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POLICY

INTRODUCTION

|

|

FILL IN AGENCY INFO AND COMMUNITY PROFILE HERE

|

|

INCLUDE HERE:

AGENCY MISSION

AGENCY VISION

|

|

ASSUMPTIONS

· That AGENCY NAME is the lead responder to situations on its own compound.

· A large scale emergency will result in increased demands on personnel at AGENCY NAME
· That the Government of Saint Lucia shall respond to a National Disaster.

· That Emergencies in Saint Lucia may be categorised in two ways:

· Those that are preceded by a build-up [slow onset] period, which can provide AGENCY NAME and NEMO with advance warnings, which is used to facilitate timely and effective activation of national arrangements

· Other emergencies occur with little or no advance warning thus requiring mobilization and almost instant commitment of resources, with prompt support from the Government of Saint Lucia just prior to or after the onset of such emergencies

STATUTORY AUTHORITY

[Add or delete relevant Statutory Instruments and their clauses]

Disaster Preparedness and Response Act No 13 of 2000
Section 8(2) -- The National Disaster Response Plan shall include – (a) procedures related to disaster preparedness and response of public officers, Ministries and Departments of Government, statutory bodies, local government units… for, response to and recovery from emergencies and disaster in Saint Lucia.

Employees [Occupational Health and Safety] Act No. 10 of 1985

Part II Section 3 (d) -- Every employer shall – provide information, training and supervision necessary to ensure the protection of his employees against risk of accident and injury to health arising from their employment.

Employees [Occupational Health and Safety] Act No. 10 of 1985

Section 9 – Effective arrangements shall be made in every place of employment for the disposal of wastes and effluents due to manufacturing process or any other working methods carried on therein.

THE PLAN

This Emergency Response Plan is a guide for AGENCY NAME into the way the assigned Staff will handle a disaster.

Every Staff Member is to be aware of the existence of this plan and is to be fully knowledgeable of their roles and responsibilities in any disaster as set out in the Standing Operating Procedures [SOP].

This plan shall be stored in an area where every Staff Member has easy access to.  Should a disaster occur during the absence of the Head, Staff should have easy recourse to the plan.

This plan is to remain at the AGENCY NAME and is NOT to be removed.  Copies may be made for circulation to Staff and for attendance at planning meetings, however a complete copy is to remain at AGENCY NAME at ALL TIMES.

The plan is to be renewed annually with a revised copy being submitted to the [EXECUTIVE DIRECTOR / GENERAL MANAGER – FILL IN THE POST TITLE] _____________________________ no later than March 31st of that year. 

The [FILL IN THE POST TITLE] _____________________________  in turn shall  then circulate this copy of this plan to the Staff and the Director NEMO.  The [FILL IN THE POST TITLE] _____________________________ shall also inform the respective Departments as to whether the plan was accepted or not.  Should the plan not be accepted amendments shall be made as per the directives of the [FILL IN THE POST TITLE] _____________________________. 

Should there be no amendments that year then the Head of Department shall indicate such to the [FILL IN THE POST TITLE] _____________________________  no later than March 31st of that year, the [FILL IN THE POST TITLE] _____________________________  shall in turn shall circulate a copy of the memo to the Staff and the Director NEMO.

MAINTENANCE & TESTING

Once accepted all plans must be tested. This is usually done in three ways:

1. Ongoing Maintenance - Any change in methodologies, organization, staffing, business methods, etc., must be reviewed in terms of impact to the Agency’s COOP.

2. Tests and Exercises - These are tests of individual components and exercises that ensure that staff is familiar with the plan and that the supporting procedures and infrastructure are workable.  The tests and exercises to ensure the continued viability of the branch’s business continuity plan are itemized below to ensure that every critical aspect of the plan will be effective when required. There are four types of Exercises: Orientation, Drill, Desktop and Full scale. 

3. Actual Event:  Though no one wants the experience of an actual disaster, the event provides the opportunity to test the validity of the assumptions within the plan.  A review of responses after an event provides the opportunity to upgrade the disaster plan.

RELATED DOCUMENTS

This plan is a “stand alone” document that may be activated to support hazard management plans. Other documents related to this plan are:

1. Ministry of Health Disaster Plan [to be completed]

2. Relevant Hospital Disaster Response Plan [to be completed]

3. Gros Islet Polyclinic Disaster Response Plan [to be approved]

4. Relevant Health Centre Disaster Plan [to be completed]

5. OTHERS?

LIMITATIONS

This plan is limited to the coordination of AGENCY NAME responses to actual or potential major events, and is not activated to be the only responder.  The Ministry of Health must be notified of all MAJOR activations.  This is necessary to allow for the rapid coordination of resources should the incident escalate to a level requiring National mobilisation.

TRAINING

It is recognized that to achieve the capacity and competency that will allow staff to function smoothly during a response, training must be an ongoing component of professional development.  The flowing subjects shall be presented, but by no means is limited to:

1. Introduction to Disaster Management [IDM]

2. Emergency Operations Centre Management

3. Incident Command System [ICS]

4. Telecommunications

5. Initial Damage Assessment [IDA]

6. First Aid / CPR
7. Fire Preparedness 

MEMBERSHIP

Membership of AGENCY NAME disaster committee includes but is not confined to the following:

1. Name and Post

2. List

3. Then

DISASTER CYCLE

The Disaster Cycle comprises of the following elements: 

[image: image3.wmf]BEFORE 

· Prevention 

· Mitigation 

· Preparedness 

DURING 

· DISASTER OCCURS

AFTER 

· Response 

· Reconstruction / Recovery 

· Rehabilitation / Rebuilding

COMPREHENSIVE DISASTER MANAGEMENT

It is understood by AGENCY NAME that the disaster cycle lends itself to a comprehensive approach to disaster management, whether within this organisation or at a National Level.  

Comprehensive Disaster Management [CDM] was conceptualised by the Caribbean Disaster Emergency Response Agency [CDERA] as a new direction for disaster management for the 21st century. It moves away from the relief and response mode to a comprehensive approach which takes disaster and mitigation considerations into account during the planning and development stages. It also expands the partners to include economic, social, and environmental planners, architects, engineers, and health professionals among others. [CDERA Press Release of Feb 27, 2004]

With the main objective being to integrate Comprehensive Disaster Management into the development planning process it is AGENCY NAME intension to weave Comprehensive Disaster Management into the Corporate Life through the recommended Intermediate Results [IR]
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ST. GEORGES DECLARATION OF PRINCIPLES
It is understood that as a tool to achievement of the CDM Strategy it is this Agency’s undertaking to support Principle Nine of the St. Georges Declaration of Principles for Environmental Sustainability in the Organization of Eastern Caribbean States [OECS].

Where each member state agrees to:

a. Establish at the community, national and regional levels appropriate and relevant integrated frameworks to prevent, prepare for, respond to, recover from and mitigate the causes and impacts of natural phenomena on the environment and to prevent man made disasters;

b. Exchange information with each other, relating to the experiences and lessons to be learnt from the causes and impacts of natural and man made hazards and phenomena on its environment.
SITUATION

Hazard analysis and experience have confirmed that Saint Lucia is at risk from numerous hazards, both natural and technological:

· Meteorological Hazard: Hurricanes, Tropical Wave, Tropical Storm, Storm Surge, Flooding, Land Slides, Drought

· Seismic/Volcanic Hazard: Volcanic Eruption, Earthquake, Tsunami [Marine and land based]

· Technological: Fire, Explosion, Hazardous Material Spill, Mass Poisoning, Pollution, Civil Unrest

· Other: Plague, Mass Causality, Epidemic Outbreak, Dam Failure, Office Violence, Terrorism, Bomb Threat/Explosion, Utility Failure

OVERVIEW

[image: image5.wmf]
MISSION STATEMENT
The mission of this plan is to help businesses prepare for, respond to and recover from disasters.

INTRODUCTION
When a disaster or emergency strikes, communities must react quickly to re-establish services such as water, sewer, electricity, and police and fire protection.  Depending on the extent and severity of the disaster, communities may require several hours, several days, or even several weeks or months to restore these services.  Yet any downtime for a business can be damaging and may even be disastrous if the business remains closed for a long period of time.  

According to the U.S. Department of Labor, over 40% of all businesses that experience a disaster never re-open and 25% of the remaining businesses close within two years.  For businesses that are prepared, however, the closure rate is much smaller.  By considering the disasters that could strike and preparing a plan to address those disasters, your business will be much more likely to survive and profit should a disaster strike.

WHAT CONSTITUTES A DISASTER?
Disasters actually result from three (3) types -- or combinations -- of incidents, caused by:
1. Natural or cataclysmic events

(e.g., earthquakes, fires, floods and storms); 

2. Human behavior

(e.g., robberies, bomb threats, acts of arson, hostage events or transportation strikes); and 

3. Technological breakdowns

(e.g., power outages, computer crashes and virus attacks). 
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OVERVIEW OF THE PLAN

This workbook, covering each disaster, is broken into the seven sections described below.  Once completed, the plan will serve as a vital guide to direct your business’ response to a disaster.  The plan will also serve as a critical document should your facility be damaged or evacuated since important contact information for employees, insurance agents, and outside resources will be included in the plan.  

Section 1:
Building the Disaster Preparedness Team.  This section discusses the type of employees to include on the disaster preparedness team and the resources needed to begin developing a plan.

Section 2:
Hazard and Risk Analysis.  Under this section, the business examines the likelihood of the various disasters that could affect it and reviews the insurance it has to cover losses.

Section 3:
Property Protection.  This section covers the business’ physical structure and discusses methods for strengthening it.

Section 4:
Preserving Your Records.  This section discusses ways to determine information that will be vital to re-opening a business after a disaster and ways to preserve it.

Section 5:
Personnel Functions.  This section addresses the roles and needs of personnel before, during and after a disaster.

Section 6:
Recovery Actions.  This section covers the necessary steps a business should take once a disaster has passed and it is safe to return to the site.

Section 7:
Implementing the Plan.  This section addresses implementing and reviewing the plan. 

Appendix.  Glossary of Terms, Additional Resources, and References.

Once the plan is developed, it should be kept in a hard, three-ring binder and on floppy disks or a CD, properly identified as the business’ plan for disaster response. To easily and quickly locate specific subjects in the plan and related documents, include a table of contents and a tabbed index.  A copy of the plan should be maintained off-site.   

The plan should be reviewed annually and updated as necessary.  As employees and the business itself change, re-evaluation of the plan becomes critical.  The plan must be kept current through training, exercising, and revising.
ADDITIONAL OPPORTUNITIES FOR BUSINESSES

Several additional opportunities exist for businesses to participate in and benefit from disaster preparedness efforts.   One involves a local public/private partnership that helps businesses prepare for disasters.  The second opportunity involves notifying local communities of the services your business provides so they may contract with you should a disaster strike.  Both opportunities are described below.

DISASTER ASSISTANCE VENDORS LIST
Many District Disaster Committees in Saint Lucia have developed a specific list of businesses that are committed to helping the community rebuild after a storm. This prearranged list offers businesses an outlet for their products when an emergency arises.  Contact the nearest District Disaster Committee to add your company to the list.  It will prove invaluable if a disaster occurs.  Some of the vendors that will be needed after a storm are suppliers of: construction materials and services, back-up power supplies, heavy equipment, medical services, food, water services, and clean-up services, to name just a few. Through this list, a business can truly “Profit from Disaster Preparedness.”

