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CASE STUDY

What the Tsunami did for banking business continuity in South and South East Asia

Bob McDowall, Bloor Research

Source: Business Continuity Management Group
http://www.it-analysis.com/article.php?id=12540&zz=!*ADDITIONAL_FIELD1*!!*ADDITIONAL_FIELD2*! 

Tuesday 1st February 2005

While it may, understandably, not have been the most immediately pressing issue following the tsunami, resumption of business and economic activity is important for countries affected by the tsunami. Resumption of commercial banking activities is one of the critical elements to ensure businesses may re-establish themselves as quickly as possible.

The tsunami, which devastated the coast of South and Southeast Asia proved an, albeit unwelcome, opportunity for banks in the regions to test their emergency preparedness and to provide economic assurance to affected clients and employees. The business continuity plans for banks, operating within the countries affected by the tsunami, appear to have worked reasonably well in the circumstances. Banks in Indonesia and Sri Lanka reported that business continuity and disaster recovery programmes came into operation effectively during the tsunami disaster. Clients were able to access lifelines in the form of deposits or loans. Adequate business continuity planning enabled displaced clients to access deposits from ATMs and branches of banks elsewhere. Banks worked quickly to assist employees and their families in the affected areas. At the same time they activated plans by sending personnel from other branches to re-open damaged offices in the disaster areas.

Most banks in the region operate highly centralised administrative and technical services. Highly centralised back-up systems and records in consequence ensured that branch damage did not impact the service continuity, which was maintained through open communication lines.

The overall financial impact on the banks was not as bad as may have been anticipated. One of the rating agencies, S&P, indicated "banks in Thailand would likely suffer physical damage as well as earnings as a result of the tsunami disaster but they should be manageable, while the impact on banks in Indonesia and India were expected to be limited". Overall aggregate exposures for loan losses are anticipated to be in the region not much in excess of US$ 1 billion.

From a risk assessment of their own businesses, most banks would classify the event "as a major loss event but a 'near-miss' in terms of operational risk". Disagreeable though it may be, the disaster is seen "as an opportunity for banks to refine their modeling by performing stress testing and scenario analysis for their business recovery and disaster planning programmes".
POLICY

INTRODUCTION
This Continuity of Operations Plan [COOP] outlines the steps, in the event of a natural or manmade disaster, necessary for an orderly and efficient transition to emergency operations. The plan includes information on emergency evacuation procedures, disaster response, and emergency delegation of authority, assignment of responsibilities, assurance of continuity of operations, prevention and preparedness measures as well as lists of external material and technical assistance.

|

|

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. Respective Ministry of Government Continuity of Operations Plan [to be done] e.g. Ministry of Commerce Continuity of Operations Plan [to be done]
2. 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 National Emergency Management Organisation [NEMO] 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. Post

2. Then

3. List

4. Them
DISASTER CYCLE

The Disaster Cycle comprises of the following elements: 

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]


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

ACTIVATING THE NATIONAL EMERGENCY RESPONSE MECHANISM 

A major situation, which threatens population centres will require that the AGENCY NAME receives support for its control and management. This will be coordinated by the National Emergency Operations Centre (NEOC). The decision to advise the NEMO Secretariat of the need for additional support will be made by the Incident Commander [IC] of AGENCY NAME.

The IC will complete a Situation Report Form for the Director NEMO. (See Appendix 6)
The Director NEMO in consultation with the IC and the Cabinet Secretary, will decide on activation of the Plan and if necessary, the NEOC.

The NEOC, once activated, will coordinate response, request additional resources and ensure adequate support to all relevant functions. Once the NEOC is activated all Standing Operating Procedures shall come into effect.

DATA
EMERGENCY TELEPHONE NUMBERS
SECURITY FIRM (name and numbers) ______________________

POLICE............................. 9-9-9

FIRE DEPARTMENT...... 9-1-1

AMBULANCE.................. 9-1-1

HOSPITALS
· Victoria Hospital 452-2421 

· St Jude Hospital 454-6041/454-3037

· Soufriere Hospital 459-7258

· Dennery 453-3310

WATER & SEWERAGE COMPANY ..........452-5344

ELECTRICITY................. 452-2165

Other Numbers:

· Director, National Emergency Management Organisation ....... 452-3802    
· Fire Service (Soufriere) – 459-7448/ 459-7529
· Fire Service (Vieux Fort) – 454-6330 / 454-6339
· Fire Prevention/Education Unit – 452-2373/4 Ext. 112 Or 113
· Saint Lucia Red Cross (First Aid / CPR Training) – 452-5582

DISASTER MANAGEMENT TEAM AND STAFF LIST

	POSITION
	PERSON
	NUMBERS

	
	
	HOME/MOBILE
	WORK/PAGER

	Executive Director/General Manager/ Principal etc.
	
	
	

	Supervisor
	
	
	

	Secretary
	
	
	

	Cleaner
	
	
	

	Driver
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


BUILDING CONTRACTORS/SERVICES
	SERVICE
	PERSON
	NUMBERS

	
	
	HOME/MOBILE
	WORK/PAGER

	Insurance
	
	
	

	Plumber 
	
	
	

	Electrician
	
	
	

	Lawyer 
	
	
	

	Locksmith
	
	
	

	Security
	
	
	

	Exterminator
	
	
	

	Storage Space
	
	
	

	Equipment Rental
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


PREVENTION / PROTECTION MEASURES
GENERAL

· On an annual basis complete all preparedness actions specified in Form 2.
· Use Form 3 to compile a checklist of emergency equipment and supplies on hand.

