
 

BUSINESS CONTINUITY CHECKLIST 

Preparing for an emergency 
 

The following checklist is intended to help academic departments identify some basic steps to 

safeguard research and teaching activities that could be hindered by a period of significant 

disruption on campus. Colleagues such as your Departmental Administrator/Manager and 

Departmental Health and Safety Officer can assist you to review the checklist.  

 

Example scenarios include epidemic/pandemic, earthquakes, fires, floods, hazardous 

substances incidents and on-campus acts of violence. 
 

 Your department has a plan that details how it will communicate rapidly with staff and students if there is 

an emergency. For example, staff have been asked to call the HOD to let him/her know that they are 

safe (i.e a reverse phone tree) and students have been told to check Blackboard or a Departmental 

Facebook page for information. 

 

 Departmental staff keep a hard copy list of important phone numbers handy both in their office and at 

home (including laboratory staff, key suppliers, central University services such as Health and Safety, 

Property Services, Campus Watch etc) 

 

 Digital copies have been made of all essential documents including drawings, plans, or specifications of 

unique equipment or experimental apparatus 

 

 Computer files are backed up by ITS and/or staff and students are encouraged to make their own back-

up copies of key files to be kept on portable storage devices 

 

 Where possible, departmental servers are housed in one of the University’s centrally managed server 

rooms 

 

 Staff and students receive regular training in evacuation and emergency procedures 

  

 Laboratory researchers and staff know which lab appliances are supported by back-up generators, and 

know how to maintain the research materials in appliances without back-up power if necessary  

 



 Bookshelves, files, appliances, equipment etc. are bolted, braced, or tied down so they will be neither 

life safety hazards nor damaged /lost  

 

 If needed, individual research team leaders can contact colleagues from other laboratories within New 

Zealand to allow essential research activities to be continued if your space becomes unusable 

 

 Academic teaching staff are encouraged to: 

o Develop alternate means of teaching (such as using podcasts, interlinking, Blackboard, audio 

and web conferencing etc). These could be used to distribute course content during periods 

when classrooms are not available (e.g. post-earthquake) or students cannot come to class 

(e.g. pandemic). Please contact Emerson Pratt, Manager Teaching and Learning Facilities, for 

advice and support 

o Have a Blackboard site (or similar) for every paper  

o Keep grades current at all times 

o Carry out at least one in-course assessment per paper so that if necessary the University has 

marks available on which to base an Aegrotat pass. 

 

 Your department is able to substitute lecturers if necessary. The groundwork is laid by practices such as 

team-teaching, rotating lecturers, or substituting ”topics in” courses. 

 

 Staff are encouraged to consider any special teaching issues they may encounter during and in the 

aftermath of an emergency and to consider potential alternatives. For example, some courses require 

specialised resources and logistics, for example: science labs, computer labs, design studios, field work, 

access to collections (library, museum etc.) 

 

 

 

 

 

 