THE DENTAL OFFICE

1.0 Introduction

An emergency is a medical condition demanding immediate treatment. Emergencies do occur in dental offices: a survey of 4,000 dentists [in the US] conducted by Fast and others revealed an incidence of 7.5 emergencies per dentist over a 10-year period. Every dentist should have the basic knowledge to recognize, assess and manage a potentially life-threatening situation until the patient can be transported to a medical facility. Successful patient management relies on understanding the pathophysiologic processes and how to correct them.
Dealing with medical emergencies is not as difficult as most dentists expect. There is far less to know, for example, than what we have already learned and use every day in our practice. Keep in mind that some emergencies end in disaster even in hospitals where there is optimal management. People have heart attacks every day — they may just happen to be in your office at the time. Usually these tragic events happen through no fault of one’s own; you just need to be prepared and know what to do to give the patient the best chance of recovery.

We are dealing here with the very basics of what keeps us alive — the ABCs, i.e., airway, breathing and circulation. Vital signs are key to assessing a patient in trouble. Respiratory rate, pulse and blood pressure are what need to be measured, nothing more sophisticated than that. If all these vital signs are normal, chances are the patient will be fine. If they are not, your goal is to normalize them until the patient can receive appropriate medical attention.

When assessing the respiratory system, look at the patient’s chest and abdomen for excursive movements. In a patient where it is difficult to see movement, it may be easier to feel movement with your hand on the chest or abdomen. Pulse can be palpated for rate, rhythm and contour at any of the readily available arteries such as the radial in the wrist or the carotid in the neck. 
Remember that blood pressure (BP) = cardiac output (CO) x peripheral resistance (PR). (CO = stroke volume [SV] x heart rate [HR]. Stroke volume refers to the volume of blood returned to the heart for pumping and the force of contraction by the heart as it pumps the blood out.) Most emergencies result in an alteration of this formula and your treatment objective is to correct the deviation. Blood pressure is usually checked in the upper arm using the brachial artery. All office personnel should know how to take vital signs. If a patient has no arms, a large blood pressure cuff can be placed around the thigh using the popliteal artery at the back of the knee to auscultate for blood flow.

2.0 Education and Preparation
All members of the dental team, including the dentists, hygienists, assistants, receptionists or other office personnel, should have current CPR certification. Yearly refresher courses are recommended. The next level in training that dentists can receive is advanced cardiac life support (ACLS), which deals with advanced life-saving techniques such as intubation, defibrillation, IV access, emergency drug administration and recognition of cardiac dysrhythmias. Emergency room physicians, nurses and medical technicians use these techniques on a daily basis. Advanced trauma life support (ATLS) is a more intense course designed for individuals dealing with traumatized victims. While most oral and maxillofacial surgeons require this training, there is little need for other dentists to become ATLS-certified other than for general interest.

As always, prevention is the best medicine. The Fast survey found that 28% of emergencies occurred during root canal therapy and 37% during extraction procedures. These statistics suggest that fear, anxiety, pain or discomfort may predispose some patients to an emergency situation. If the dentist is able to alleviate the patient’s concerns and use adequate pain-control techniques, then a major step has been taken in preventing an emergency.

Preparation for emergencies includes:

· training all members of the office staff in recognizing and managing life-threatening situations; 

· developing a team approach with individual responsibilities; 

· conducting simulated emergency events. 

Your dental office staff should also be aware of the resources available (Table I).

	1. Emergency telephone numbers
	
	
	

	Ambulance & Fire
	9-1-1
	Weather
	454-3452

	Police
	9-9-9
	Hospital
	

	physician
	
	
	

	oral and maxillofacial surgeon
	
	
	


	2. Emergency drugs
	
	
	

	a) injectable:
	
	b) non-injectable:
	

	sympathomimetic
	epinephrine (1 mg/ml)
	Oxygen
	

	antihistamine
	Benadryl (50 mg/ml)
	Vasodilator
	nitroglycerin (sublingual tablets or spray)

	anticonvulsant 
	Versed (5 mg/ml)
	Bronchodilator
	Ventolin

	corticosteroid
	dexamethasone (5 mg/ml)
	aromatic ammonia
	

	antihypoglycemic
	glucagon (1 mg/ml) dextrose in water
	source of sugar
	glucose gel, table sugar

	analgesic
	morphine (10 mg/ml)
	Antiplatelet
	ASA (325 mg tablets)


	3. Emergency equipment
	
	
	

	oxygen delivery system (Ambu bag, nasal prongs)
	
	
	

	large bore suction tips
	
	
	

	needles and syringes
	
	
	

	oropharyngeal airway
	
	
	

	Chemstrips
	
	
	


Prevention of a medical emergency begins as soon as the patient enters your office and fills out the medical questionnaire. An accurate medical history is extremely important for the dentist to identify any predisposing factors that could give rise to an unforeseen event. Remember — forewarned is forearmed. Although every dental office has its own medical questionnaire, there are six basic questions that should be asked to detect potential problems:

1. Do you have any allergies?

2. Is there a history of bleeding?

3. Do you have shortness of breath?

4. Do you have or have you had chest pains?

5. Are you taking any medication?

6. Have you previously been admitted to hospital?

A positive answer to any of these questions should be investigated to determine if treatment needs to be modified.

The next step in prevention occurs when you first see your patient. A visual inspection will allow you to detect any abnormal coloration of the skin or lips or shortness of breath, and will give you an overall impression of the patient’s general health status. Talking to the patient will also give you an idea of his or her anxiety level and state of mind.

While performing your exam, record baseline vitals. This information is important in assessing the patient’s overall health and comparing the vital signs that are recorded during an emergency situation.

A constant review of physiology will be beneficial in helping you correctly interpret a patient’s medical history and vital signs, and in relating the signs and symptoms to the patient’s potential response to treatment. In the management of medical emergencies, it is important to remember the role of oxygen in maintaining the cell, the basic living unit of the body. In any emergency situation, your major concern should be how this event will affect the supply and/or demand for oxygen to each organ.

The entire body contains about 75 trillion cells. Although they perform different functions, they all have one thing in common: the need for oxygen as a substrate from which energy is derived. We need oxygen to produce energy units of ATP, which can then be used to both maintain cell membrane integrity and fuel cellular processes. If the cell doesn’t have oxygen, it doesn’t survive. For each specific emergency, the clinician must consider how treatment will favourably alter and improve the supply-demand equation for oxygen.

The body uses three systems that are integral to ensuring the oxygenation of all cells: the hematopoietic, the cardiovascular and the respiratory systems.

Blood consists of 40% cells; the remaining 60% is plasma. Ninety-nine per cent of the cells are red blood cells and one per cent are white blood cells. Hemoglobin in the red blood cells allows 30 to 100 times more oxygen to be transported as compared to simple dissolved oxygen in plasma. It is the loose, reversible combination of oxygen with hemoglobin that produces a bright red colour. Deoxygenated hemoglobin is bluish purple. When you examine a patient, note perfused areas such as the lips and nail beds for clues of how well the patient is being oxygenated.

To get oxygen to every cell, the body needs a pump and a circuit. The heart is the pump and the arterial and venous system is the circuit that caries blood away from and back to the heart, respectively.

When you record a patient’s pulse and blood pressure, you gather a considerable amount of information about this system. A recorded blood pressure of 120/80 means the patient has a reading of 120 mm of mercury during systole, which is the period of contraction by the left ventricle. The reading of 80 mm of mercury occurs during diastole, the interval during which the left ventricle is relaxed and refilling with oxygenated blood. Remember that BP = CO (SV x HR) x PR; a change in any part of this equation will have a direct effect on increasing or decreasing the recorded value of the blood pressure. You can use patient management and positioning as well as pharmaceutical means to favourably alter the blood pressure. To quickly assess the cardiovascular system, feel the radial or carotid pulse to determine heart rate and stroke volume. There is a significant difference in managing a patient whose pulse is strong and regular, as opposed to a patient whose pulse is weak and irregular.

To get oxygen into the blood, the patient needs both ventilation and perfusion. Ventilation is the inflow and outflow of air between the atmosphere and lung alveoli, while perfusion is the flow of blood to the lung alveoli. If the flow of blood in the lungs is interrupted — as a result of a large blood clot or embolus, for example — then there may be insufficient oxygen getting into the blood even with adequate ventilation. Conversely, if the flow of air into the lungs is obstructed by a tooth, a rubber dam clamp or an acute asthmatic attack, then there may be insufficient oxygen getting into the blood even with adequate blood flow. It is important to remember the act of breathing is driven by the level of carbon dioxide in the blood. As this level increases secondary to cellular metabolism, our stimulus to breathe increases. Conditions affecting this stimulus can be the basis of management or, indeed, the cause of a medical emergency.
3.0 Emergency Team Structure
The dental office should have a working emergency plan in place and rehearse it at least once a year. Because of the variation in practices, every office needs to design its own emergency team structure. All emergency situations require a team leader — this structure is no different from the one adopted in emergency rooms where one person is designated to oversee the entire process of caring for the patient, giving all the orders and directing people to do various tasks. In the dental office the team leader will probably have a more active role in assessing and treating the patient. The team leader is usually the dentist, but any number of more qualified individuals can assume the role, such as a cardiologist or a physician whose office is nearby. Make sure the individual whose help you solicit is current and knowledgeable about medical emergencies. Keep a contact number for this individual at the receptionist’s desk along with other emergency numbers such as ambulance, emergency room or local hospital.

The team leader is person 1 (P1). The next most available person (P2), perhaps the assistant who is already in the room, will assist P1 directly, and can be responsible for vital signs, the application of oxygen, getting the emergency cart or whatever common sense dictates according to your team structure. The next available person (P3) will have the task of going down the hall for an emergency cart, preparing emergency drugs or whatever else P1 decides. The office receptionist plays a vital role and is given organizational tasks, including making all necessary phone calls, soliciting help and recording events. As in a hospital emergency department, this person is responsible for advising the team leader as to the time elapsed since any particular drug was given, for recording all vitals with corresponding time, and for charting all events and interventions. This information may seem of secondary importance during a life-threatening emergency, but it is very valuable in reviewing a patient’s progress, especially once he or she gets to a hospital where emergency room physicians will need to know what was done and when so they can further manage the problem at hand.

4.0 Summary
If you discover an unconscious patient in your office, attend to the ABCs while you evaluate the patient’s medical history and piece together the events leading up to the emergency. These actions will help you arrive at a diagnosis. Then as the emergency cart and team arrive, you will be able to provide good, safe care to stabilize the patient and get him or her to a medical facility

SECTION 1

BUILDING THE DISASTER PREPAREDNESS TEAM

GETTING STARTED

TEAM CONCEPT AND AUTHORITY
To develop and implement a successful plan, management must demonstrate commitment to this project and promote an atmosphere of cooperation by authorizing the planning group to take the steps necessary to develop a plan.  The first step of any business is the designation of the person or persons who will be responsible for development of the plan. Key personnel for consideration are the company’s Human Resource Officer or the Operation Manager. The individual selected should be knowledgeable in all facets of the agency’s operations, assets and facilities. Moreover, the person should be capable of assisting the head of a business in directing operations before, during, and after a disaster.  Large and multifaceted departments and businesses are encouraged to use the team concept in developing a comprehensive survival plan.

The next step involves identifying other key individuals who are critical to developing and implementing a successful plan.  Use the worksheet on the next page to list the members of the team and contact information, including cell phone numbers, home phone numbers, and home addresses as applicable.

