Business Continuity Emergency Preparedness Plan

Preparation Plan (Phase 1)
	Date
	Task
	Description
	Responsible
Staff

	On-going
	Maintain first aid kit
	Each administrative office, residential and non-residential programs and all vehicles used to transport participants maintains a first aid kit. Emergency medical supplies are replaced when used and checked quarterly
	Designee

	On-going
	Maintain adequate water supply
	Maintain an adequate water supply at each site.  All sites have a bottle water service, running water and an outside hose.
	Program Directors/ Regional Directors

	On-going
	Emergency funding
	All programs have access to petty cash to purchase emergency supplies.
	Directors, COO and Comptroller

	On-going

	Designate alternative locations
	Designate an off-site location and communicate to staff where everyone will meet.  Keep your sites policy and procedure current if this information changes.
	Program Director/Regional Director or designee 

	On-going

	Post emergency contact numbers
	EMT – call list shall be kept updated and posted along with county, state and federal emergency numbers.  Numbers will be kept visible in a staff secure location.
	Program Director/Regional Director or designee 


	On a regular on-going schedule
	Implement a data back-up strategy
	Critical staff computers are backed-up on a regular schedule.  Fiscal and Data management systems are backed up on the server nightly. Fiscals back up is taken off site nightly and Data Systems back up is kept on-site in a fire-proof box.  In the case of imminent disaster, Data Systems Manager takes it home.
	Data Systems Manager

	On-going
	Implement a fiscal back-up strategy
	Critical fiscal data is backed up daily.  The Comptroller takes it home daily.

Consider other strategies that may need to be added such as a supply of purchase orders, company checks, and credit cards in cases of emergency.
	Comptroller

	On-going
	Update anti-virus software
	The agency runs anti-virus software program that utilizes on access scanning.  The software is updated on a regular schedule.
	Data Systems Manager

	On-going
	Check surge-protectors on telephones and computers
	Check periodically that all computers are plugged into a surge protector.
	Data Systems Manager 

	On-going
	Schedule CPR and first aid classes for direct care staff
	Arrange for staff to take an approved CPR and first aid class and keep certification current.
	Program Director/Regional Director or designee

	On-going
	Determine necessary fuel storage
	Determine the amounts, timing and proper procedure to store appropriate levels of fuel for cooking, heating and generators (if applicable)
	Program Director/Regional Director or designee

	On-going
	Risk management reporting
	Complete internal and external event reporting and child abuse reporting.

Monthly submit to data management a report of all incidents by program site.  Review monthly reports for trends and patterns and potential hazards.
	Program Director/Regional Director or designee 

Risk Management Team

	Weekly


	Conduct a safety audit of prevention equipment
	See safety check list 


	All residential sites

	3 times a month
	Residential programs con-duct fire drills 
	Test one time on each shift, one time a month staff shall conduct a fire drill. Staff shall use props to block exits.                                        


	Program Director/Regional Director or designees

	Annually 
	Conduct bomb threats, natural disasters, utility failures, medical emergencies, safety during terrorism, violent or threatening plan or activities.
	Test one time on each shift annually.  Residential programs will complete three tests for each plan.  

Non-Residential will complete one test for each plan.

All programs shall document in writing the test performed on the appropriate form.


	Program Director/Regional Director or designees

	Annually
	Conduct fire drills

	At least one time a year, non-residential staff shall conduct a fire drill.
	All non-residential sites

	Monthly
	Conduct a safety audit of prevention equipment

	Using the Safety and Maintenance Inspection form all non-residential sites shall conduct a safety audit on applicable items.

	All non-residential sites

	Annually
	Review with staff and document training in personnel record or in the individual staff training log.

