
Business Continuity Emergency Preparedness Plan
Mitigation Plan (Phase 2)
	Date
	Task
	Description
	Responsible
Staff

	On-going
	Maintain key supplier and vendor information
	Develop a list of current suppliers/vendors.

	Fiscal 

	On-going
	List of key contacts
	Develop a comprehensive list of key contacts.
	Fiscal



	On-going
	Maintain a list of vital records
	Identify records that are vital to perform critical functions and the source of the records.
	Fiscal, Data

Programs, Human Resources, & Quality Assurance

	On-going
	Supply list
	Develop a list of supplies needed to fulfill critical business functions.  It should include items essential to keep equipment or work processes functioning.
	Fiscal, Data, Programs, Human Resources, & Quality Assurance

	On-going
	Equipment

Vehicles

Other
	Identify key equipment, vehicles, or other items vital to operations.
	Fiscal, Data, Programs, Human Resources &  Quality Assurance

	On-going
	Computer equipment and software
	Computer equipment, hardware, and software vital to critical business functions.
	Data Management

	On-going
	Voice/data communication
	Determine what telecommunication equipment is vital to communication.
	Data Management

	On-going
	NOAA weather alert radio
	Assess the number and locations of radios in the agency.  Develop a plan to have at least one located at all residential sites.
	EMT

	Annual update
	Emergency contact list 
	Emergency information requested and maintained in a central location on site from each employee annually.  
	Human Resources

	Annual

	Employee emergency plan
	Encourage staff to complete an emergency information plan and keep it with their health insurance card.  
	Human Resources


	Annual
	Family emergency preparedness plan
	Encourage employees to discuss with their families their personal plan.  Provide forms and websites to assist them with this.
	Human Resources




	Date
	Task
	Description
	Responsible

Staff

	As needed
	Emergency or disaster training at new employee orientation
	Evaluate the need to add emergency or disaster pre-service training.  Consider developing in writing what the agency’s expectation is of employees prior to an emergency.   For example identify residential staff who will be covering for more than one shift or non-residential staff being relocated to assist in the recovery of another program.
	EMT

	On-going need
	Purchase back up generators
	Continue to identify funds to purchase generators for the two residential sites.
	CEO

	
	Designate remote call-in number
	Designate one remote number on which you can record messages for staff and participants should a disaster occur during non business hours.
	Data Management

	On-going
	Purchase and store difficult to find replacement parts.
	Keep extra hard to replace parts or supplies on hand.  Store them off site.
	COO/Maintenance


	On-going
	Computer backup system and emergency computer equipment replacement
	Determine what would be needed to continue the data system off site.
	Data Management


	On-going
	Document equipment protection plan
	Document which office equipment will need to be protected, how it will happen, and who will be responsible.  Office equipment may include:  telephone, computers, printers, copiers, fax machines, furniture and appliances.
	Data Management
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