ESTABLISH A SCHEDULE
After reviewing the workbook and its sections, develop a work schedule and a deadline for each part of the plan. Where possible, assign sections of the plan to the individuals on the team who are best qualified to complete them.  

Appendix 6 of this document carries - The 10 Minute Assessment.  As a first step review the matrix.

Disaster Team 

For the Disaster Team please include name and contact numbers

Disaster Team Leader:



Human Resources Manager/Group Manager:



Head of Each Department (if pertinent)







Team Members



















INTERNAL PLANS AND POLICIES
Once the team and the work schedule have been established, begin the creation of your disaster plan with a review of the internal plans and policies that are already in place.  Documents to look for include the following:
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Evacuation Plan & Shelter Locations


Facility Shutdown Policies

Fire Protection Plan





Employee Manuals

Safety and Health Program



Hazards Analysis

Environmental Policies




Capital Improvement Plan

Security Procedures




Mutual Aid Agreements

Insurance Programs & Policies



Emergency Contacts List

Finance and Purchasing Procedures


Backup Systems Procedures

INTERNAL/EXTERNAL RESOURCES

Internal Resources:  Many of the resources needed in an emergency may already be in place. They include:


Internal Resources
· Personnel – Staff trained in fire control, hazardous materials response, emergency medical training, security, evacuation, and public information officer.

· Equipment - Fire protection and suppression equipment, communications equipment and backups, first aid supplies, emergency supplies, warning systems, emergency power systems, and decontamination equipment should be in place for everyday operations.

· Facilities – Emergency Operations Center, interior safe area, first-aid stations, storm protection devices and sanitation facilities are critical.

· Organizational Capabilities – Training, evacuation plan, and employee support plan.

· Backup Systems – Arrangements with other facilities to provide for payroll, communications, customer services, shipping and receiving, information systems, emergency power, and recovery support.

External Resources:  External resources may be critical in an emergency. By identifying them before they are needed, valuable time can be saved in a crisis. Establish a directory including names, addresses, directions, and telephone numbers.  Use the Emergency Contact List on the next page to compile this information.



CRITICAL PRODUCTS, SERVICES AND OPERATIONS
Also identify the critical products, services and operations of the business. This information is needed to assess the impact of potential emergencies and to determine the need for backup systems. Areas to review include:


· Company products, services, facilities and equipment needed to produce them.

· Products and services provided by suppliers, especially sole-source vendors. If a sole-source vendor has an emergency, it will impact your company.

· Lifeline services such as electrical power, water, sewer, gas, telecommunications and transportation. What backup systems or alternatives are in place?

· Identify operations, equipment and personnel vital to the continued functioning of the business.

· Today’s businesses often rely on computers for information, resources, accounting, communications and daily operations. Investigate alternatives for computer data backup and storage, such as CDs, zip drives, offsite data storage, and laptop computers. 

After reviewing the internal resources and plans your business has in place, you may find that part of the work of developing a disaster preparedness plan has already been completed.  Or, this review may identify important gaps in your business’ operating system that need to be filled or addressed.  Either way, the initial review of the plans and resources of your business, along with a determination of your business’ critical functions and operations, will help you complete the next sections of the plan.

	EMERGENCY CONTACT LIST



	Agent
	Contact Name
	Phone #/E-mail address

	Police Department


	
	9-9-9

	Fire Department


	
	9-1-1

	Emergency Medical Service


	
	9-1-1

	Hospital


	
	

	Attorney


	
	

	Local Government Building/Codes Department


	
	

	NEMO Secretariat
	
	452-3802 / eoc@candw.lc 

	National Weather Service
	
	454-3452

	Electric Company
	
	

	Telephone Company
	
	

	Local Radio Stations


	
	

	Local Television Stations


	
	

	Local Newspapers


	
	

	Insurance Companies
	
	

	Preferred Tradesmen



	Electrician
	
	

	Plumber
	
	

	Glass Company
	
	

	Landscapers
	
	

	Carpenters
	
	

	Roofers
	
	


SECTION 2

HAZARD AND RISK ANALYSIS

IDENTIFYING YOUR RISKS

POTENTIAL BUSINESS IMPACTS

When formulating a plan for disaster preparedness, consider how different disasters will impact your business.  Some disasters are from external sources, while others could result from internal incidents such as explosions or chemical spills.  When determining how a disaster will affect your business, consider the following:


· Physical construction of the facility

· Hazardous processes or byproducts

· Facilities for storing combustibles

· Layout of equipment

· Lighting

· Evacuation routes and exits

· Proximity of shelter areas

Regulatory issues must also be addressed. What emergencies are you regulated to handle? Analyze each potential emergency thoroughly.  Consider what could happen as a result of:


· Prohibited access to the facility

· Loss of electric power

· Communication lines down

· Ruptured gas mains

· Water damage

· Smoke damage

· Structural damage

· Air or water contamination

· Explosion

· Building collapse

· Trapped persons

· Chemical release

Considering the items described above, review each type of emergency shown in the chart below and rank the likelihood each will occur, the impact it will have on your business and the amount of warning available before it occurs.  Use a simple scale of 1 to 5 with 1 as the lowest probability or impact and 5 as the highest. 

	Assess the impact 
	Rate likelihood 

(1 to 5)
	Impact on business

(1 to 5)
	Warning Time

(Days, Hours, Minutes)

	Fire
	
	
	

	Flood
	
	
	

	Hurricane
	
	
	

	Tornado
	
	
	

	Office Violence
	
	
	

	Terrorism
	
	
	

	Utility Failure
	
	
	


The information in the above chart can be used to identify and prioritize the types of disasters your business will address.  For instance, if a flood is highly unlikely to occur in your area and it would not significantly impact your business, you may instead choose to focus your preparation activities on other disasters that are more likely to occur and would have a greater impact on your day-to-day business.

INSURANCE REVIEW AND CHECKLIST

After determining the disasters that could occur and how they would affect your business, review your insurance policies to determine if you are covered.  Unfortunately, most businesses discover that they are inadequately insured only after suffering losses. Lack of appropriate insurance can be financially devastating. Complete the information on your insurance company and policies as listed below. 

Name of Insurance Company:  









Agent’s Name:  











Insurance Company Address:  









________________________________________________________________________
Primary Policy #:  







Flood Insurance Policy #:  






Phone #:  








Email Address:  








Additional Information:  











Meet with your insurance provider annually to review the following insurance checklist. This meeting could prove invaluable should a disaster strike.

	INSURANCE CHECKLIST



	Appraisal
	Check adequacy of existing coverage
	Enter date completed & by whom

	Building Value File
	Copy files of construction cost and records of annual updates
	

	Building Ordinance and Business Income Coverage
	Know the following: (same for both) Reconstruction Coverage 

Cost to rebuild

Cost to demolish and clear property
	

	Contingency Business Interruption


	Determine need for insurance protection from interruption of business by suppliers or purchasers of products/services
	

	Flood Coverage
	Analyze flood coverage
	

	Inventory 

(Property and Equipment)
	Photograph or video building interiors, exteriors, property and equipment
	

	Pollution Liability
	Analyze need for coverage for pollutants emanating from premises as a result of fires, explosions, and other disasters
	

	Report Business Operation Changes


	Report any change in business operations to agents immediately
	

	Valuable 

Papers and Documents


	Insure separately, plans, documents, and reference materials that are necessary to operate business


	

	Windstorm Coverage
	Analyze out-of-pocket cost for windstorm restoration
	

	Off-premises Power Coverage


	Determine need for insurance for interruption losses sustained from actions such as lightning damage caused to nearby transformers
	

	Off-premise Water Supply

Coverage


	Analyze need for insurance for interruption losses caused by damage to pumping stations or water mains furnishing water to premises
	


BUSINESS COVERAGE/INTERRUPTION INSURANCE
Business Income Coverage - Coverage is provided for the following losses when caused by a suspension of operations due to damage to property at the described premises (including loss resulting from damage to personal property in the open, or in a vehicle, within 100 feet of insured locations). 

Business Income - Net incomes that would have been earned and continuing normal operating expenses (including payrolls) incurred during the time required to repair, rebuild or replace damaged property.

Extended Business Income - Actual loss of business income during a recovery period of up to 30 consecutive days after damaged property is repaired and operations are resumed. (Coverage for an additional period is optional.)

Extra Expense - Expenses, other than normal operating expenses, incurred to avoid or minimize the suspension of business operations. If operations cannot be continued, extra expenses are covered only to the extent that they reduce the business income loss payable.

Building Code Upgrade Rider - Recent and pending changes in the Saint Lucia Building Code could require you to rebuild to a more stringent code than your building currently meets. These mandatory upgrades may not be covered by replacement cost insurance coverage.  In certain cases, this code may be enforced on the complete facility even if only a portion of your building was damaged. 

SECTION 3

PROPERTY PROTECTION

PROTECTING YOUR STRUCTURE
EVALUATING YOUR FACILITY

The structural integrity of your building will dictate the actions necessary to protect your business.  If you own your facility, consider having a trained professional evaluate your building, highlighting its strengths and weaknesses and informing you of various options to protect your structure.  If you rent space, talk with your landlord regarding different options to safeguard your business.   Discuss with your landlord the possibility of insurance savings if he or she takes steps to strengthen the structure.   The following table shows items to consider when evaluating the ability of your structure to withstand a disaster.


Pending Changes in the Saint Lucia Building Codes

Saint Lucia has indicated that the building codes in the Country will be implemented soon. These changes will affect new construction and major remodeling projects once the new codes become effective. New buildings will be designed to meet higher standards and often will be required to have all doors and windows meet impact standards. These newer buildings must also be more energy efficient than buildings built to current standards. 

Existing building owners should note that they might be required to rebuild or remodel to current codes if a disaster should affect their property. In certain situations, an owner may be required to elevate his entire building, even if only a portion of the building is damaged. These costs may not be covered by your current insurance policies.

The Standards

When considering purchasing hurricane resistant products, an owner should strongly consider these standards. Products certified to these standards have been tested and certified to meet both the wind and the impact requirements of the new code. Most insurance companies offer discounts if the products used meet these standards and are installed properly. A manufacturer should provide certification that its products meet these standards. This certification will be required by your insurance company to obtain the discounts. 

PROTECTING YOUR BUILDING
To determine if your building will survive a major disaster such as a hurricane, consider the construction of your facility and the number and types of openings it contains.  On many facilities, the garage doors are the largest and weakest openings in the building. Hurricane Andrew showed that garage door failure was one of the leading causes of building failure. Once an opening the size of a garage door was breached, the complete structure was often compromised.

Consider having your garage doors replaced with a more wind-resistant and impact-rated product. Another option is to have existing doors upgraded or reinforced with garage door bracing systems. If all else fails, in time of emergency, move a forklift or truck up against the door. This will prevent the door from blowing in, but will do little to prevent the door from blowing out.

Shuttering or replacing doors with an impact-rated product can protect exterior personnel doors. At a minimum, additional locks should be added and the frames and hinges should be checked to verify that the correct size and number of fasteners were employed. This will offer better storm resistance and better everyday security.

It is unlikely that your building will survive a major storm if the windows and glass doors are not protected.  Business owners should evaluate the benefits of protecting all glass openings. Insurance savings will occur if code-approved products are used to secure or protect glass openings.