	Review planned escape routes and what to do in case of an emergency using agency’s policies and procedures.  Provide feedback to Chief Operations Officer on policies and procedures as needed based on the results of the Emergency Procedure tests or staff training.
	Program Director/Regional Director or designee

	Quarterly
	Check availability of fire emergency tools

	Fire extinguishers, shovel, rake, two- gallon bucket, and water hose.
	Program Director/Regional Director or designee

	Quarterly
	Check emergency lights and other emergency equipment
	Check emergency lights that turn on when the power goes out, plug in style phone, cellular phone, two way radios and batteries, radios, flash lights and extra batteries, fax machines, internet, E-mail, TVs and video cameras
	Program Director/Regional Director or designee

	Annually
	Fire inspections,
fire extinguisher

inspections, and 

health inspections  and nutritionist (Residential only)
	All CDS sites shall be at a minimum inspected by the fire inspector and the fire extinguisher company.  In addition, residential programs shall be inspected by the health department and menus including meals prepared with electricity and meals prepared without electricity shall be reviewed by the nutritionist.

	Program Director/Regional Director or designee

	Annually
	Determine power contingency plan 
See Universal  Agreement for Emergency Disaster for Florida Network Member Agencies
	Determine which non-residential programs operations can operate without power.  

In case of a power outage residential programs shall relocate to one of the other residential sites.   
	Program Director/Regional Director or designee

	Annually and reviewed when an imminent disaster may occur
	Coordinated media relations plan
	Communication plan- designates a spokesperson and document messages.  In an emergency/disaster the general public and referral sources may not know that services have not resumed.  Maintain contact with the public through the news media.  Develop an effective plan in advance. 
	CEO or designee

	Annually
	Inventory assets
	One time a year all assets worth over $500.00 shall be inventoried.
	Comptroller or designee

	Annually and when an imminent disaster may occur
	Inventory building openings and surroundings
	Inventory the windows, vents and doors in the building and document where protective measures should be implemented.  Protective measures may include plywood, storm shutters, resistant glass, and sand bags for flood prone buildings.
	Program Director/Regional Director or designee

	Annually and when an imminent disaster may occur
	Inspect roof
	Have the roof and roof coverings inspected to make sure the roof is properly tied to the building frame and the covering materials are properly secure to the roof and document the date of inspections, findings and inspector.

	Maintenance supervisor or purchase from a professional

	Annually
	Document building for insurance
	Document renewal date and square footage of each occupied building.

	COO or designee

	Annually
	Document insurance policy detail
	Document the insurance company name, agent, contact number, primary policy number, and additional coverage policy numbers. Currently COO maintains the policies on her computer which backed up on the CDS server 
	COO or designee

	Annually
	Examine insurance deductibles and replacement values
	Determine the exclusions and deductibles of agency policy and if the replacement or actual value will be paid upon the claim.  Develop emergency budget fund to address this issue.

	CEO/COO/Comptroller

	Annually
	Insurance removal of debris
	Determine if the insurance policy includes removal of debris and trees.


	CEO/COO/Comptroller

	Annually
	Insurance for temporary repairs
	Determine whether the agency insurance policy includes temporary repairs


	CEO/COO/Comptroller

	Annually
	Renew Insurance for flood damage
	Document the renew of the flood insurance for the 3615 S.W. 13th Street site
	CEO/COO/Comptroller

	Annually
	Insurance for recovery
	Determine if the agency insurance policy includes upgrades to the building to code if it is damaged.
	CEO/COO/Comptroller

	Annually
	Document protective measures for objects on roof or elsewhere.
	Document a protective measure for each object at each site located on the roof or elsewhere, such as air conditioners that may be damaged or cause collateral damage.

	COO or maintenance supervisor

	Annually
	Document utility equipment locations.
	Document the location and elevation of all utility and data equipment.

	Data Systems Manager and Directors

	Annually
	Perform cost benefit analysis of facility upgrades
	Perform cost-benefit analysis to determine what may be most beneficial, especially when re-modeling.


	CEO/COO/Comptroller
Board of Directors

	Annually
	Prepare a list of contractors for potential repairs
	Contact the better business bureau to obtain a list of reputable contractors.
	CEO or designee
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