
Communication Guidelines for Emergency/Disaster Situations

Purpose:
The intent of the following policy is to outline procedures for staff communication in preparation for and in the aftermath of a disaster or other impending emergency.

Policy:
It is the policy of CDS to protect persons served, staff members, volunteers, visitors, and property in the event of an emergency or disaster situation.  All potential emergencies cannot be anticipated; therefore, emergency plans shall provide for adaptability to multiple situations.  The Executive Management Team is responsible for oversight of emergency disaster plans and the Program/Regional Directors are responsible for coordinating emergency response drills in their area and ensuring that all staff are well prepared to respond effectively to any emergency. 

Procedures and/Process:

· At the first issuance of a severe weather watch for the area or notification of any other impending disaster, the CEO or COO will call a meeting of the Executive Management Team (EMT).

· The EMT will review Emergency/Disaster Plans for the areas/programs of probable impact.  Scheduling and any other issues that may impact emergency preparations will be discussed.

· Timelines to begin preparations as outlined in program specific disaster plans will be determined.  Potential for evacuations will be reviewed and plans discussed.

· The protocol for maintaining agency-wide communication both during and after the emergency will be determined.  Also, CDS contact with appropriate county emergency office(s) will be designated.

· When faced with a foreseeable weather emergency such as a tropical storm or hurricane, it is our hope to be able to keep all sites open, but may need to phase down operations in any or all of our sites, including but not limited to canceling or rescheduling participant appointments or in the case of residential programs furloughing youth to home or relative placements until the danger has passed.

· The decision to phase down a site will be made in consultation with the Regional Director and CEO or COO.

· In the case of a non-residential site phase down, staff will be given the opportunity to report to work or take annual leave, sick leave or a personal holiday to make up for the hours he/she would normally have worked. If no such leave is available, leave without pay is approved.

· In the case of a residential phase down, sites may go to single coverage (if no youth are being sheltered) with an on-call back up should the need arise to shelter an incoming youth who presents at the door. In a case where it is not possible for all youth to be removed in a phase down, double coverage should be maintained. Staff not required to report to work are authorized to take annual leave, sick leave or a personal holiday to make up for the hours he/she would normally have worked. If no such leave is available, leave without pay is approved.

· In a case where the CEO or COO determine it is necessary to close a site, paid administrative leave will be authorized in accordance to the hours individuals are normally scheduled to work.

· In the case where the CEO or COO determine that it is necessary to close agency-wide, but there is still a need for a site to remain open those staff mandated to work will receive double time.

· Every effort should be made for each site to keep other sites potentially impacted by a phase down or closure of their site informed of their status in the case of a phase down, closure and/or a return to business as usual.

Possible Communication Protocols:
1. Bivens Building Switchboard serves as a central communications headquarters.  This option is used when disaster is very regionalized and not expected to interfere with normal business operations in the Gainesville offices.  (i.e. wildfires)

2. IYP-Central serves as the central communications headquarters.  This is used when the disaster is expected to occur at a time other than normal business hours (weekend, night, or holiday) or when normal business hours may be affected by the disaster.

3. The Chief Operations Officer (COO) serves as the central communication point.  All Directors are to establish communications with the COO via emergency number(s).  COO maintains contact with the CEO.  This is used when widespread power outage is expected or when deemed appropriate by the CEO or COO.

· All employees are expected to notify their immediate supervisor if they will not be at work.

· Once the disaster passes, the CEO or COO may reconvene the EMT to assist with recovery efforts and/or to evaluate or adjust disaster plans.
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