FORMS OF PROTECTION


Plywood - The American Plywood Association has developed standards and approvals for using plywood to protect glass openings. Plywood is a low cost, readily available method of protecting an opening. Care must be taken to assure that the plywood is attached properly to a structure and storing plywood requires a lot of space. 

Corrugated Storm Panels - Panels are made from aluminum, steel or polycarbonate. Storm panels are removable and put in place only when a storm is threatening. 

Accordion Shutters - Shutters are made of aluminum and are permanently attached to your building. They offer year round security and storm protection.

Rolling Shutters - Shutters offer great security and sun control. They can be operated manually or by electric motors. Rolling shutters are ideal when it comes to protecting “high tech” equipment. 

Laminated Windows and Doors - Today’s technology has made it possible to install glass windows and doors that are often stronger than shutters. These products are an excellent option for new construction and remodeling. 

Window Films and Laminate - Retrofitted window laminates are available, but most products do not pass the large missile impact test. These products still offer a great deal of protection, however, if applied properly.  This includes a Frame Locking System, which locks the film to the frame.  Often, in commercial applications it is the most logical choice. Window films also offer UV protection, reduced glare and lower heat transfer.

Other Products - Changes in the building codes will drive the market to search for new and better alternatives. One such product for commercial use is perforated metal screen. These styles of products stay in place year round, offer great security, and have a very limited effect on the look of a building.

SAFE ROOMS AND SAFE AREAS

While evaluating your building, seek out interior areas that can be strengthened.  Look for rooms inside your building that have no glass openings. If these areas exist, consider re-enforcing the doors. This area can be used as a place of last resort if anyone should become trapped in the building. These areas should also be used to shelter key data and equipment. A number of products on the market today can be used to make areas such as safe rooms more structurally sound.

Other physical retrofitting measures can be:


· Moving or constructing facilities away from flood plains or coastal zones.

· Upgrading and retrofitting the facilities to withstand a major hurricane.  Consideration must be given to the finished floor elevation to determine the value of such a retrofit. 

· Flood-proofing the facility by constructing floodwalls or other flood protection products.

· Installing a fire sprinkler system and using fire-resistant materials and furnishings.

· Adding lightning protection systems.

There are also non-structural mitigation measures to consider, including, but not limited to:


· Move workstations and assembly areas away from large windows whenever possible.

· Install curtains or blinds that can be drawn to prevent glass from shattering onto employees.

· Secure light fixtures and other items that could fall or shake loose in an emergency.

· Secure all heavy items by moving the heavy or breakable objects to the lowest shelves.

Consult a building expert, structural engineer, or architect for additional information. Consult with your property insurer about special protective systems and any insurance discounts that may be available for protection systems that prevent property damage.


MUTUAL AID/VENDOR AGREEMENTS
To avoid confusion and conflict in an emergency, establish agreements with local response agencies and businesses. Mutual-aid agreements should define the type of assistance that would be needed, communication procedures, and the chain of command for activating the agreement. Include these agencies in your facility training. When possible, develop a mutual agreement with a friendly competitor out of your area, so that if the worst happened, you would have an operations center.

Consideration should also be given to setting up contractual arrangements with vendors for post-emergency services such as equipment repair and records preservation.  Determine which operations are critical and make plans for bringing those systems back on-line first. This may entail:

· Repairing or replacing equipment. This encompasses both production and office equipment.

· Relocating operations to an alternate location. This could be either a partial or a total relocation depending on the severity of the emergency.

· Establishing relationships with contractors and making them familiar with the materials needed to replace or rebuild your facility. This will greatly speed up the rebuilding process, as well as eliminate the frustration of finding contractors after a disaster has occurred.

BUSINESS SHUTDOWN

Shutting down the facility should be a last resort, but it is a possibility that must be considered. Without a plan for a speedy shutdown, things can quickly become disorganized and may result in confusion, injury, property damage and vital records being left behind.  Some businesses require only simple actions such as turning off equipment, locking doors, and activating alarms.  Larger facilities may require more complex procedures that may vary with the type of emergency. Department heads should have established shutdown procedures, including information on what conditions require a shutdown, how to shut off utilities, who can order a shutdown and who will oversee one. Planning must also be done for a partial shutdown and how that would affect other facility operations.




	FACILITY PREPAREDNESS CHECKLIST


	First steps
	Completed By:
	Date/

Time

	Acquire emergency repair tools/tool kit and materials such as chain saws, shovels, axes, tools, glue, sealing and caulking compounds, lumber, fasteners, and duct tape.
	
	

	Keep a first aid kit with heavy gloves, boots and other necessary equipment handy to prevent injuries during clean up.  
	
	

	Install safety glass where appropriate.
	
	

	Purchase a NOAA Weather Radio with Specific Area Message Encoding.
	
	


	Post shutdown and restart instructions on or near control panels, valves, switches, and operating mechanisms of each piece of equipment.
	
	

	Inspect facility for any items that could fall, spill, break or move during high wind. Take steps to reduce hazards.
	
	

	Review process for handling and storing hazardous materials. Have incompatible chemicals stored separately.
	
	

	Determine the location of the closest hospital, fire station, and other emergency facilities.
	
	

	Post clearly marked evacuation routes throughout your facility.
	
	

	Determine a last-resort location or shelter at your facility for fast developing situations such as tornadoes. This should be an interior room with no exterior doors or windows.
	
	

	Identify backup communication systems and equipment (cellular phones, batteries, radios, etc.) needed for an emergency. 
	
	

	Check and replace any faulty or missing first aid equipment.
	
	

	Keep a supply of flashlights and good batteries on hand and in strategic locations.
	
	


	
FACILITY PREPAREDNESS CHECKLIST 



	Tasks to complete pending disaster 
	Completed By Whom:
	Date/

Time

	Secure shelves, filing cabinets, tall furniture, desktop equipment, computers, printers, copiers and light fixtures. Move heavy objects to lower shelves, but above anticipated flood levels.
	
	

	Turn off the circuit breaker for all electricity, except for refrigeration.
	
	


	Remove all outdoor signs, particularly those that swing or which might cause damage during strong winds.
	
	

	Install protective measures, such as storm shutters or thick plywood cut to fit outside windows and with permanent attachments for easy installation. Remove antennas and loose objects from a roof.
	
	

	Close doors and windows and cover or barricade. Tie down equipment or move equipment and supplies to shelter or safe areas.
	
	

	Protect equipment and materials stored outside, moving critical or valuable items to inside storage, or move mobile equipment to high ground or to protected sides of buildings. Secure all items that cannot be brought inside. All efforts should be made to move items indoors.
	
	

	Provide a backup power source for critical operations.
	
	

	Notify local authorities that the building will be vacant or if a guard or security detail will be present.
	
	

	Identify stored hazardous materials or other chemicals that could be flooded and relocate or elevate these.
	
	

	Remove vegetation and combustible materials around structures.
	
	

	Provide more than one means of access into and out of the business.
	
	

	Provide fire breaks to prevent the spread of fire.
	
	

	Clear all drainage systems of debris to prevent blockage.
	
	

	Provide fire roads to aid in firefighting.
	
	


SECTION 4

PRESERVING YOUR RECORDS

KEY BUSINESS DATA

RECORDS PRESERVATION
Preserving vital records is essential to businesses of all sizes for quick restoration of operations. Determining which records are vital involves:

· Classifying operations into functional categories (such as sales, finance, production, and administration), determining the essential functions and prioritizing their needs.

· Identifying the minimum information needed to perform essential functions, such as customer relations, which may require access to account statements.

· Identifying the equipment and records needed to access and use the information.

DATA WORKSHEETS

Use the following checklist to identify and track important documents if they are moved to another location.

	DATA WORKSHEETS CHECKLIST


	Record
	Secondary Storage Location 
	Person Assigned

Responsibility
	Date 


Accomplished

	Accounts receivable (posting, billing)
	
	
	

	Billing and invoicing
	
	
	

	Cost accounting and analysis
	
	
	

	Property accountings
	
	
	

	Equipment registers
	
	
	

	Expenses (analyses, prompt reports) 
	
	
	

	Financial statements
	
	
	

	Forecasting
	
	
	

	General ledgers:

Operation
	
	
	

	Lease and rental accountings


	
	
	


	DATA WORKSHEETS CHECKLIST (continued)


	Record
	Secondary Storage Location 
	Person Assigned

Responsibility
	Date 


Accomplished

	Loans and mortgages
	
	
	

	Management reports
	
	
	

	Markets research
	
	
	

	Contract lists
	
	
	

	Work-in process records

	 
	
	

	Order acknowledgment and analysis
	
	
	

	Payroll computation and payment
	
	
	

	Repair and maintenance
	
	
	

	Retirement and pension records
	
	
	

	Rolodex
	
	
	

	Sales analysis
	
	
	

	Social Security

records
	
	
	

	Taxes: calculation,

property accountings
	
	
	

	Transportation 

optimization
	
	
	

	Wage and salary analysis
	
	
	

	Wage and salary computations
	
	
	

	Warehousing and stocking: records, analysis 
	
	
	


Procedures must be established for protecting and accessing vital information and records. Some approaches to consider include:

· Backing up all computer systems on a regular schedule and labeling vital records for easy identification and access

· Storing on-site tapes and disks in insulated fireproof containers. Assign a person to be responsible for getting these records off-site in the event of an evacuation.

· Storing copies of the backup data off-site or online.

	
RECORD PRESERVATION CHECKLIST 



	Tasks to complete pending disaster 
	Completed By:
	Date/

Time

	Store enough large, heavy-duty plastic bags so smaller electronic equipment (computer terminals, typewriters, etc.) and paper files can be double bagged to protect them from water damage.
	
	

	Identify critical records and equipment to evacuate and explain how and by whom they will be moved.
	
	

	Relocate as many files, boxes, computers, and other office equipment as possible to the innermost parts of the building or to a designated off-site safe location.
	
	

	Consider an off-site data storage agency that will assist you in backing up computer files.
	
	

	If valuable records are needed on-site, plan ahead by tentatively preparing them for evacuation by informing several employees about the importance of getting them out.
	
	


Take photographs or videotape of all phases of operations at the facility in order to document company assets. Update these records regularly and keep a copy of the records off-site at a secure location.  

COMPUTER HARDWARE INVENTORY

Preservation of your computer and office equipment will be critical to shortening your business’ recovery time after a disaster occurs.  To aid in the recovery effort, use the table below to prepare an inventory of your office equipment.  

· Attach a copy of your vendor documentation with the inventory.  Also include a copy of all software information. 

