Business Continuity and Emergency/Disaster Preparedness Plan

Policy: Local providers providing shelter services will agree to participate in the Universal Agreement Emergency Disaster Shelter, as evidenced by signature of the CEO or designee on the Universal Agreement Emergency Disaster Shelter document. The Universal Agreement Emergency Disaster Shelter document is signed by all Agency Executives and effective throughout the terms of the contract. 
Purpose: The purpose of this plan is to set forth preparation procedures, designate responsibilities, and outline courses of action to be followed in response to and recovery from a potential emergency/disaster to protect all staff and clients from harm through a coordinated approach to all potential hazards.   

Legal Requirements:  Every contract provider of services to Department of Children and Families (DCF) participants is required by Florida Statutes to have an emergency/disaster plan.
DCF has subcontracted with the Partnership for Strong Families for dependent youth and LSF Health Systems for substance abuse services to adhere to the legal mandate. Every contract provider of services to Florida Network participants is required by contract language to have the emergency/disaster plan reviewed by the Florida Network and a Fire Inspector annually.

Definitions:

PREPAREDNESS

1. During the preparedness phase the following tasks may occur:

a. Prepare contingency supply list and have appropriate reserve supplies.

b. Train employees on the plan.

c. Update necessary communications “text tree” by site.

d. Backup and store critical business, financial, and data information.

MITIGATION 

1. Mitigation is the use of processes and/or actions to either reduce or alleviate the impact of an emergency/disaster threat.  By Mitigation loss, the agency assesses potential risks and vulnerabilities in advance so as to prepare contingency plans and strategies to reduce the risk.  Mitigation tasks may include a plan of correction or improvement plan for potential risks identified during the assessment.

2. Agency assessment shall include the following tasks:

a. Review of agency insurance coverage.

b. Plan for contingency funds.

c. Identify and protect company assets.

d. Develop a site assessment for each site.

RESPONSE/RECOVERY

1. The response phase is characterized by actions taken in the event of an impending disaster.

a. Increased Readiness Period – When an official threat or an emergency is imminent; it continues until the danger subsides or until it is suspended by emergency operations.  Establishing the right priorities for employees, their family, participants, business, and community is a critical component of this phase.

b. The Relocation/Shelter Period:  When officials determine that citizen safety is endangered in the outdoors and citizens are ordered to either relocate or stay inside for safety.  When the hazard is either eliminated or reduced to acceptable safe levels and citizens will be allowed to return.

c. The Emergency Operations Period:  The actual response that begins with the disastrous event and continues until the recovery period begins.

Procedures: Disaster preparedness plans will include, but not be limited to the following:

1. Emergency evacuation in case of disasters (hurricane, tornado, fire, flooding, youth riots, taking of hostages, shooting, chemical spills, bomb threats, terrorist acts, etc.)

2. Procedures to follow in a severe weather warning 

3. Necessary and secure transportation in case of evacuation (applicable to shelters only)

4. Conditions under which evacuation would occur

5. Identification of a specific evacuation facility

6. Procedure to address bringing food, medications, logbooks, cell phones, radios, and other necessities (mattresses, etc.) during an evacuation (applicable to shelters only)

7. Process to notify the Florida Network 

8. If program closure occurs for any services provider contracted with the Florida Network, the CCC must be notified. 
Policy on Disaster Response: This section describes six responses to a disaster, or to a problem that could evolve into an emergency/disaster.

1. Detection and/or determination of an emergency/disaster condition- Whomever in the agency first discovers or receives information about an emergency/disaster situation developing in one of our program sites or geographical area is required to follow up immediately by notifying the responsible staff member who is the onsite director or supervisor who will in turn move up the chain of command who will notify persons responsible for preparedness, mitigation, or recovery. 
2. Initiate the Executive Management Team (EMT) – Initiation of the emergency/disaster plan and the Communication Guidelines for Disaster Situations is the responsibility of the CEO/COO or any member of the EMT.  The EMT consists of:

· Chief Executive Officer (CEO)

· Chief Operations Officer (COO)

· Comptroller 
· Data Systems Manager (DSM)

· Quality Assurance Director (QAD)

· Directors

· Community Development and Outreach

· Human Resources Manager
· Others as indicated.

3. Activate the designated alternative work sites – The responsibility for activating an alternative site is delegated to the COO.  In the absence of the COO, responsibility reverts to the CEO or their designee.   

4. Disseminate Public Information- The CEO is responsible for directing all meetings and discussions with the news media and the public, in the absence of the CEO the responsibility reverts to the COO or the program director at the site.

5. Provide support services to aid in response and recovery – CEO will initiate the EMT to assess and begin tasks related to restoring services.

Staff Notification -When an emergency/disaster exists; staff may be notified through a variety of means:

· Programs can be called from an Administration Office.

· Programs can be notified by CEO/COO when bulletins are received from the external Office of Emergency Management.

· Programs can be notified through the “Text Tree” system.

· Programs can call the CEO/COO or Administration Office.

· Local law enforcement, emergency management, or medical personnel may notify on-site programs.

Call List - The emergency/disaster notifications call list of all management staff with their home phone numbers and/or cellular phone number is available at each operational site.  Also available is the on call list of all program staff with their home phone numbers and cellular phone numbers, for each respective site.  

