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Disaster Planning Checklist

Most of what is set forth on this checklist applies to other disasters as well – flood, severe storm, earthquake, fire, toxic, terrorism, etc.  Use this as the basis for creating a simple plan that can be executed on.

According to FEMA, here are the Ten Most Common Errors Found With Emergency Response Plans:

1. No upper management support

2. Lack of employee buy-in

3. Poor or no planning

4. Lack of training and practice

5. No designated leader

6. Failure to keep the plan up to date

7. No method of communication to alert employees

8. OSHA regulations are not a part of the plan

9. No procedures for shutting down critical equipment

10. Employees are not told what actions to take in an emergency 

1. Disaster Exposures

· Fire

· Wind

· Water/flood

· Tornado

· Debris flying/on ground/falling

· Electrical shock

· Explosion

· Property and person

· Hazardous materials

· Bio-decay

· Theft/robbery/looting

· Note:  Don’t trust the weatherman!

· _____________________________________________

· _____________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2. Insurance

· What types of property coverage do you have?

· Building

· Leasehold improvements

· Contents/business/personal

· Business income

· Inventory

· Machinery

· What perils are covered?

· Windstorm and hail

· Fire

· Theft

· Flooding

· Vandalism

· Molds, etc.

· What occurrences trigger coverage?

· What are the deductibles?

· All documents secured
· _____________________________________________

· _____________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
3. Planning

· Team/Organizational chart – use existing one and assign specific titles and duties.

· What are you trying to protect?  Define the commitment.  – Time, money, risk.

· Focus on two or three priorities – Safety, communications, finances, production.

· Who’s in charge of what?

· Plan for each category in writing.

· Have reviewed by group not on the team – make sense?  Executable?

· Distribute to all – Intranet, in print, in Spanish, online, voice recording.

· Central repository for information/intra-net/secure area

· Posters, pamphlets, etc. – put up reminders everywhere

· OSHA Fact Sheets on cleanup hazards, flood cleanup, fungi, falls, electrical, heat, tree trimming. 

· Training – dry runs

· Policies to employees re leave, use of PTO, pay, insurance, etc. – see Sample FAQ
· Videotape or photograph premises and equipment.  Store in a safe place and off premises.

· Remove, back up or copy critical documents, digital media, tax records, title documents, personnel files, financial and insurance.  Store copy off premises.

· _____________________________________________

· _____________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________

4. Financial

· Payroll – direct deposit/manual checks

· Benefits – coordinate with carriers for payments and notices

· Accounts receivable – offer a discount?/factoring?/bank lock box?

· Accounts payable – request a discount?

· Cash management – cash on hand/access to cash

· Cash advances to employees – earned vacation, secure a note

· Lines of credit – do you have one?

· Banking – access to account.  Alternative branches

· Identity theft – lock and key, secure off site?/Storage facility

· SOPs?  Cross-training?  Who can step in?

· Purchase card limits

· Security issues

· _____________________________________________

· _____________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

5. Production

· Total shutdown

· Partial shutdown

· Critical business functions

· Primary customer obligations

· Outside resources available

· Logistic issues

· Supply chain

· Pre-ship out of state?

· Inventory management

· Shipping and receiving

· Moving equipment out of area

· Contacting customers re status

· Outsource emergency customer service with advance notice to customers

· SOPs?  Cross-training?  Who can step in?

· _____________________________________________

· _____________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________

6. Facilities and Equipment

· Locks/keys/passwords

· Alarms/passwords

· Hazardous materials

· OSHA requirements

· Fire extinguishers

· Gas cutoff

· Electrical panels

· Install shutters, etc.