· Record the name of the company you purchased or leased this equipment from and the contact name to notify for computer repairs and support for your hardware, software and peripherals.
	Hardware (CPU, Monitor, Keyboard, Mouse, Modem, Zip Drives, etc.)
	Hardware Size, Disk Capacity, Ram & CPU Capacity
	Model Purchased
	Serial/Product Number 
	Date Purchased
	Cost
	Initial Completed by:

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


SECTION 5

PERSONNEL FUNCTIONS
EMPLOYEE AND COMMUNICATIONS ISSUES

EMPLOYEE TRAINING
Everyone who works at a business requires some form of protective action training. This could include periodic employee discussions to review procedures, equipment use, government procurement, contracting procedures, and individual roles during an emergency. General training for employees should include the following:


· Individual roles and responsibilities

· Information about threats, hazards and protective actions

· Notification, warning and communication procedures

· Means for locating family members in an emergency

· Emergency response procedures

· Evacuation, shelter and accountability procedures

· Location and use of common emergency equipment

· Emergency shutdown procedures

EMPLOYEE SUPPORT

In some cases, employees will rely on their employers for monetary assistance and support after a disaster. A valuable consideration is to define the range of services that the business can provide or arrange for, including: 


· Cash advances

· Salary continuation

· Flexible work hours


· Reduced work hours


· Crisis counseling


· Care packages

· Day care


IDENTIFICATION/PASSES

Every company should have its own system for allowing staff back into damaged areas. Check with the National Emergency Management Organisation Secretariat to determine a re-entry plan, which may include passes, bumper stickers, or other means of identification.  The following may be required:

· A current list of names provided to NEMO Secretariat in advance of an incident noting the names of the employees needing passes to your business.  Release of a badge or pass may require a formal (written) request to a county emergency management agency.
· Key personnel should carry pocket cards containing the names, telephone numbers, and location of local governments and other emergency services, including how to communicate with their contacts within the Emergency Operation Center. 

EMERGENCY COMMUNICATIONS
Communications are essential to any business operation. Even if the facility itself is intact, a communications failure can cut off most business activities. Communications are needed to report emergencies, to warn personnel of danger, to keep families and off-duty employees informed, to coordinate response actions, and to keep in contact with customers and suppliers. The company should plan for all contingencies, from a short-term disruption to a full communications failure.

· Consider all functions performed and the communications (both voice and data) used to support them. How would the loss of these functions impact the facility, both in normal operations and in an emergency?

· Talk with your communication vendors (both voice and data) about their emergency response capabilities. Establish procedures for restoring services.

· Prioritize all facility communications. Determine which should be restored first. Determine the need for backup communications for each business function. Options can include messengers, portable phones, amateur radios, satellite communications, and high-frequency radio.

· Work with your Internet provider. Speak with them about their plans and how they may be able to assist you.

Establish and continually update an employee and management roster (see following sheets).  These lists should contain as many ways as possible to contact an individual or emergency contact. Your Human Resource Department or person should already have the basis of this list.  Assign the responsibility of contacting employees to two or three key people from the Disaster Preparedness Team.  Or, if your business is large, consider developing a phone tree whereby the task of contacting employees is spread over a larger group of personnel. 

In an emergency, employees will need to know if their families are safe. All employees should be encouraged to consider how they would communicate with their families if they were separated from one another or injured in an emergency. The employee should arrange an out of town contact for all family members to call in an emergency and designate a place for all family members to meet, in case they cannot get home in an emergency.

You must also assume that not every key person will be readily available after an emergency. Ensure that recovery decisions can be made immediately. Establish procedures for assuring the chain of command. Include these procedures in all training exercises and ensure that all employees annually review the business disaster plan with their supervisors.   



EMPLOYEE ROSTER

Employee Name and ID#










	Address:
	Emergency Contact Person:

	Telephone:
	Emergency Phone:

	Cell Phone:


	Notes:

	Pager:
	

	Department:
	


Employee Name and ID#










	Address:
	Emergency Contact Person:

	Telephone:
	Emergency Phone:

	Cell Phone:


	Notes:

	Pager:
	

	Department:
	


Employee Name and ID#










	Address:
	Emergency Contact Person:

	Telephone:
	Emergency Phone:

	Cell Phone:


	Notes:

	Pager:
	

	Department:
	


Employee Name and ID#










	Address:
	Emergency Contact Person:

	Telephone:
	Emergency Phone:

	Cell Phone:


	Notes:

	Pager:
	

	Department:
	


Employee Name and ID#










	Address:
	Emergency Contact Person:

	Telephone:
	Emergency Phone:

	Cell Phone:


	Notes:

	Pager:
	

	Department:
	


**For Additional Employees, Copy Sheet.

MANAGEMENT ROSTER

Employee Name and ID#










	Address:
	Emergency Contact Person:

	Telephone:
	Emergency Phone:

	Cell Phone:


	Notes:

	Pager:
	

	Department:
	


Employee Name and ID#










	Address:
	Emergency Contact Person:

	Telephone:
	Emergency Phone:

	Cell Phone:


	Notes:

	Pager:
	

	Department:
	


Employee Name and ID#










	Address:
	Emergency Contact Person:

	Telephone:
	Emergency Phone:

	Cell Phone:


	Notes:

	Pager:
	

	Department:
	


Employee Name and ID#










	Address:
	Emergency Contact Person:

	Telephone:
	Emergency Phone:

	Cell Phone:


	Notes:

	Pager:
	

	Department:
	


Employee Name and ID#










	Address:
	Emergency Contact Person:

	Telephone:
	Emergency Phone:

	Cell Phone:


	Notes:

	Pager:
	

	Department:
	

	**For Additional Managers, Copy Sheet.

	
PROTECTIVE ACTIONS SURVIVAL CHECKLIST





	Tasks to Complete:
	Completed By:
	Date/

Time

	Ensure adequate fueling of all service and personnel vehicles.
	
	

	Assess the need and ability to communicate with field personnel.
	
	

	If possible, arrange for shelter of essential employees’ family members on-site or in close proximity.
	
	

	Store food, water, blankets, battery-powered radios with extra batteries and other emergency supplies for employees who become stranded at the business.
	
	

	Develop an employee buddy system, so employees in evacuated areas may stay with those in non-evacuation areas.  
	
	

	Determine a last-resort location or shelter at your facility for fast-developing situations such as tornadoes. This should be an interior room with no exterior doors or windows.
	
	


	Identify backup communication systems and equipment (cellular phones, batteries, radios, etc.) needed for an emergency. 
	
	

	Encourage employees to have personal family disaster plans and keep a record of where non-essential employees intend to evacuate.
	
	

	Review the procedures for addressing office violence occurrences.  
	
	

	Discuss with staff the sequence of events to handle terrorism situations.
	
	


SECTION 6

RECOVERY ACTIONS

ONCE THE DISASTER HAS PASSED

RESUMING BUSINESS
When the emergency is over and it is safe to return, the next task is that of resuming business. A recovery team must be established to enter the structure, assess the damage, secure the structure, and begin re-opening the business. The following is a summary of the steps needed for each task.

Reentry:

· Have a copy of the business occupational license to prove association with a business and need to enter area. 

· Have a positive proof of identity to gain access to your business.  Display proper identification tag as required by the local emergency management office.

Damage Assessment:

· Conduct a salvage operation to separate the damaged from the undamaged property.

· Assess the value of any damaged property.

· Assess the impact of the business interruption and maintain contact with customers and suppliers.

· Take inventory of all damaged goods with your insurance adjuster. If you release any goods to the adjuster, obtain a signed inventory detailing the quantity and type of goods being removed. 

· Check with your attorney, accountant, and insurance agents as to what information should be gathered.

· Document damages as required by disaster assistance programs and for tax purposes.

· Consider whether to establish contracts for cleanup and restoration.

· Maintain lists of equipment purchased with serial numbers, model numbers and costs.

· Maintain a detailed ledger of repairs. (Check to see if these costs are covered by your insurance.)

· Keep a log of critical events to jog your memory of the sequence of events and who did what, when, why and how. 

· Consider audio recording all key decisions and taking photographs or videotape of any damage. Establish special codes to track purchases and repair work.

· Maintain records of injuries and document incidents, investigations, and recovery operations.

Secure Building:

· Ventilate the structure as much as possible to rid the area from a build-up of gases and bad odors.

· If you use a portable generator, keep it in an open area.  Do not connect directly to your main electrical panel.  If installed incorrectly, power could flow into outside lines and injure employees or utility crews working in the area. 

· Provide temporary repairs to make building secure from vandalism or further building damage.  Maintain a detailed ledger of repairs.

Reopening Process

· Determine the essential functions that are necessary to operate the business in order of priority.

· Activate call-up procedures if appropriate for essential personnel.

· Consider whether the business will need to contact Government, Chamber of Commerce or Employers Federation for information on disaster assistance loans and programs.  

· Identify areas and ways the business could help the community in a community- wide emergency.  Identify opportunities for sharing resources and information. 


[image: image1.wmf]
SECTION 7

IMPLEMENTING THE PLAN

PLACE THE PLAN IN A BINDER

PLANNING CONSIDERATIONS
To develop and implement a successful plan, emergency planning must be a part of the corporate culture. Look for opportunities to build awareness, educate and train personnel, test procedures, and involve all levels of management and employees in the planning process.   Test how well the plan has been integrated by asking:

· How well does senior management support the responsibilities outlined in the plan?

· Have emergency planning concepts been fully incorporated into the facility’s accounting, personnel, and financial procedures?

· How can the facility’s processes for evaluating employees and defining job classifications better address emergency management responsibilities?

· Are there opportunities for distributing preparedness information through company newsletters, employee manuals or mailings?

· What kind of safety posters or other visible reminders would be helpful?

· Do personnel know what they should do in an emergency?

· How can all levels of the company be involved in evaluating and updating the plan?

DISTRIBUTE AND UPDATE THE PLAN
Once the plan is developed, it should be kept in a hard, three-ring binder and on floppy disks or a CD, properly identified as the business’ plan for disaster response. To easily and quickly locate specific subjects in the plan and related documents, include a table of contents and a tabbed index.  A copy of the plan should be maintained off-site. 

Each individual who receives a copy should sign for it and be responsible for posting subsequent changes. Determine which sections of the plan would be appropriate to share with government agencies (some sections may include private listings of names, telephone numbers or radio frequencies). Distribute the final plan to:

· The permanent secretary, chief executive, senior managers, and key members of the company’s emergency response organization.

· Key personnel so they may keep an extra copy of the plan at their home.  Inform all employees about the plan and training schedule.

· Company headquarters if the business is a branch office or operation.

· Local emergency management office (appropriate sections).

IMPLEMENT THE PLAN

Implementation means more than using the plan during an emergency. It means acting on recommendations made at meetings and throughout training.  Set a timetable for review and during this timetable determine:

· Who will be trained, who will do the training, and what activities will be used? 

· What training works best for the individual company: educational sessions, tabletop exercises, or walk-through drills? All can be used to train employees on implementation of the plan.

· Management should use the input gained through training to update and revise the plan.

EVALUATE AND MODIFY THE PLAN

Conduct a formal audit of the entire plan at least once a year. Conditions, such as employees and the company’s size and products, can change dramatically throughout the year. Among the issues to consider are:

· Are all levels of management involved in evaluating and updating the plan? Are problem areas and shortfalls being addressed? 

· Does the plan reflect lessons learned and are enough people involved to execute the plan?

· Have the potential hazards changed and have company records of facility assets changed?

· Are the names, titles, telephone numbers, and addresses in the plan current?

In addition to a yearly audit, the plan should be reviewed and revised after each drill or after an emergency to determine if the response was correct. Remember to brief all personnel about any changes to the plan.

APPENDIX

HAZARD TERMS AND DEFINITIONS
COASTAL FLOOD WATCH: Wind-forced flooding is possible along coastal areas if weather conditions develop as expected.

COASTAL FLOOD WARNING: Wind-forced flooding is expected along coastal areas in the next 12 hours.

DECELERATION OF A DISASTER: A condition declared by the Prime Minister of Saint Lucia.
EXTREMELY HAZARDOUS SUBSTANCES (EHSs):  A list of chemicals identified by EPA based on toxicity, and listed under Title III of SARA.

