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Contingency/ Emergency Plan  

 

Guidance Notes 

 

A Contingency or (Emergency Plan) is a record to aid you when considering what would 

happen to the person you care for should you suddenly be taken ill or have an emergency 

which means you are unable to care for them. 

 

In an emergency it is important to think about and plan what would happen if you were 

unexpectedly either temporarily or longer unable to provide care for your relative or friend.  

 

An emergency could be an unexpected childcare issue, a period of illness, travel disruption, 

or even a stay in hospital. What If, for some reason you fell unconscious, and you could not 

communicate – how would anyone know your circumstances.  

 

Taking the time to create an emergency plan now will give you confidence that no matter what 

life throws at you, you’ve already planned for the best. 

 

Being prepared can’t stop emergencies from happening, but it can make them just a little bit 

easier to manage at a time when you need it most and give you peace of mind. 

 

Even if you have friends and family who will help out during an emergency, we advise that you 

write a plan. This ensures they have all the details they need to provide the best level of care 

to your loved one 

 

Things to Consider 

 

• Help to write your plan. 

 

In many cases the plan will provide a simple outline of arrangements and contacts who can 

help in the event you are not available.  

 

There may be close family members who are already involved in the support or the person, 

who can help as it can still be quite daunting. Perhaps you could have one of these close 

family members or friends with you when you write your plan and discuss options etc. This 

may also help them where they are one of those willing to help out to better understand the 

arrangements in place in your absence.  

 

Have all relevant documents to hand and contact numbers of those people who you have 

agreed will help alongside any professionals or care agencies involved.  

 

Sefton Carers Centre can also support and advise you along the way.  
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• Thinking about the persons needs and your main concerns.  

 

Think about the needs of the person being cared for and what might be your main concerns 

where you not to be there.  

 

For example, if the person manages their own medication, they may only need someone to 

make sure they have their medication in place, arrange a repeat prescription or collect the 

medication.  

 

In other cases, there will be other matters to consider for example the person may not be able 

to manage their medication and so a comprehensive outline of what medication is prescribed 

would be necessary. Think about where this may be stored or managed in the persons home, 

do they need any prompting or administering of their medication.  

 

Think about what other things would be needed in an emergency, even though we don’t like 

to think about it, an emergency could happen, and you will have peace of mind having a robust 

plan in place. For example, who might hold a key or have a key code.  

 

When putting your plan together we have tried to assist you in thinking through these variables, 

but we would stress not to make the plan over complicated where possible, just consider the 

key elements clearly and concisely.  

 

• Who should you include in your plan. 

Add the details of two or three trusted people who know about your situation. These could be 

family members, friends or professionals that understand the persons needs well.  

Think about who should be contacted first and prioritise your list of contacts. There may be a 

primary person who could coordinate the plan in your absence.  

It is important they understand what they have agreed to support and provide in an 

emergency and agree to their information being shared with other professionals. This would 

usually be on a need-to-know basis only. 

• What important information do people need to know? 
Note any significant points that the reader of your plan will need to be aware of.  

It could be the medication information of the person you care for or a pet that would need to 
be looked after. 

• Make your plan known. 
Once you have your plan - Think about how someone could access it if an emergency 

happened. Without the people around you knowing where it is, the plan is ineffective.  
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Ensure those emergency contacts who have agreed to support the person understands what 

it needed. When sharing the plan with them it is also a great opportunity for to share your 

thoughts and feelings, so they know exactly how you’d like them to handle an emergency. 

If you wish to share the plan with your GP this can be useful, we have however provided a 

shorter version template for this purpose. Which should be included in this pack 

 

 

• Where you will keep the plan. 

 

Think about the best place to keep the plan. You may share it with the emergency contacts, 

but it would also be useful to have a copy in a safe but accessible place in the person’s home. 

If emergency services are called out this would be important information to help them ensure 

the person is safe.  

 

• Keep the plan updated.  

 

You must ensure that the plan is updated regularly, or in the event of any changes. For 

example, the persons medication may have changed, a key holder or contact has changed.  