NOAA Weather Radio Transmitters/Televisions:  All residential programs have access to a radio and TVs.  The NOAA Weather Radio Transmitter for our geographical area is Jacksonville, at www.srh.noaa.gov/jax.  Any staff hearing that severe weather approaches should immediately call the director and the COO, and also notify all staff in their own facility.

Emergency Phone System:  All residential programs have access to cellular phones.  Staff shall ensure that the cellular phone battery is kept charged.

Executive Management Team (EMT): The CEO/COO shall convene this team as needed and will direct its activities.  

Emergency/Disaster Funding:  The Comptroller will ensure that a system for accessing funds on an emergency/disaster basis is identified and operational.  This system may include standing purchase orders for food and emergency/disaster supplies, petty cash and credit available to members of the Emergency/Disaster Response Team.

Assignment of Staff:  CEO/COO has the authority to assign available staff in emergencies to cover all necessary staff positions.

Staff Training:  Staff receives training on emergency/disaster procedures at New Employee Orientation and at the program level.  All direct care staffs are CPR and First Aid trained and maintains certification.  Training is documented and monitored at each program site.  

Annual Review of Plan: CEO/COO, Florida Network, Fire Inspector review the emergency/disaster preparedness procedures annually.

Critical Agency Contacts: See Emergency contact information by County.

Administration Office:
CDS Family & Behavioral Health Services, Inc.

3615 SW 13th Street

Gainesville, FL  32608

(352) 244-0628 

The following individual in our Executive Management Team is designated to provide operational coordination during an emergency/disaster.

Cindy Starling, Chief Operations Officer

(352) 244-0628x3827
(352) 318-9428 cell

cindy_starling@cdsfl.org
The following person is our Chief Executive Officer and will serve as the company spokesperson in an emergency/disaster.

Phil Kabler
(352) 244-0628 x 3824
(352) 339-5793 cell
phil_kabler@cdsfl.org
· Be Aware of Potential Emergency/Disasters:

The following natural and man-made emergency/disasters could impact our business.  An Emergency Action Plan has been developed.

1. General Evacuations Plans

2. Fire

3. Bomb Threat

4. Natural Disaster

· Tornado

· Hurricane

· Flood

5. Utility Failures

· Power Failures
· Gas Leaks
6. Emergency Medical Procedures

7. Safety during violent or other threatening situations.

· Terrorism, Violent or Threatening Plan or Activity
· Work Place Violence

· Hostage Situation

· Shooting

· Chemical Spill

The following emergency/disasters could also impact our business and the general evacuation plan described in this document shall be followed.

1. Technological emergencies:

· Hazardous materials incident

· Structural fire/collapse

· Power interruption/failure

· Environmental health

· Terrorism

· Chemical and biological weapons

· Cyber crime/attack

· Nuclear accident

· Transportation/accident

2. Other emergency/disaster events:

· Violence in the workplace

· Workforce/place disruption

· Adjacent hazards

· Loss of key staff

· Sabotage, fraud and theft

· The following is a prioritized list to our critical operations, lead staff our agency needs in case of an emergency:

1. The following people will participate in emergency/disaster planning and crisis management.

a. Residential Sites:

1. Phil Kabler, CEO

2. Cindy Starling, COO

3. Zeke Whitter, Regional Director  IYP Central -Gainesville

4. Sabriena Williams, Regional Director IYP North West, Lake City & IYP East, Palatka
b. Non- Residential Sites:

3615 SW 13th Street, Gainesville Office Building

1. Phil Kabler, CEO 3615 SW 13th Street, Gainesville Office Building

2. Cindy Starling, COO  
3. Jessica Bechtold, Non-Residential Director
4. Evelitza Soto, SNAP® Program Supervisor

5. Jonathan Lewis & Latisha Geiger, Prevention Supervisors for Prevention School Sites in Alachua and Levy Counties
                      620 Arlington Blvd., SNAP® Building Lake City

1. Phil Kabler, CEO 

2. Cindy Starling, COO 

3. Sabriena Williams, Regional Director  IYP North West, Lake City & IYP East, Palatka
4. Leigh Kassem, SNAP® Program Supervisor

          c. Business/Technical Crisis:

1. Phil Kabler, CEO

2. Cindy Starling, COO

3. CDS Comptroller
4. Liz Tschumy Data Systems Manager
5. Consult with the Executive Committee of the Board of Directors 

· Coordination And Communication With External Resources:

We plan to coordinate with other partners in the development and review of our plan.  The following will participate in the emergency/disaster plan on an annual basis:
1. Fire Inspector review and sign off.

2. Health Inspections of all CDS residential programs.

3. Fire Inspections of all CDS buildings.

4. Review of the plan by the Florida Network, LSF Health Systems and Partnership for Strong Families and the Fire Inspector.
5. Monitoring of the plan by LSF Health Systems, Forefront LLC Compliance Monitoring Services for the Department of Juvenile Justice Quality Assurance Team and Office of Inspector General’s State Contract Monitoring Team.

6. Safety check of all fire extinguishers by contracted provider.
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