FLOOD WATCH:  Flooding is possible along low-lying flood prone areas if weather conditions develop as expected.

FLOOD WARNING:  Flooding is expected along low-lying flood prone areas in the next 12 hours.

FULL EMERGENCY CONDITION:  An incident involving a severe hazard or large area which poses an extreme threat to life and/or property and will probably require a large scale evacuation, or an incident requiring the expertise or resources of county, State, Federal or private agencies. 

IMMEDIATELY DANGEROUS TO LIFE AND HEALTH (IDLH):  The maximum level to which a healthy worker can be exposed for 30 minutes and escape without suffering irreversible health effects or escape‑impairing symptoms.

LEVEL OF CONCERN (LOC):  The concentration of an extremely hazardous substance (EHS) in the air above which there may be serious irreversible health effects or death as a result of a single exposure for a relatively short period of time.

LIMITED EMERGENCY CONDITION:  An incident involving a greater hazard or larger area which poses a potential threat to life and/or property and which may require a limited evacuation of the surrounding area.

HAZARDOUS MATERIAL:  Any substance or material, which may be harmful to humans, animals, crops, water systems, or other elements of the environment, if accidentally released.  Hazardous materials include:  explosives, gases (compressed, liquefied, or dissolved), flammable and combustible liquids, flammable solids or substances, oxidizing substances, poisonous and infectious substances, radioactive materials, and corrosives.
HURRICANE:  A warm-core tropical cyclone with sustained winds over 74 MPH.  The winds blow in a counter-clockwise direction around a center of circulation in the Northern Hemisphere.  The diameter of a hurricane may range from 100 to 1,000 miles.  The Saffir-Simpson Hurricane Scale divides hurricanes into five categories of strength.  The categories are determined by wind speed and minimum central pressure.  The scale can also give an estimate of the potential property damage and flooding expected along the coast from a hurricane landfall.  Category 1 hurricanes cause the least damage; category 5 hurricanes cause the most.  Average storm surge values are included but they can vary greatly depending on the slope of the continental shelf, and configuration and topography of a coastline in the landfall area.

CATEGORY 1:  (Winds of 74-95 MPH, Storm Surge 4-5 ft, Damage Minimal) Damage primarily to shrubbery, trees, foliage, and unanchored mobile homes.  There may be no real damage to other structures.  Some damage to poorly constructed signs.  Storm surge may be four to five feet above normal.  Low-lying coastal roads inundated, minor pier damage, some small craft in exposed anchorage torn from moorings.

CATEGORY 2:  (Winds of 96-110 MPH, Storm Surge 6-8 ft, Damage Moderate) Considerable damage to shrubbery and tree foliage will occur; some trees may be blown down.  Major damage to exposed mobile homes.  Extensive damage to poorly constructed signs.  Some damage to roofing materials of buildings. Some windows and doors may be damaged.  No major damage to buildings is likely.  Storm surge may be six to eight feet above normal.  Coastal roads and low-lying escape routes inland cut by rising water two to four hours before arrival of hurricane center.  Considerable damage to piers may occur.  Marinas flooded.  Small craft in unprotected anchorages torn from moorings.  Evacuation of some shoreline residences and low-lying island areas required.

CATEGORY 3:  (Winds of 111-130 MPH, Storm Surge 9-12 ft, Damage Extensive) Foliage torn from trees and large trees blown down.  Practically all poorly constructed signs blown down.  Some damage to roofing materials of buildings; some window and door damage.  Some structural damage to small buildings may occur.  Mobile homes destroyed.  Storm surge can be 9 to 12 feet above normal.  Serious flooding at the coast and many smaller structures near the coast destroyed.  Low-lying escape routes inland cut by rising water three to five hours before hurricane center arrives.  Flat terrain five feet or less above sea level flooded inland eight miles or more.  Evacuation of low-lying residences within several blocks of shoreline possibly required.

CATEGORY 4:  (Winds of 131-155 MPH, Storm Surge 13-18 ft, Damage Extreme) Shrubs and trees are blown down. All signs will be blown down.  Extensive damage to roofing materials, windows, and doors is to be expected.  Complete failure of roofs on many small residences can occur.  Expect complete destruction of mobile homes.  Storm surge can be 13 to 18 feet above normal.  Flat terrain 10 feet or less above sea level flooded inland as far as six miles.  Major damage may occur to lower floors of structures near the coast due to flooding, wave action and floating debris.  Low-lying escape routes inland cut by rising water three to five hours before hurricane center arrives.  Major erosion of beaches is likely.  Massive evacuation of all residences within 500 yards of the coast possibly required, and of single-story residences on low ground within two miles of the coast. 

CATEGORY 5:  (Winds More than 155 MPH, Storm Surge More than 18 ft, Damage Catastrophic) Shrubs and trees will be blown down. Considerable damage may be done to roofs of buildings. All signs will be blown down.  Complete failure of roofs on many residences and industrial buildings is likely.  Extensive shattering of glass in windows and doors will occur.  Some complete building failures.  Many small buildings will be over-turned or blown away.  Often complete destruction of mobile homes.  Storm surge can be greater than 18 feet above normal.  Major damage to lower floors of all structures less than 15 feet above sea level within 500 yards of the coast.  Low-lying escape routes inland cut by rising water three to five hours before hurricane center arrives.  Massive evacuation of residential areas on low ground within five to ten miles of the coast would possibly be required. 

	Category

Number
	Central Pressures
	Winds

(mph)
	Surge

(ft.)
	Damage

	
	Millibars
	Inches
	
	
	

	1

2

3

4

5
	980

965-979

945-964

920-944

920
	> 28.94

28.54

27.91

27.17

< 27.17
	74-95

96-110

111-130

131-155

155+
	4-5

6-8

9-12

13-18

18+
	Minimal

Moderate

Extensive

Extreme

Catastrophic


HURRICANE EYE:  The relatively calm area near the center of the storm.  In this area winds are light and sky often partly covered by clouds.

HURRICANE WATCH:  Issued by the Tropical Prediction Center, the Watch means that hurricane conditions are possible within 36 hours across specific coastal areas.  The issuance of the WATCH should trigger the implementation of business and family disaster plans.

HURRICANE WARNING:  Issued by the Tropical Prediction Center, the WARNING means that hurricane conditions, including sustained winds of at least 74 mph, are expected within 24 hours across specific coastal areas.  Business and family disaster plans should already be implemented. 

POTENTIAL EMERGENCY CONDITION:  An incident or threat of a release which can be controlled by the first response agencies and does not require evacuation of other than the involved structure or the immediate outdoor area.  The incident is confined to a small area and does not pose an immediate threat to life or property.

SEVERE THUNDERSTORM WATCH:  Issued by the National Weather Service, the Watch means weather conditions are favorable for the development of severe thunderstorms across a specific area.  Severe thunderstorms can produce damaging straight-line winds with the possibility of a small tornado, large hail, frequent and dangerous lightning and flooding rains.  A typical time period for a Watch is 6 hours.

SEVERE THUNDERSTORM WARNING:  Issued by the National Weather Service, the Warning means a severe thunderstorm has been sighted or detected by Nexrad Doppler Radar.  The Warning is usually issued for one or several counties for a typical time period of 30 minutes.

SQUALL:  A sudden increase of wind speed by at least 18 miles per hour (16 knots) and rising to 25 miles per hour (22 knots) or more and lasting for at least one minute.

STATE OF EMERGENCY:  A condition declared by the Governor General and ratified by the House of Parliament.  Such a condition suspends all Civil Liberties.
STORM SURGE:  Rising ocean water that is pushed toward a coastline by the winds of a hurricane or tropical storm.  The stronger the storm, the greater the storm surge.

STORM WARNING:  A warning of sustained winds in the range of 55 to 73 miles per hour (48 – 63 knots) inclusive.

SUSTAINED WIND:  The wind obtained by averaging observed value over a one-minute period.

TROPICAL CYCLONE ADVISORIES:  Tropical Cyclone Advisories are issued by the Tropical Prediction Center (formerly known as the National Hurricane Center) in collaboration with the Saint Lucia Met Service.  Advisories are issued on tropical depressions, tropical storms and hurricanes at 5am EDT, 11am EDT, 5pm EDT and 11pm EDT.  Advisories are supplemented at 1-3 hour intervals when landfall is likely within 24 hours.  Advisories provide details about a storm’s location, intensity, and speed and direction of movement.  Probabilities of landfall, a track forecast and watch and warning areas are also provided.  This information is broadcasted by the Saint Lucia Met Service, the media and available on the Weather Information Service at 454-3452 also on the Internet at http://www.slumet.gov.lc or http://www.cdera.org 

TROPICAL CYCLONE:  A non-frontal cyclone of synoptic scale, developing over tropical or subtropical waters and having a definite organized circulation.

TROPICAL DEPRESSION:  A tropical depression is a closed circulation of low atmospheric pressure, originating over tropical waters that blow counter-clockwise around a center at speeds less than 39 MPH.

TROPICAL DISTURBANCE:  A discrete tropical weather system of apparently organized convection (cluster of thunderstorms) generally 100-300 miles in diameter.  It originates in the tropics or subtropics, has a non-frontal migratory character, and maintains its identity for 24 hours or more.

TROPICAL STORM:  A warm-core tropical cyclone with sustained winds ranging from 39 to 73 MPH.  The winds blow in a counter-clockwise direction around a center of circulation in the Northern Hemisphere.

TROPICAL STORM WATCH:  Issued by the Tropical Prediction Center, the WATCH means that tropical storm conditions are possible within 36 hours across specific coastal areas.  The issuance of the WATCH should trigger the implementation of business and family disaster plans.

TROPICAL STORM WARNING:  Issued by the Tropical Prediction Center, the WARNING means that tropical storm conditions, including sustained winds ranging from 39 to 73 MPH, are expected within 24 hours across specific coastal areas.  Business and family disaster plans should already be implemented. 

TROPICAL WAVE:  A westward-moving trough of low pressure embedded in the deep easterly trade winds.  Clouds and showers or thunderstorms usually accompany them.
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Hurricane Action Guidelines For The Business Community, Lee County Emergency Management.

The Hurricane Preparedness Handbook for Hotels and Motels, May 1986, A series of seminars jointly sponsored by the Florida Hotel & Motel Association and the Florida Energy Extension Services at the University of Florida. Support provided by the Florida Energy Office of the Florida Department of Community Affairs, State of Florida. 

Hurricane Preparedness Manual, Presented by the Hurricane Task Force, Lee Building Industry Association.  

Hurricane Survival Guide for Small Businesses, South Florida Regional Planning Council, September 1995.

Lee County Hurricane Awareness Manual, Lee County Emergency Management.

Staying Open For Business After Disaster, A Blueprint For Small Business’ Survival, Co-sponsored by: Business and Industry Council For Emergency Planning and Preparedness, and Southern California Earthquake Preparedness Project.
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ACKNOWLEDGEMENT

Brian Rist of Storm Smart Building Systems, Inc., Members of B.O.A.R.D., and staff of the Southwest Florida Regional Planning Council developed this manual for the businesses of Southwest Florida. 

EMERGENCY PUBLIC SHELTERS

LIST OF EMERGENCY SHELTERS PER REGION – JULY 2004

As inspected and certified by the Ministry of Works

(Revised July 5, 2004)

The Public is hereby informed that under Part IV Section 10 of the Disaster Preparedness and Response Act No. 13 of 2000 the following are designated as Emergency Shelters. 

