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Disaster /Emergency  P lanning:  Got  One?
There ’s  no  shor t age  o f  r eminders  in  today’s  head l ines  o f  why  eve ry
bus iness  should  have  a  d i sas te r  p lan ,  and  make  sure  the i r  employees
are  famil iar  with  i t .   J .J .  Kel ler,  special is ts  in  workplace r isk control ,
has  put  ou t  a  very  s imple  7-s tep  guide  tha t  wi l l  ge t  you  s ta r ted  in  the
r igh t  d i r ec t ion .   I t  fo l lows ,  a long  wi th  a  l i nk  to  i t s  s i t e ,  where  more
information can be found.

Does  your  company have  an  emergency  p lan?

Emergency p lanning  today wi l l  he lp  your  company ge t  back  on  t rack
more  qu ick ly  a f t e r  a  t e r ro r i s t  a t t ack  o r  o the r  fu l l - s ca l e  emergency.
Emergencies  can be  crea ted  by severe  weather,  ear thquakes ,  or  o ther
na tura l  d isas te rs .  The  pas t  te r ror i s t  a t tacks  on  U.S .  so i l  demonst ra te
the  impor tance  o f  be ing  p repared .  Even  i f  your  company  i s  based  in
a n  a r e a  o f  t h e  c o u n t r y  t h a t  s e e m s  u n l i k e l y  f o r  a  t e r r o r i s t  s t r i k e ,  n o
one can real ly  be  sure  where  an a t tack may happen.

The Department of  Homeland Security  recommends the fol lowing
steps  in  order for a  company to  be  prepared for an  emergency.

1 . Be informed.  Risk assessment is  important  and can be as simple
as a  self-assessment  or  as  extensive as  an engineering s tudy.

2 . Cont inu i ty  P lann ing .  Asses s  i n t e rna l  and  ex t e rna l  company
func t ions  to  de te rmine  which  s ta f f ,  mate r ia l s ,  p rocedures  and
equipment are necessary to keep the business operating.  Review
your  bus ines s  f l ow cha r t .  Make  a  l i s t  o f  impor t an t  cus tomers
and plan on how you could serve them during and after an emergency
si tuat ion.  Identify key suppliers ,  shippers ,  and other  resources.

3 . Emergency planning for employees.  Involve your  employees.
Communicat ion is  essent ia l  before ,  dur ing and af ter  a  d isas ter.
Telephone call ing trees can be beneficial .

4 . Employees  with disabi l i t ies .  F ind out  what  ass is tance
employees with disabil i t ies require.  Check on communication
difficulties,  physical l imitations and medication procedures.
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4.   Employees with disabil i t ies .   Find out  what  assis tance employees
with disabilities require.  Check on communication difficulties, physical
l imitat ions and medication procedures.

5 .   Emergency  supp l i e s .   B e  s u r e  t o  h a v e  a t  l e a s t  t h e  b a s i c s  o f
s u r v i v a l :   F r e s h  w a t e r,  f o o d ,  c l e a n  a i r,  a n d  w a r m t h .   E v e r y o n e
should have a portable ki t  to meet  personal  needs,  such as essential
medications.

6 . Secure records.  Keep copies of important  records such as building
plans,  insurance policies,  and employee identification information,
f i nanc i a l  r eco rds ,  supp l i e r  l i s t s ,  and  compu te r  backups .  S to re  a
second set  a t  an off-s i te  locat ion.

7 . P lanning  to  s tay  or  go .  Depend ing  on  the  c i r cums tances ,  one  o f
the most  cr i t ical  decis ions  wil l  be  whether  to  s tay in  your  locat ion
or to evacuate. Plan for both possibilities. When making an evacuation
plan,  develop a  sys tem to  know who is  in  your  bui ld ing,  including
customers  and vis i tors ,  i f  possible .  Decide in  advance who has  the
author i ty  to  order  an evacuat ion.  Some s i tuat ions  may necess i ta te
s t a y i n g  i n  p l a c e .  F o r  i n s t a n c e ,  i f  t h e  a i r  h a s  b e e n  c o n t a m i n a t e d
wi th  a  chemica l ,  you  may  be  in s t ruc t ed  to  t ake  she l t e r  and  “ sea l
the room.” Prepare in advance how to deal with this type of situation.

Review your disaster  plans annually.  No one knows what  type of  terroris t
attack or disaster may occur. Update your plans and inform your employees.

For more information and sample emergency plans go to the U.S. Department
of Homeland Security si te at :
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