Business Continuity Emergency Preparedness Plan

RESPONSE PLAN (Phase 3)

	DATE
	TASK
	DESCRIPTION
	RESPONSIBLE

STAFF

	As needed 
	Document the damage
	Take photos or video tape the damage prior to making repairs.
	Program/Regional Director or Designee

	As needed
	Repair only as necessary
	Make only repairs to prevent further damage to the facility prior to contacting insurance agent.
	Program/Regional Director or Designee 

	On-going
	Refuse to open e-mail attachments to stop computer viruses from spreading
	Maintain virus protection on all computers.
	All Staff
Data Management

	On-going
	Report suspicious activity
	Report any suspicious activity to the proper authorities.
	All Staff

	As needed
	Review plans before imminent disaster
	Review emergency plans to include continuity of operations and keep call list and medical materials on hand.
	Program/Regional Director or Residential Supervisor

	As needed
3 days out
	Begin preparing staff for emergency
	Seek staff volunteers who are prepared to stay at least three days on site.  Assign staff to stay at the shelter and be prepared to stay for at least three days with supply of personal items, including medication. Make arrangements to store employee medication in a secure location.   
	Program/Regional Director or Residential Supervisors

	As needed
3 days out
	Begin preparing participants for emergency
	Identify participants that can return home safely.  Identify DCF shelter participants.  Work with the PFSF to arrange temporary placement in a family home.  
	Program/Regional Director or Residential Supervisors


	DATE
	TASK
	DESCRIPTION
	RESPONSIBLE

STAFF

	As needed
3 days out
	Inventory emergency supplies
	Replenish or replace emergency supplies.  See P-1057 Emergency Supplies - Residential.
Have on hand ready to eat canned meals, meats, fruits and vegetables.  Canned juice, high energy foods, food for non-electrical meals.  Paper plates and cups, plastic utensils, non-electrical can opener, personal hygiene items, including toothbrushes, tooth paste, comb, and brush, soap, contact lens supplies, and feminine supplies, deodorant.  Plastic garbage bags, ties, paper towels, toilet paper, handy wipes, two complete changes of clothing and footwear, long sleeved shirt and pants as well as closed toe shoes, mosquito repellant.
	Program/Regional Director or Residential Supervisor


	As needed
3 days out
	Heed government advice.
	Heed all government advice and encourage employees to do the same, stay focused on what tasks need to be completed.  
	Program/Regional Director or Residential Supervisor



	As needed
3 days out
	Implement communication 

guide
	Follow the communication guide.
	All Staff

	As needed
3 days out
	Secure loose objects and remove natural objects
	Secure or remove loose objects from the roof, secure all trash cans, or any objects that cannot be moved inside.

Check and remove any broken branches from trees and bushes surrounding the site.  Contact local municipality regarding picking them up.
	Program/Regional Director or Residential Supervisor



	As needed 3 days out
	Allow time for employees to make preparation
	Allow employees to take care of personal needs.  Develop a coverage plan so everyone will have the opportunity to be prepared.
	Program/Regional Director or Residential Supervisor



	As needed
3 days out
	Remove all flags, banners, signs.
	Remove anything that may become a flying object.
	Program/Regional Director or Residential Supervisor


	DATE
	TASK
	DESCRIPTION
	RESPONSIBLE

STAFF

	As needed
3 days out 
	Prepare emergency water/power supplies
	Identify alternative water supply and power sources.  If facility has a generator top off with fuel, test and service.
	Program/Regional Director or Residential Supervisor

	As needed

3 days out
	Top off fuel levels
	Fill all vehicles with gas and maintain at full or near full level.
	Program/Regional Director or Residential Supervisor

	As needed

3 days out
	Charge batteries in cell phone and if applicable battery charger
	Charge batteries in agency phones and if possible personal phones.
	Program/Regional Director or Residential Supervisor

	As needed
3 days out
	Copy important papers
	Make duplicate copies of important documents.  For example:  insurance policies, financial records, personnel emergency contact list, data backup, & agency inventory list.
	EMT

	As needed

3 days out
	Video tape sites that are at risk
	Video tape or photograph the interior and exterior of the building.
	Program/Regional Director or Residential Supervisor