NEMO advises that persons take steps to make their homes their emergency shelter.  

If this is not possible then make advance arrangements to be with family or friends during a storm.  

REMEMBER that shelters are not normally opened before a storm.

If a shelter is to be opened BEFORE a storm NEMO will announce such in advance.

NOTHERN REGION  

Gros Islet Town

1. Boys’ Scout Building

2. Old Convent 

3. Roman Catholic Church

4. Gros Islet Primary School 

5. Gros Islet Infant School

6. Church of Nazarine

7. Seventh-Day Adventist Church

8. Calvary Baptiste Church

9. Glad Tidings Pentecostal Church

Monchy/Grand Riviere

10. Monchy Seventh-Day Adventist Church

11. Monchy Roman Catholic Church

12. Monchy Combined School

13. Marisule Seventh-Day Adventist Church

14. Corinth Secondary School

15. Grand Riviere Primary School

16. Grand Riviere Infant School

17. Grand Riviere Seventh-Day Adventist School

NORTH EASTERN REGION

Babonneau/Fond Assau

18. Paix Bouche Jehovah Witness Church

19. Paix Bouche - Ambrose Dance Hall

20. Babonneau Multi-purpose Centre

21. Babonneau Secondary School

22. Babonneau Infant/Primary School

23. Babonneau Roman Catholic Church

24. Babonneau Pentecostal Church 

25. Babonneau Seventh-Day Adventist Church – Cacoa (Bethany)

26. Babonneau Community Centre

27. La Croix Chabeau Evangelical Church

28. Fond Assau Resource Centre

29. Fond Assau School

30. La Guerre Combined School

31. Boguis Combined School

32. Des Barras Combined School

33. Des Barras Community Centre/Resource Centre

34. Balata Combined School

35. Cacoa Gospel Baptiste Church

36. Chassin Seventh Day Adventist Church

37. Plateau Seventh Day Adventist Church

38. Balata Seventh Day Adventist Church

39. Dame Perlette Louisy Combined School – Union
40. Ti Morne – Union Evangelical Church
Castries North East

41. Castries Comprehensive Secondary School       

42. St. Mary’s College

43. Camille Henry Combined School

44. Carmen Renee Combined School

45. Sir Ira Simmons Secondary School

46. Vide Boutielle Combined School

47. Bethel Tabernacle Church

48. Vide Boutielle Secondary School

49. La Clery Roman Catholic Church

50. Seventh Day Primary School

51. Mon Du Don Primary School

52. VBCC La Clery Club 

53. Seventh Day Marinatha Church – Lanse Road

54. Seventh Day School – Sunny Acres

Castries Central

55. St. Aloysius Roman Catholic Boys’ Primary School

56. St. Aloysius Roman Catholic Boys’ Infant School

57. Ave Maria Girls’ Infant School

58. Ave Maria Girls’ Primary Scho0l

59. Cannon Laurie Anglican Infant School

60. Cannon Laurie Anglican Primary School

61. Methodist Combined School 

62. Castries Seventh Day Adventist Church

63. Castries City Hall

64. Methodist Church

65. Cannon Laurie Anglican Church

SOUTH EASTERN REGION

Mon Repos/Micoud/Pralin/Malgretoute

66. Roman Catholic Church

67. Combined School

68. Seventh-Day Adventist Church

69. Community Centre

70. Patience Combined School

71. Banana Inn Disco

72. Gillette’s Disco
73. Ebenezer Seventh-Day Adventist Church

74. Senior Secondary School

75. Community Centre

76. Infant School (Combined)

77. Primary School (Combined)

78. Roman Catholic Church

79. Multi-Purpose Centre

80. Faith Tabernacle Church

81. Eddie Gaston Hall

82. Highway Disco

Ti Rocher/Desruisseaux

83. Ti Rocher Multi Purpose Centre 

84. Liberty Baptist Church -Ti Rocher

85. Seventh Day Adventist Church -Ti Rocher

86. Ti Rocher Combined School 

87. La Couville Community Centre

88. Mother Perpetual Church -Ti Rocher
89. Fond Desruisseaux – Mothers and Fathers Hall

90. Black Beauty Disco - Desruisseaux

91. Desruisseaux Combined School 

92. Seventh-Day Adventist Church - Desruisseaux

93. Roman Catholic Church - Desruisseaux

94. Desruisseaux Multi-Purpose Centre 

95. Evangelical Church - Desruisseaux

96. Blanchard Pentecostal Church (Solid Rock) 

97. Blanchard Combined School

98. Belle Vue St. Isidore Church

99. Belle Vue Combined School

100. Angier Secondary School 

101. Round The Bend Mothers and Fathers Hall

102. Augustine’s Place - Blanchard

103. Big Jean Disco – Fond Chic

104. Redeem Christian Fellowship Church – Blanchard

105. Blanchard Community Centre 

106. Country Side Disco – Upper Blanchard

107. Belle Vue Seventh-Day Adventist Church

108. Gillette’s Disco – Vigier

109. Pierrot Combined School

110. St. Martin De Porress Shrine Churce – Pierrot 

111. Vigier Combined School

112. Anse Ger Rural Centre

SOUTHERN REGION

Vieux Fort/Augier/Grace

113. Vieux Fort Seventh Day Adventist Church

114. Special Education Centre – Vieux-Fort

115. Senior Primary School

116. Plain View Combined School

117. Vieux Fort Comprehensive: Campus B - La Resource

118. Vieux Fort Comprehensive: Campus A - New Dock Road

119. Roman Catholic Church – St. Joseph

120. Roman Catholic Parish Hall – St. Joseph 

121. Victory Pentecostal Church – St. Jude’s Highway, Vieux-Fort

122. La Ressource Seventh Day Adventist Church

123. Augier Pre School (St. Francis Xavier)

124. Augier Evangelical Church

125. Augier Combined School

126. Augier Roman Catholic Church (St. Francis Xavier)

127. Augier Seventh-Day Adventist Church

128. Grace Roman Catholic Church

129. Grace Combined School

130. Grace Seventh-Day Adventist Church
Laborie

131. Infant School – Combined

132. Roman Catholic Boys’ Primary School

133. Roman Catholic Girls’ Primary School

134. Roman Catholic Church

135. Roman Catholic Parish Centre

136. Banse La Grace School

137. Community Education Centre

138. Evangelical Church

139. New Life Pentecostal Church

Saltibus

140. Piaye Secondary School  

141. Piaye Community Centre

142. Piaye Combined School

143. Saltibus Combined School 

144. Roman Catholic Church

145. Daban Mothers and Fathers Hall

146. Marintha Bapiste Church

147. Banana Inn Disco – Londondary (Touch of Fire)

148. Apostolic Faith Church – Londondary

149. Multi-Purpose Centre

150. Londondary Seventh-Day Adventist Church

151. Jetrine Pre School

152. Front Line Disco

SOUTH WESTERN REGION

Choiseul

153. Reunion Pentecostal Church – Zion Hill

154. River Doree Anglican Church

155. River Doree School

156. River Doree Mothers and Fathers Hall

157. La Fargue Mission Evangelical Church

158. La Fargue Community Centre

159. La Fargue Junior Secondary School

160. Roblot Community Centre

161. Roblot Seventh-Day Adventist Church

162. Debruielle (Roblot) Combined School

163. Roman Catholic Church – Choiseul

164. Reunion Roman Catholic Primary Combined School

165. Reunion Roman Catholic Infant Combined School

166. Victoria Roman Catholic Church

Victoria

167. Cool Joint Disco

168. Victoria Seventh Day Adventist Church

169. Mongouge Combined School

170. Mongouge Community Centre

Degard

171. Degard Combined School

172. Vibration Disco

173. Delcer Roman Catholic School

174. Delcer – Jack’s Dance Hall

175. La Pointe Pentecostal Church

176. Myriods Disco – Morne Sion

177. 99 Disco Ravineau

178. La Marze Mothers and Fathers Hall

179. Pentecostal Church – Reunion

180. River Doree Mothers and Fathers Hall

181. Why Wonder Disco (Jn Baptiste)

182. Sugar Plum Disco

Fond St. Jacques/Soufriere

183. Roman Catholic Church

184. St. James Roman catholic Primary School

185. Infant School/Parish Centre

186. Raymands Disco

187. Fond St. Jacques Seventh-Day Adventist Church

188. Fond St. Jacques Pre School

189. Soufriere Town Hall

190. Bouton Combined School

191. Soufriere Roman Catholic Church

192. Roman Catholic Boys/Girls’ Primary (Former Old Girls Comprehensive)

193. Roman Catholic Boys’/Girls Infant School

194. Constantines Disco (Ten Ten) Belford 

195. Soufriere Seventh-Day Adventist Church

196. Les Etangs Combined School

197. Ebores Disco – Chateau Bellier

198. Rain Forest Disco – Ravine Clear

199. Christ is the Answer Church – Fond Berniere

200. Soufriere Comprehensive School 

201. St. Isidore’s Hall

WESTERN REGION
202. Belair Community Centre 

203. Sarrot Seventh-Day Adventist Church

204. La Croix Community Centre

205. Barre Denis Community Cemtre

206. Odsan Combined School

207. Odsan Day Care Centre

208. Souci New Day Care Centre

209. La Croix Maingot Combined School

210. Matigot Day Care Centre

211. CDC Dance Hall

212. La Croix Maingot Seventh-Day Adventist Church

213. Odsan Seventh Day Adventist Church

214. Souci Old Day Care

215. Souci Day Care (NEW)
Jacmel/Millet/Vanard

216. Combined School

217. Roman Catholic Parish Centre

218. Roman Catholic Church

219. Baptiste Church

220. Pentecostal Faith Church – Coolie Town

221. Seventh-day Adventist Church - Vanard

222. Coolie Town Day Care

223. Tet Chimen Seventh-Day Adventist Church 

224. Tet Chemin Agricultural House

225. Venus Combined School – Primary

226. Community Centre - Durandeau

227. Infant School

228. Pentecostal Church – Vanard (NEW)
229. Bois Den Apostolic Faith Church
Anse La Raye

230. Infant School

231. Combined Primary School

232. Multi-Purpose Centre

233. Roman Catholic Church

234. Seventh Day Adventist Church

235. Roman Catholic Parish Hall

236. Patience Baptiste Church – Petite Bough

Canaries

237. Roman Catholic Infant school

238. Roman Catholic Primary School

239. Seventh-Day Adventist Church

240. Roman Catholic Church

241. Inner Circle Disco

242. Press On Disco

243. Parish Centre

Bexon

244. Bexon Baptiste Church

245. Bexon Infant Combined School

246. Bexon Primary Combined School

247. Roman Catholic Church

248. La Bayee Community Centre

249. Ravine Poisson Seventh Day Adventist Church and Primary School

250. Marc Youth Skills Centre

251. Marc Seventh Day Adventist Church

NORTH WESTERN REGION

Ciceron

252. George Charles Secondary School

253. Methodist Church

254. Combined School

255. Society Hall

256. Baptiste Church

257. Baptiste Hall

258. Community Centre

259. St. Benedict Roman Catholic Church

260. Pentecostal Church

261. School for the Deaf

262. Ciceron Secondary School (NEW)
CASTRIES RURAL

263. Trios Piton Seventh Day Adventist Church 

264. Dierre Fort Seventh-Day Adventist Church  - Old Victoria Road

265. Geneau Evangelical Church

266. Forestierre Combined School

267. Forestierre Methodist Church

268. Ti Rocher Combined School

269. Ti Rocher Community Centre

270. Church of the Nazarene – Water Works

271. Castries Evangelical Church – Water Works

272. Bocage Combined School

273. Bocage Secondary School

274. Morne Du Don Combined School

275. Bocage Seventh Day Adventist Church

276. Marchand Combined school

277. Rock Hall Junior Secondary School

278. Entrepot Secondary School

279. Entrepot Human Resource Centre