 

 

• Consent, Capacity and Cognition.   

 

It would only be expected that the cared for person would need to be aware of and happy with 

the plan and have consented to sharing their information and how it will be used to support 

them in the event of an emergency.  

 

Dependent upon the cared for persons capacity and cognitive ability, and where capacity may 

be in doubt, consideration needs to be made of the legal rights of the cared for person under 

the Mental Capacity Act 2005. For example, is there a Guardianship order in place, or do you 

or someone else hold a Power of Attorney?  

 

Where there is a guardianship order in place the Court of Protection may need to be contacted 

to support the plan.  

 

 

• In all cases, when considering capacity, there would always be an assumption of the 

person having capacity and supporting the person to make their own decisions.  

 

• Where you hold a Power of Attorney which includes the persons welfare, you will be 

able to make such decisions in the ‘best interest’ of the person.  

 

• Where there is no Power of Attorney in place and you are the main carer, family 

member, next of kin, you can consider how to make a best interest decision for the 

person based upon your knowledge of what the person would agree to. There are 

complexities and some decisions would need to be managed as part of a legal 
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framework. (Further advice can be found at www.nhs.uk  under Mental Capacity Act, 

Making Decisions for someone else.) 

 

• A GP or Medical Professional can make a formal assessment of the persons mental 

capacity.    

 

• Sefton Carers Centre may be able to support you in considering these matters, 

however you may still need to seek more formal legal advice where needed. We can 

provide a list of legal providers for you to approach where needed.  

 

• Other Services – things to think about   

 

In the template we have included identifying other services who may be involved in the 

persons care and support. This may include:  

 

• Communication – how the person likes to be addressed, or if they have any 

communication needs, i.e. hearing or visual impairment.  

 

• Mobility  – do they need support to move around, cannot stand alone, or maybe have 

equipment in place etc.  

 

• Environment– is their residence accessible, easy to find, are there any issues with 

space, furniture, risks etc.  

 

• GP, District Nurse or Hospital Consultant – this might be due to regular appointments 

either at home or attended, where you may need to think about who would support the 

person in your absence. 

  

• Pharmacy – Medication – this may be around repeat or regular prescriptions, these 

may need to be arranged or be delivered, in a blister pack, or someone may need to 

collect and store the medication in a safe place etc. –  

 

• Care Agency – where there is a care package in place, you may need to alert the 

agency to the changes in your absence and who they contact in your absence. You 

could delegate this in the plan in the event of an emergency. 

 

• Diet and food – does the person have any allergies or preferences, are they diabetic 

etc. 

  

• Food delivery, Gardener, Cleaner etc – there may be a regular delivery of meals or a 

person coming to mow the grass etc, which the person may need help with.  

 

• Pets – where the person has a pet, they may need help if this is something you 

supported them with.  

 

http://www.nhs.uk/
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• Paying bills – where needed the person may need support to pay their bills on time.  

 

• Other regular events – you will know what is particular to the person and where needed 

what need to be in place in your absence where the person needs support. i.e. laundry, 

social events etc.  

 

• Irregular events – think about in your absence and where needed how the person may 

need help with this could be a boiler being serviced, a heatwave where those you care 

for may need to be reminded of safe measures etc.  

 

Try not to overthink too much, these are a guide, however it would be useful for your agreed 

contacts to better understand these to support your loved one.  

 

The template attached will guide you through these, but it is useful to think these through 

before completing the plan.  

 

Sefton Carers Centre – Support  

 

Sefton Carers Centre wishes to support you as much as possible and so the template 

attached is a revised version of the current Emergency Plan template, and alongside this guide 

will help and support you in building contingency arrangements and what areas for you to think 

about.  

 

We are also still her to help and so please contact us where needed.   

 

Feedback – We would welcome your feedback about this document and the Emergency Plan 

Template and if has helped you to put your plan together. This would help us to improve the 

advice and support provided and let us know if it is working well or not.  

 

Please contact us at help@carers.sefton.gov.uk or telephone 0151 288 6060 for either further 

support or feedback.   

 

mailto:help@carers.sefton.gov.uk

