
Business Continuity Emergency Preparedness Plan

RECOVERY Plan (Phase 4)

	DATE


	TASK
	DESCRIPTION
	RESPONSIBLE

STAFF

	Within 24 hours
	Prepare disaster recovery team 
	Access EMT members using the emergency call list. 
	CEO/COO

	Within 24 hours
	Designate employee meeting place by site
	Access staff using group texts/calls
	Program/Regional Director or Residential Supervisor

	Within 24 hours
	Carry identification
	Carry photo identification and another form of identification to provide identification to authorities or to alert family members in case of injury.
	All staff

	Within 24 hours
	Determine building safety
	Determine if the building is safe to occupy.
	COO or Program/Regional Director or Residential Supervisor

	As soon as possible
	Schedule insurance adjuster
	Make an appointment for an insurance adjuster to visit the facility.
	COO

	As soon as possible
	List damaged property and related costs
	Prepare list for insurance adjuster.
	EMT

	As soon as possible
	Assign work to the EMT
	Assign tasks for EMT.  Coordinate job responsibility changes.  Keep a separate time sheet for employees assigned to damage clean up or property protection this may be reimbursed by insurance.
	COO


	As needed
	Protect facilities and equipment
	Protect the building and equipment from additional damage.
	As designated

	As needed
	Inspect for hazardous working conditions
	Determine if the building damage caused any hazardous material situations.
	As designated


	DATE
	TASK
	DESCRIPTION
	RESPONSIBLE

STAFF

	As needed 
	Remove debris and water
	When it is safe to do so remove any debris that would prevent access by emergency response vehicles.
	On-site

	As needed
	Evaluate damage 
	Evaluate damage at all sites
	EMT

	As needed
	Report losses by regulations
	Report losses to regulatory agencies.
	EMT

	As needed
	Evaluate bank status
	Assess whether or not the bank is available.
	Comptroller

	As needed
	Evaluate employee status
	Assess the status of the staff.  Determine if they will be able to return to work.
	Program/Regional Director or Residential Supervisor

	As possible
	Apply for available disaster funds.
	Contact appropriate agencies to apply for disaster recovery and grants.
	CEO

	As possible 
	Make temporary repairs to protect undamaged property.
	Protect undamaged property by making repairs.
	Maintenance Supervisor

	As possible
	Approve purchase orders
	Approve the ordering and delivery of replacement equipment and supplies.
	COO/Comptroller

	As possible
	Track recovery expenses
	Keep detailed records.  Establish record codes for purchases and repair work.  Keep all receipts for insurance.
	Comptroller

	As possible
	Document post disaster property
	Take follow-up videos and photographs of damaged areas.
	Program/Regional Director or Residential Supervisor

	As possible
	Track recovery expenses
	Keep all receipts for repair work done on property.
	Comptroller

	As possible
	Seek insurance updates or reports
	Call current insurance agent

	As designated
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