	Needed 3 days out
	Inspect AC units 
	Check all AC units to ensure they are secured.
	Program/Regional Director or Residential Supervisor

	Needed 3 days out
	Store adequate water
	Store at least three gallons of water per number of shelter participants and staff.
	Program/Regional Director or Residential Supervisor

	As needed 3 days out
	Back up data and financial files and records
	Back up computer files and store off site.
	Data Systems Manager and Comptroller

	As needed 3 days out
	Store adequate medication
	Inventory participant medication; verify that there is at least a three- day supply of medication available, if not make arrangements to access a refill.
	Program/Regional Director or Residential Supervisor

	As needed 3 days out
	Make a decision to install protective coverings on facilities
	 Put up cut boards to cover windows and glass doors. 
	COO/ Program/Regional Director or Residential Supervisor


	DATE
	TASK
	DESCRIPTION
	RESPONSIBLE

STAFF

	As needed 3 days out
	Remove out door debris
	Clear all debris within at least 30 feet from the building.
	Program/Regional Director or Residential Supervisor



	As needed 2 days out
	Secure interior objects
	Take down pictures, hanging plants and other items from the wall.
	Designated staff

	As needed 2 days out
	Make stay open or close decision
	Determine need to close site based upon circumstances and in accordance with this plan.
	CEO/COO

	As needed 2 days out
	Identify need to close facilities 
	Notify funders and County Emergency Services
	Program/Regional Director

	As needed 2 days out
	Once the decision to close the site has been made. Cancel all scheduled appointments for the time period directed by CEO/COO
	All counseling staff shall notify their scheduled participants of an impending closing and reschedule an appointment within a reasonable time period.
	All counseling staff

	As needed 2 days out
	Once the decision to close the site has been made
	Coordinate with referral sources regarding our decision to close.
	Program/Regional Director or Residential Supervisor

	As needed 2 days out
	All school based employees shall follow the emergency plan for their schools.  
	All school based employees shall contact their supervisor to determine if they should report to another work site.
	All school based employees

	As needed 

2 days out
	Work with a smaller work force
	Be prepared to work with a smaller number of staff.
	Program/Regional Director or Residential Supervisor

	As needed 1 day out
	Secure equipment and inventory
	Move equipment and furniture away from windows.
	On-site staff

	As needed

1 day out
	Secure interior office equipment
	Utilize the interior to protect valuable assets.
	On-site staff

	As needed
	Emergency payroll
	Make arrangements to pay staff.
	Comptroller

	As needed

1 day out
	Replenish petty cash fund
	Maintain additional petty cash fund for emergency purchases. 
	Comptroller/

Program/Regional Director or Residential Supervisor

	DATE
	TASK
	DESCRIPTION
	RESPONSIBLE

STAFF

	As needed 

1 day out
	Backup fiscal and data records
	Keep backups off site.
	Data Systems Manager & Comptroller

	As needed

1 day out
	Forward calls offsite.
	 Direct calls to the CDS main number
	Data Systems Manager

	As needed
	Listen to weather radio
	All residential sites have a weather radio and shall maintain extra batteries.
	On-site staff

	As needed
	Block facility from flooding
	Initiate flood control measures in the SW 13th Street building.  Close doors and secure with sand bags and duct tape or heavy plastic to protect it from rising waters.
	CEO, Maintenance Supervisor or Designee

	As needed
	Cover interior equipment
	Cover files, office machines, computers and other furnishings with heavy plastic secure with duct tape.
	On site staff

	As needed
	Raise interior equipment
	Relocate anything on the floor to a file cabinet or a drawer.
	On-site staff

	As needed
	Lock up facility
	Lock all doors upon leaving the building.
	On-site staff

	As needed
	Turn off breaker
	Turn off all circuit breakers for all electricity except refrigeration.
	On-site staff

	As needed
	Turn off all computers and fax machines
	Turn off all computers and unplug.   Move computers or printers off the floor and cover in plastic and duct tape.
	On-site staff

	As needed
	Use flash lights not candles
	Store flashlights and extra batteries at each site.
	Program/Regional Director or Residential Supervisor
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