S Ensure that you have business continuity
insurance to cover items you cannot afford to

lose.
o Emergency Contacts
< Maintain an inventory of assets so losses can
be documented for insurance. Police Department:
< lIdentify hardware and software critical to Fire Department;

recover the business functions.
Local Hospital:

S Whenthere is a change in hardware, software,
or a process that might impact the business, Business Emergency #:
update your disaster safety plan immediately.

Safety Coordinator:

< Line up alternate vendors for essential supplies
and equipment. Insurance Agent:

Utility Company:
Partner with Local Red Cross:
Your Commun Ity Local Catholic Charities:

S Become part of your community disaster plan.

< Participate in community events that promote
disaster preparedness.

S Work with local officials to identify how your Local sponsorship provided by:
facility and employees can assist in community
efforts during a disaster.

BefoOre

OTHER RESOURCES

Disaster

¢ FEMA Emergency Management Guide for
Business & Industry
Available from FEMA Publications
1-800-480-2520, Publication #141
www.fema.gov/library/

Happens

¢ Institute for Business and Home Safety
www.ibhs.org

Catholic Charities USA
Office of Disaster Response

1731 King Street
Eaihelie Alexandria, VA 22314
Charities Ph: (703) 549-1390, ext. 118 Cathf)l_lc
B USAe Fax: (703) 549-1656 Charities
www.femagov  www.catholiccharitiesinfo.org www.catholiccharitiesinfo.org USAe



Developing a Disaster Plan

Studies indicate that 40% of small businesses
affected by a disaster never reopen, while
more than 25% close within a year. For large
businesses, disaster-related shutdowns can
cost millions in unrecoverable losses.
Although disasters are unavoidable, steps can
be taken to limit disaster-related losses.

The purpose of this brochure is to assist you
with preparing a business disaster safety plan.
Doing so will not only help soften the
negative impact a disaster may bring, but also
will help maintain a sense of continuity and
support for your employees and customers.
When developing a business disaster safety
plan, consider three areas:

Human Resources

How do you serve the needs of your
employees and their families?

Physical Resources

How do you keep your employees safe, and
your crucial company records and
equipment operational?

Business Continuity

How do you maintain the operations of your
business if your physical facility becomes
inaccessible?

The following preparedness tips can serve
as the basis for your own business disaster
safety plan.

G Safety Management

=

(V)

Assign a safety coordinator on each shift who
will have primary facility keys and security codes
to the building.

Educate your employees about disaster risks
in the area and also within the office
environment through fliers, posters in
employee areas, training sessions, etc.

All employees must be aware of your company
safety policies and plan. Make this a part of new
employee orientation.

Review the safety plan with existing employees
annually. Have the plan available to employees
for review.

Promote continued employee awareness
through posters in the employee lunchroom,
handouts in paychecks, contests, etc.

Create an evacuation plan and have regular
drills.

Conduct a walk-through of your plan annually.

Update employee and customer phone lists
regularly and note the employees most essential
in resuming business in the event of a
shutdown.

Maintain a list of all supplies needed to keep
your business operating.

Designate one remote phone number where
an emergency message can be recorded and
be sure that all employees know that number
and understand its use.

Provide CPR and first aid training to key
employees and make all employees aware which
individuals have been trained.

e Physical Environment

=
=

(V)

(V)

Bolt high shelves to wall studs.

Move large, heavy boxes, binders, etc. to lower
shelves.

Brace heavily loaded racks in both directions.

Attach safety cables to hanging fixtures and
suspended ceilings.

Designate an alternate site for recovery.

Have an emergency lighting system that will
illuminate when power goes out.

Maintain a storage container of emergency
supplies:
= Flashlights with extra batteries
= First aid kit
= Basic tool kit
= Food and water for unexpected
confines (replace every six months)
= Weather radio

Equipment and
Records Maintenance

Make at least two backup copies of your
computer/network files regularly.

Keep one copy of backup files offsite.

Use UL listed surge protectors and battery
backup systems.

Consider where business equipment is located,
for example, near a hot water tank or pipes
that could burst, or on the floor where things
could fall on it.