280. Marchand Parish Centre

281. Marchand Roman Catholic Church

282. Dunnottor School

283. Forestierre Seventh-Day Adventist Church

284. Leon Hess Comprehensive Secondary School

285. Sir Arthur Lewis Community College

286. Full Gospel Tabernacle – Bocage

287. St. Joseph’s Convent

288. Jehovah Witnesses Kingdom Hall

EASTERN REGION
Dennery/Mabouya Valley/La Caye

289. La Caye Hall Of Jehovah Witnesses

290. Grand Riviere Senior Primary School

291. La Ressource Day Care Centre

292. La Ressource Roman Catholic Church

293. La Ressource Parish Centre

294. La Ressource Combined School

295. Gardette Day Care Centre

296. Aux Leon Combined School

297. Morne Panache Seventh Day Adventist Church (Debonaire) 

298. Morne Panache Dance Hall

299. Dennery Seventh Day Adventist Church

300. Belmont Seventh Day Adventist Church

301. Aux Leon Seventh Day Adventist Church

302. Clendon Mason Secondary School

303. Dennery Combined Primary School 

304. Dennery Infant School

305. Denniere Riviere Apostolic Faith Church

306. Evangelical Church

307. Dennery Roman Catholic Church 

308. Dennery Multi-purpose Centre

309. Richfond Combined School - Hess

310. Grand Riviere Seventh Day Adventist Church

311. Cholet Dance Hall – Mon Panache

312. La Perle/Limiere Rooster’s Place 

313. Denniere Riviere Combined School

314. St Mary’s Anglican Church

315. La Caye Day Care Centre 

The Ministry of Works shall be inspecting shelters again in 2005. 

 If you wish to have a building in your neighbourhood inspected and certified, email the information including the exact location to 

NEMO at: [1] eoc@candw.lc [2] slunemo@yahoo.com [3] slunemo@gmail.com 

Or Fax to (758)-452-3802 or Write to

The Director – NEMO, P O Box 1517, Castries  

ADDITIONAL RESOURCES

- TO BE IN PUTTED BY BUSINESS -

	THE 10 MINUTE ASSESSMENT

	This is a quick assessment for you to see how far you have got with business continuity planning. The assessment has been split into sections for ease of reference; ideally you should have all of these criteria fulfilled.

	
	
	
	

	 
	YES
	NO
	DON’T KNOW

	Do you have a business continuity plan (BCP)?
	 
	 
	 

	If yes, have you tested your plan within the last 12 months?
	 
	 
	 

	Do you have a policy for when to activate your plan?
	 
	 
	 

	Do regularly review your plan?
	 
	 
	 

	Are your staff trained in activating your plan?
	 
	 
	 

	Has the idea of Business Continuity planning been approved by the board/owner/partners?
	 
	 
	 

	Is there someone in your organisation who will have responsibility for looking after a BCP?
	 
	 
	 

	Is the plan documented clearly and easily accessible?
	 
	 
	 

	
	
	
	

	General Assessment:
	YES
	NO
	DON’T KNOW

	Have you made a list of all key contacts’ telephone numbers?
	 
	 
	 

	Have you got a list of all employees’ telephone numbers?
	 
	 
	 

	Do you have vital computer information stored on back up disks held off premises?
	 
	 
	 

	Have you familiarised yourself and your staff with the location of the mains switches and values (ie for electricity, gas and water)?
	 
	 
	 

	Have you checked that all plumbing is in working order?
	 
	 
	 

	Do you check that the heating and air conditioning is working on a regular basis?
	 
	 
	 

	Have you prepared an emergency pack?
	
	
	

	
	 
	 
	 

	If you have prepared a pack have you included the following essential items:
	YES
	NO
	DON’T KNOW

	Business recovery plan
	 
	 
	 

	List of employees with contact details
	 
	 
	 

	Details of IT providers
	 
	 
	 

	Contact details for clients and suppliers
	 
	 
	 

	Building site plan
	 
	 
	 

	Spare keys
	 
	 
	 

	Computer back up tapes/discs
	 
	 
	 

	First aid kit
	 
	 
	 

	Stationery
	 
	 
	 

	 
	 
	 
	 

	If you haven't already, you might also want to include these useful items:
	 
	 
	 

	Torch
	 
	 
	 

	Megaphone
	 
	 
	 

	Spare batteries
	 
	 
	 

	Tape
	 
	 
	 

	Message pads and flip charts
	 
	 
	 

	Coloured pens and pencils
	 
	 
	 

	Mobile telephones (with credit)
	 
	 
	 

	Dust and toxic fume masks
	 
	 
	 

	Disposable cameras
	
	
	

	
	
	
	

	
	 
	 
	 

	What do you do on a day-to-day basis?
	YES
	NO
	DON’T KNOW

	Do you carry out end of day inspections? I.e. to check everybody has left
	 
	 
	 

	Do you make sure that all appliances are switched off?
	 
	 
	 

	Do you check that all doors and windows are locked?
	 
	 
	 

	Do you make sure that you have a clear desk policy?
	
	
	

	
	 
	 
	 

	Building Facilities:
	YES
	NO
	DON’T KNOW

	Do you have evacuation procedures for your building?
	 
	 
	 

	Are the fire exits clearly marked?
	 
	 
	 

	Do you regularly practice fire drills?
	 
	 
	 

	Do you have a primary and secondary evacuation points?
	 
	 
	 

	Do you have a plan to your building?
	 
	 
	 

	Does your building(s) require 24 hour 7 days access?
	 
	 
	 

	Do you have fire safety procedures in place?
	 
	 
	 

	Do you have generator backup systems in place?
	 
	 
	 

	Do you have an alternative building to use in an emergency?
	
	
	

	
	 
	 
	 

	Personnel:
	YES
	NO
	DON’T KNOW

	Do you have an up to date and regularly reviewed job description and hierarchy chart for your company? (include temporary and contract workers)
	 
	 
	 

	Do you have staff personal information on file i.e. communication with next of kin (include temporary and contract workers)
	 
	 
	 

	Do you and your staff know what to do in an incident?
	 
	 
	 

	Do you know where to go for advice/information?
	 
	 
	 

	Does your staff know who is in charge in the time of a crisis?
	 
	 
	 

	Has your staff been given specific roles to do in the event of a crisis?
	 
	 
	 

	Have you thought about dealing with people issues – relocation arrangements, etc.
	 
	 
	 

	Do you have members of staff with first aid or medical training?
	 
	 
	 

	Do you have any staff trained in evacuation?
	 
	 
	 

	Do you have any particular staff with critical and unique skills?
	
	
	

	
	 
	 
	 

	Security:
	YES
	NO
	DON’T KNOW

	Is there a security system installed?
	 
	 
	 

	Do you have a security policy?
	 
	 
	 

	Do you give any advice or training on security?
	 
	 
	 

	Do you check references fully?
	 
	 
	 

	Are contractors checked fully (i.e. company as well as each individual)?
	 
	 
	 

	Do you regularly check the integrity of external fences and doors?
	
	
	

	
	 
	 
	 

	Paper and Electronic Documents:
	YES
	NO
	DON’T KNOW

	Do you copy/backup your information?
	 
	 
	 

	Do you store your paper documents in reinforced containers?
	 
	 
	 

	Have these plans been reviewed within the last 12 months? 
	
	
	

	Do you have copies of your files and accounts at a separate location?
	 
	 
	 

	Is someone responsible for the upkeep of your files and accounts?
	
	
	

	
	
	
	

	
	 
	 
	 

	Company Equipment:
	YES
	NO
	DON’T KNOW

	Do you have someone accountable for the assets of your company?
	 
	 
	 

	Do you have controls over the movements of your company equipment?
	 
	 
	 

	Have you completed a recent inventory of your company equipment?
	
	
	

	
	 
	 
	 

	IT:
	YES
	NO
	DON’T KNOW

	Are your IT systems critical to the running of your business?
	 
	 
	 

	Do you have a tested IT disaster recovery plan?
	 
	 
	 

	Is your computer anti virus software up to date?
	 
	 
	 

	Are computer errors and logs adequately monitored?
	 
	 
	 

	Are documented IT security policies and procedures in place? 
	 
	 
	 

	Are all computer users fully aware of e-mail and internet usage policies?
	 
	 
	 

	Do you know how many platforms/servers/applications or operating systems support critical business functions?
	 
	 
	 

	Is your company system part of a larger network?
	 
	 
	 

	Do you know how long it would take to recover IT functions?
	
	
	

	
	 
	 
	 

	Suppliers:
	YES
	NO
	DON’T KNOW

	Do your key suppliers have a business continuity plan?
	
	
	

	
	 
	 
	 

	Customers:
	YES
	NO
	DON’T KNOW

	Do you have the correct contact details for all your customers?
	 
	 
	 

	Do you have any key customers who you will need to be in constant contact with during a crisis?
	 
	 
	 

	Would it affect your business if one of your key customers went out of business?
	 
	 
	 

	Do your customers require that you have a BCP?
	 
	 
	 

	Do your customers have a BCP?
	
	
	

	
	 
	 
	 

	Location:
	YES
	NO
	DON’T KNOW

	Have you thought about the types of risk that might occur due to the actions/operations of other businesses near to you? I.e. sewage works and risk of pollution
	 
	 
	 

	Have you thought about the types of risk associated with environment? Eg. Water, climate, forestry etc.
	
	
	

	
	 
	 
	 

	Insurance:
	YES
	NO
	DON’T KNOW

	Do you have sufficient insurance to pay for disruption to business, cost of repairs, hiring temporary employees, leasing temporary accommodation and equipment.
	 
	 
	 

	Do you have your insurance company's details in order to contact them immediately at the time of the incident?
	 
	 
	 

















Through a Disaster Preparedness Plan





Emergency Items





Generator


Flashlights/Batteries


Camera/Film


Water/Canned Food


Pens/Pencils/Paper


Am/FM Radio/Batteries















































































































































YOUR BUSINESS LOGO HERE











Forms of Protection





Plywood





Panels





Accordion and Rolling Shutters





Laminate 





Window Films 





Safe Rooms





Items To Be Evaluated





Type of construction				Age of building


Number and size of openings in building 	Location of the openings


The shape of the building 				Elevation of building


Roof style						Interior construction


Surrounding area





























External Resources





Secretariat of the National Emergency Management Organisation


Fire Department


Hazardous materials response teams


Emergency medical services


Hospitals


Police


Community service organizations


Utilities


Contractors


Suppliers of emergency equipment and services


Insurance carriers

















STATISTICS





Of the five business affected by Tropical Storm Debbie; three 3 never reopened for business














IR-5: Hazard information is incorporated into development planning and decision making








IR-4: Preparedness, response and mitigation capability is enhanced and integrated.








IR-3: Regional Objective








IR-2: Research and Training support CDM








IR-1: Stronger …national instructions promote CDM








Strategic Objective: 


Comprehensive Disaster Management is integrated into the development processes.
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