  KEEP IT z'E“PE
STOP GOING
Night checks Under1 Hourly 1sen
hour checks for 2 car
some night
people

Medication, About2 Printed Ashb

including hours MAR Phari
@ A @ E v o
Home Emergency My plan Tests Contacts Help
e, e
- Future additions

» Things your plan says will be added in later versions, such as a
Documents  Highest risks  What can't

mutual-aid agreement. They're planned, not missing by mistake.
Future additions

e » They are signed off with Kersey at your review meeting.

versions. These are planned, not missing by
mistake.

How these get signhed off

At your in-person review with Kersey (next
one by 12 Oct 2027), you and Kersey agree
which additions are done and written into
the plan. The updated plan is then
uploaded here. The app checks each one
is in the new plan before taking it off this
list.

Planned for later versions 4

From "What's in this edition": later editions will add
these.

Up-to-date PEEPs

Personal emergency evacuation

plans for every resident, kept by you, At review
not in this app. (What's in this

edition)

a A @z ©w o0

Home Emergency Myplan  Tests  Contacts  Help
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bag

Approve this version

You own the plan and decide when it's
final. Two things only you can do first:

6

Risks for you to check »

12 )

Details for you to send >

Kersey goes through the rest with you on your
review call: 29 risks to discuss,
63 "To confirm" items, 4 planned additions.

]

I understand the open items above will be
settled with Kersey after I approve.

Approve version 1.0
Request changes

Check your 6 highest risks first.

Changes and checks

Draft sent for your check
Rusilt fra t-1in ancware \Wa

@ A M@z v o

Home Emergency My plan Tests Contacts Help

Approve a version

At the bottom of My plan, the approve card shows the two things only
you can do first: check your risks and send missing details.

Anything else is settled with Kersey at your review. Tick the box, then
tap Approve. The app records who approved and when.

Not happy? Tap Request changes and say what's wrong.
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PART 3 - KEEPING IT WORKING - CHAPTER 6 OF 10
Keeping your plan up to date

A plan only works if it is current. There are three regular checks and one way to report
a change at any time.

Tell Kersey about a change

< Back

. » Tap Update Plan Detail on Home (or Change needed in any check).
Update plan detail

Tell us whenever something changes. We update

* Pick what has changed, say what changed and when, and whether it

your risk register and send you a new version of

thelplanito approve, needs action in the next few days. Send one update per change.

* Kersey updates your risk register and plan and sends you a new

What has changed?
Pick one. If more than one thing has changed,
send a separate update for each.

version to approve.
A contact or person in charge Staffing

Equipment or the building
A system An incident or near miss

Something planned Other

Tell us what changed

We've switched pharmacy. Medicines
now come from a new pharmacy from 1
November. I'll add their number when I y

Please don't include names or details of the
people you support.

When did it change, or when will it?

a A @z v o0

Home  Emergency My plan Tests Contacts Help
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The monthly check

< Back

+ Once a month, tick each thing once you've checked it: printed contact
Monthly check ] . . o L.
Tick each thing once you've checked it. If list, grab bag, staffing, suppliers, the building, systems, incidents and

something has changed or needs fixing, tap .

"Change needed" and tell us about it. anyth]ng planned'

» If something needs changing, tap Change needed next to it. Tap

(] Printed contact | change needed
list

Every contact and

Finish monthly check when done.

supplier on the
printed list in the
grab bag is still right.

e It shows on your to-do list 7 days before it's due.

D Grab bag Change needed
The grab bag has
the printed plan,
contact list and
PEEPs, and they are

the current versions,

D Staffing and key | change needed
roles
No changes to
managers, leads, on-
call or staffing levels
that affect the plan.

[ ] supptiers Change needed
No new, lost or
changed suppliers

(nharmary fand

a Ao @z & o0

Home Emergency My plan Tests Contacts Help

The quarterly check

< Back

« Every 3 months, a fuller look: your highest risks, whether the plan has
Ouarterly check

Every 3 months, a fuller look at your plan. Open been tested, open test actions and what can't Stop.
each item, check it, then tick it. If something
needsienanging tapFChange needed: o Tap Open to look at each one, then tick it. Tap Finish quarterly

- check when done.
Highest risks
Each High or Critical

risk is still scored Change needed
right. Confirm or

change each one.

D Plan tested
The plan has been

tested in the last 3 Change needed
months, and the test

is logged

[ ] Test actions

Open actions from

tests are done or on Change needed
track.

D What can't stop
The activities that

can't stop, and what Change needed
they depend on, are
still right.
4 left to tick.
@ A @ % ®
Home Emergency My plan Tests Contacts Help
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After a new version: staff sign-off

* When an updated plan is approved, all staff sign a paper sheet to say they understand
what to do in an emergency.

» When everyone has signed, tick All signed on your to-do list. Do this within 2 weeks.

Your review with Kersey

* Once a year (or every 6 months if agreed), Kersey meets you on site to go through the
plan, the risks still to discuss and any future additions.