· Move work stations away from windows

· Surge protection

· Protect valuable equipment

· Utility and facility maps for emergency responders

· Shut down/automated/offsite

· Turn on protocols

· Training/practice

· Secure computers

· Back ups/data recovery

· Surge protection

· Power generation

· Fuel for generators

· Place items in secure storage

· Portable pumps

· Fans

· Fill all cars/trucks with gas

· Park vehicles in covered garages or against leeward side of solid buildings

· Consider storing gas for employees

· Consider hiring security guards/monitors

· _____________________________________________

· _____________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________

7. Miscellaneous

· Weather radios

· Ladders

· Hurricane straps

· Flash lights

· Bottled water – lots of it

· Storage bins

· Food/coffee

· Propane gas stove

· Building plans/maps

· Blue tarps

· Masks

· First Aid kits

· Battery driven TVs

· Rope

· Tools

· Trash bags

· Non-perishable food and drink for employees

· Barbeque/propane stove

· Helping each other

· _____________________________________________

· _____________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

8.   Plant Shut Down

· Chain of Command

· What’s My Job?/Where should I go?

· Who monitors weather?

· Who makes what decisions?

· When and what to close

· Warning system

· Advising employees

· Advising trucks and others on road/in field

· Evacuation routes 

· Transportation needs of employees

· Facilities shutdown

· Equipment shutdown

· Coordination with vendors/suppliers/customers

· Coordination with local agencies

· Local shelter areas

· Local medical facilities

· Case of water to take home

· _____________________________________________

· _____________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________

9.   Contact Management

· Command Center/Alternative locations

· Employer calls employees

· Employees call employer

· Everybody calls third party

· Inability to call

· Radio stations

· Meeting sites

· Website

· Phone sheets/communication trees

· Toll free numbers, out of state 800 numbers, bridge lines, etc.

· Satellite phones

· Planned conference calls

· Third parties:

· Emergency Medical Care/facilities

· Insurance agent

· Police

· Fire

· Contractors

· Others

· _____________________________________________

· _____________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

10. Who is Needed, Who is Not
· Chain of Command

· Operations

· Customer Service

· Drivers

· Cleanup/repairs

· Volunteers

· Who is single?  Who has kids or elderly parents?  Have realistic expectations.

· Consider establishing a relationship with a temporary employment agency to both place out of work employees and to find temporary employees.

· _____________________________________________

· _____________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________

11. After the Storm
· Maintain contact with stakeholders

· Update password protected website

· Contact third party site; i.e. Yahoo, newspaper, blogs.

· Contact radio announcements (pick a station)

· Keep record of events, mitigation efforts, etc.

· Maintain injury logs

· Press releases/media contact

· Recovery operations

· Damage assessment and photos/video

· Damage mitigation

· Coordinate with insurers, bank and others

· _____________________________________________

· _____________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________

12. Miscellaneous Employee Matters

· Continued wage payments – for how long, under what circumstances?

· PTO to prepare family or leave town – if their presence is critical give them time to prepare!  

· Employee housing – everything from tents to motels and spare rooms.

· Telecommuting Policies for those forced to work from home

· Care packages

· EAP programs

· Child and Elder care issues

· _____________________________________________

· _____________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

13. Assisting Others in Community
· Child care

· Elder care

· Facilities usage

· Temporary jobs

· Communications

· Donations

· Hotline services

· Mutual aid agreements with other businesses

· Hospitals

· Shelters

· _____________________________________________

· _____________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

​​​​​​​​​​​​​​​​​14. Legal Concerns
· FLSA (All employers)

· Non-exempt

· Doors open – no pay if no show

· Closed – no pay unless waiting time

· Exempt

· Doors open – choose not to work = no pay (personal leave)

· Closed – ready and willing to work = pay for the week

· FMLA (50+ employees)

· Eligibility

· Emotional injury

· Family members – health only

· Job continuation

· Medical certs in 15 days

· ADA (15+ employees)

· 36 pages to defend a mental disability regarded as

· Substantially limiting

· Go to JAN

· USERRA (all employees)

· Continuation of job

· WARN (100+ employees)

· Plant closings

· Notice requirements

· Disaster exceptions

· COBRA (20+ employees)

· Extend coverage

· Actively employed

· Notices - resend

· Addresses for payments

· Extension of time to request COBRA

· Liberalize Leave Policies

· Possible handouts

· Emergency preparedness plan

· Information re compensation (FAQ)

· Information re home preparation

· _____________________________________________

· _____________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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