¢ The date shows on Home under Kersey review.
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PART 3 - KEEPING IT WORKING - CHAPTER 7 OF 10

Testing your plan

Test your plan every 3 months. A test can be a short talk-through with your team

around a table.

Choose an exercise

Open Tests. Under Exercises, pick a scenario, for example a fire or a

< Back

Tests and exercises

Your plan is tested every three months. Log pOWer failu re.
each test, what went wrong, and who will fix it by

when. Open actions are chased in your monthly

check.

Exercises Test feedback
Open actions History
Staff Test Session Attendance

Test Calendar

Exercises

Your plan has no exercise pack yet, so each test is
a talk-through of one of your playbooks (section 7).
Pick one to see the full detail and print it with the

pages you need.

Talk-through: Fire or evacuation
Playbook 7.1 - register links D1, D5, D7, D8

Talk-through: Infection outbreak
Playbook 7.2 - register links A5, I1, B3

Talk-through: Staff shortage
Playbook 7.3 - register links B1, B2, B3, B4, 12

O A M@z v 0

Home Emergency My plan Tests Contacts Help
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< All exercises

Talk-through: Fire or evacuation
Playbook 7.1 - register links D1, D5, D7, D8

Read each step aloud and ask the room:
who does this, how, and what could stop it?

Note anything that doesn't work.

First hour: stabilise

Any staff: raise the alarm.

Senior on shift: call 999.

Staff: move residents using PEEPs to
the front car park.

Senior on shift: check every resident
and staff member is accounted for.
Senior on shift: call the on-call phone.
Incident lead: start the incident log.

.

.

Day one: control

Incident lead: decide with the fire
service whether the building can be
used.

If not, follow 7.8.

Senior on shift: give time-critical
medicines on time from printed MARs.
Senior on shift: phone families.
Registered manager: notify CQC.
Director: tell the insurer.

.

First week: recover

¢ Director: ask Firesafe Midlands to check
the alarm.
* Incident lead: review all PEEPs.

a Ao @z & o

Home  Emergency My plan Tests  Contacts Help

< Back

Tests and exercises

Your plan is tested every three months. Log
each test, what went wrong, and who will fix it by
when. Open actions are chased in your monthly
check.

Exercises Test feedback
Open actions History
Staff Test Session Attendance

Test Calendar

Test feedback

Filled in with an example talk-through so you can
see how it works. Change anything, then save.

Date

10/12/2626 m]
Scenario

Power or heating failure v
Type

Talk-through W

a Ao @z v 0

Home Emergency My plan Tests Contacts Help

Run it

Read each step aloud and ask the room who does this, how, and what
could stop it. Note anything that doesn't work.

Log the test

Under Test feedback, enter the date, scenario, type of test, who took
part (by role) and what didn't work.
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Scenario Ad d a CtiO ns

Power or heating failure v
Type For each problem, add an action, who will do it and by when. Tap Save
Talk-through v test.

Who took part

Registered manager, deputy, two senior
What didn't work

Night staff didn't know where the
torches were kept. Nobody knew the

electricity supplier's account number. y

Actions
Put torches in the gr Deputy manage
10/26/2026 ]
Send the electricity ¢ Director

10/23/2026 (]

+ Add another action

Save test

@ A M@ E v o

Home  Emergency My plan Tests  Contacts Help

Follow up actions

< Back

. « Open actions lists what's still to do, with how long is left. Tap Mark
Tests and exercises

Your plan is tested every three months. Log done when finished.
each test, what went wrong, and who will fix it by
W:e”k'Ope” AcHonzarsichased inyourmenthly e Actions due within 2 weeks or overdue also appear on Home.
check.
Exercises Test feedback
Open actions (2) History

Staff Test Session Attendance

Test Calendar

Open actions

Put
torches
in the
grab bag

and tell

staff
Deputy
manager -
by 26 Oct
2026

a A @ @ v o

Home Emergency My plan Tests Contacts Help
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Test history

History shows when you last tested, how many tests you've logged and

< Back

Tests and exercises

Your plan is tested every three months. Log eVery paSt teSt. YOU can ShOW thlS at inspection.
each test, what went wrong, and who will fix it by

when. Open actions are chased in your monthly

check.
Exercises Test feedback
Open actions (2) History
Staff Test Session Attendance

Test Calendar

LAST TESTED TESTS LOGGED
12 Oct 2026 1

OPEN ACTIONS

2

Test history

Power or heating failure: Talk-through
12 Oct 2026 - Registered manager, deputy, two
senior carers

Night staff didn't know where the torches were kept.
Nobody knew the electricity supplier's account

Aumbhar

@ A 0O ® v o

Home  Emergency My plan Tests  Contacts Help

Record attendance

¢ Record which roles took part in each session. Staff names aren't

< Back

Tests and exercises

Your plan is tested every three months. Log stored in the app.
each test, what went wrong, and who will fix it by
W:E”QOF’@” AcHonzarsichased inyourmenthly » Tap Print sign-off sheet for staff to sign on paper, and keep it with
check.
the plan.
Exercises Test feedback
Open actions (2) History

Staff Test Session Attendance

Test Calendar

Staff Test Session Attendance

Record who took part in each test session. You can
show this at inspection. No staff names are stored
here: staff sign the printed sign-off sheet, which
you keep with the plan.

Date

10/12/2026 [m]

Who attended

Senior carers ~
How many
Home  Emergency My plan Tests  Contacts Help
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< Back

Tests and exercises

Your plan is tested every three months. Log
each test, what went wrong, and who will fix it by
when. Open actions are chased in your monthly
check.

Exercises Test feedback
Open actions (2) History
Staff Test Session Attendance

Test Calendar

Test Calendar

From section 9 of your plan: contact check
monthly (Registered manager), exercise quarterly
(Incident lead), full review yearly and after any
incident (Registered manager and Director). Dates
count from when you approve the plan. Pick which
playbook to exercise each quarter.

November 2026
Contact check - Registered manager

December 2026
Contact check - Registered manager

@ A 0@ ® v o

Home Emergency My plan Tests Contacts Help

Test calendar

Shows what's due each month for the year ahead: contact checks,

quarterly exercises and the yearly review.
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PART 3 - KEEPING IT WORKING - CHAPTER 8 OF 10

Contacts

Contacts shows who to call and what for, by role. The numbers themselves are on your

printed contact list.

< Back

Contacts and suppliers

Who to call, and what for. Once a month, check
every contact and supplier against the printed
list in your grab bag, then tick the box below.

Phone numbers are on your printed contact
list, kept in the grab bag or evacuation pack. The
app does not hold them. In an emergency, the
national numbers are on the Emergency page.

All contacts and suppliers checked
against the printed list in the grab
bag

Checked 12 Oct 2826. Next check due 12 Nov
2026.

[ Add or change a contact

On-call phone

Manager on call

Registered manager

Incident lead; CQC

Denutv manaaer

a A O @ g

Home  Emergency My plan Tests  Contacts

Help

Check your printed list each month

* Once a month, check every contact and supplier against the printed
list in the grab bag, then tick AlWl contacts and suppliers checked.

« Tap Add or change a contact to tell Kersey about a new or changed

contact.
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Print the emergency contact list

« Open Emergency Contact List from My plan. Print it and write in the

< Back

Emergency Contact List

Appendix A of your plan. Print it and keep it in personal numbers by hand.
the grab bag. Personal numbers are not held in
theapnisoiticloritoieyesie soace tolaits « Keep it in the grab bag and check it every month.

them in by hand.

m Download to print

Elmfield House:
Emergency Contact List

Appendix A of your continuity plan (8.1 draft).
Printed 12 Oct 2026. Write personal and missing
numbers in by hand. Check this list every month
and keep it in the grab bag.

CONTACT NUMBER WHAT FOR
Emergency 999 Fire, police,
services ambulance
NHS 111 1 Urgent
medical
advice
Police non- 101 Non-urgent
emergency police
On-call phone Manager on
call
Registered Incident
manager lead; CQC
@ A& O @ v o
Home  Emergency My plan Tests Contacts Help
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PART 3 - KEEPING IT WORKING - CHAPTER 9 OF 10

Your year at a glance

The app reminds you of each of these on Home when it is due.

WHEN

Every month

Every 3 months

After any change

After a new version

Once a year

Any time

WHAT

Monthly check, including your printed contact list

Quarterly check and a plan test

Tell Kersey with Update Plan Detail

Approve it, then staff sign-off within 2 weeks

Review meeting on site (or every 6 months if agreed)

New versions checked and sent to you
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WHO

You

You and your team

You

You

You and Kersey

Kersey
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Questions and problems

Quick answers to the things people ask most.

The app won't open in an emergency.

Use the printed plan and contact list in your grab
bag. That's what they're for.

I've lost my phone.

Tell Kersey straight away so your sign-in on that

phone can be stopped. Your screen lock protects
the app until then, and no personal numbers are

stored in it.

My code doesn't arrive.
Check your junk folder, wait a minute, then tap send

a new code. Check you used your usual work email.

Something in the plan is wrong.
Tap Update Plan Detail and tell Kersey. Don't wait

for the monthly check.

I have no signal.

If the app is installed, the Emergency page, your
plan and contact roles still open. The incident log
saves on the phone and sends later.

A new deputy or manager starts.
Ask Kersey to add their work email. Remove anyone

who leaves the same way.

An inspector asks about
our continuity plan.

Show them My plan, your test history and the one-
page summary from Home. The plan is reviewed by
Kersey Consulting, but it is your plan and you
approve it.

Who can see our information?
Only you, anyone you've asked Kersey to add, and
Kersey Consulting. Never type names or details of

the people you support.

Getting help

details are in your welcome email.

Reply to any email from Kersey Consulting, or use Update Plan Detail in the app. Kersey's contact
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