· Obtain essential supplies, which are not in stock.

· Use Forms 4 - 7 to inspect, locate and correct potential problems that may result in a disaster. Inspections should take place at least twice a year.

· One should be in June in preparation of the hurricane season.

· On an annual basis familiarize staff and volunteers with the location of first aid kits, emergency exits, evacuation procedures and the assembly area.  Have staff trained in First Aid and CPR

FOR WATER DAMAGE

· Undertake routine general maintenance of the buildings regularly:  i.e. cleaning gutters, caulking windows, checking for cracked glass, cleaning drains, checking pipes for leaks.

· Ensure that shelves in the office are well braced and well above the floor, important materials away from the windows and nothing of value on the floors.

FOR FIRE

· Install smoke alarms. Alarm system should, if possible, be linked to a central control station that is monitored on a 24-hour basis.

· Inspect and test alarms once a month.

· Have buildings annually inspected by the Fire Department.

· Have electrical outlets and wiring inspected annually.

· Maintain good housekeeping in all areas of the building.

· Obey and enforce NO SMOKING.

· Deposit all trash in appropriate receptacles.

· Obtain the approval of the Executive Director/General Manager etc. before installing extension cord or hotplates or any other electrical equipment.

· Keep exits and passageways clear to permit free movement of personnel and firefighting equipment.

PROCEDURES

FOR HURRICANE / VIOLENT STORM
Storms and hurricanes can cause both wind and water damage to buildings and collections. A number of preparedness measures can be taken in advance of an approaching storm system to minimize destruction. They are:

BEFORE THE STORM: on first notice of an approaching storm:

The building and grounds:

1. Inspect the building for structural deficiencies.

2. Make sure all windows and doors are closed and securely locked.

3. Check grounds and remove loose-lying objects.

Inside:

1. Cover filing cabinets, documents and shelves with plastic sheeting.

2. Cover computers, printer and scanner with plastic sheeting.

3. Using Form 3, check supplies.

Before going home:

1. Unplug all lights and electrical appliances and turn off electricity at main switch. 

2. Close and lock windows and doors.

3. Set alarm.

AFTER THE STORM:
Once personal and family needs are taken care off, try to contact the Executive Director/General Manager/Principal etc. for instructions.
If you cannot contact them, make your way to ____________________________ (AGENCY NAME) in a manner consistent with your own safety.

· Establish and adhere to a regular maintenance schedule for all buildings.  This is one of the most important measures to prevent hurricane damage.

· In May or June have an architect or engineer inspect all buildings for structural and non-structural problems, and make all recommended corrections. Use Forms 5 and 6.
· Stockpile emergency disaster equipment and supplies in a safe, accessible location.

· Periodically inventory, using Form 3, and re-supply when necessary.

· Complete and periodically update priority list of those objects that should be removed first in time of disaster.

· Duplicate all files, especially computer files of insurance and accession records.  DO NOT STORE ON SITE!
· Make sure all insurance forms have been updated and that coverage is adequate for both contents and buildings.

· Train staff in plan

· Test the plan.


END OF PROCEDURE

COMPUTER CARE

NEVER
-
Put a disk into your computer before you switch on

· Turn off the computer with a disk in the drive

· Remove a disk from the drive while the computer is reading from or writing into it

ALWAYS
-
Keep disks away from anything magnetic.  This includes audio equipment, speakers, telephones, paper clip dispensers and clips from them

· Keep disks away from coffee, juice, water, soup or anything that might spill on them

· Keep disks in the protective sleeve when not in use

· Store disks vertically

NEVER
-
Place disks in a horizontal stack

· Place objects on top of a horizontal disk

· Crease, bend, or fold disk.  A crumpled disk can damage the uncovered disk

· Place an exposed disk on a dusty, dirty surface

ALWAYS
-
Label every disk

· Use a felt tip pen to write on the label

· Write on the label before affixing it to the disk

NEVER
-
Use a ballpoint pen on your disk

ALWAYS
-
Be gentle and careful when inserting disks into the disk drive

END OF PROCEDURE

MEDICAL EMERGENCY

There are First Aid kits in the ______________________ (state where) for minor emergencies. For more serious problems:

1. Immediately contact the Executive Director/General Manager/Principal or Supervisor who will make the necessary calls for assistance. 

2. If unable to make contact, call Victoria Hospital at 452-2421 or St Jude Hospital at 454-6041/454-3037 or Soufriere Hospital at 459-7258 or Dennery Hospital at 453-3310 for emergency medical assistance. Other numbers to call are 911 (Fire Dept.) or 999 (Police).

3. Unless it is a life-threatening situation, do not give any First Aid yourself. 

4. Do not attempt to move a person who has fallen and appears in pain.

5. Avoid unnecessary conversation with, or about, the ill or injured person. It might increase the person’s distress or fears, and thereby contribute to medical shock. Limit communication to calm reassurances.

6. Stay with the victim until help arrives.

7. If ambulance was called, if possible, send someone to the main road to direct the crew.

8. Do not discuss the possible cause of an accident or any conditions that may have contributed to the cause.

9. Under no circumstance should an employee or volunteer discuss any insurance information with members of the public.

10. After the person’s needs have been taken care of, assist the Executive               Director/General Manager etc. with pertinent information for the medical report.

END OF PROCEDURE

FIRE
If a fire occurs in your area:

1. Remain calm.

2. Ring the alarm/bell and/or shout “FIRE!”
3. Evacuate the area - get all visitors outside. Close doors and windows behind you to confine the fire.

4. Notify the Executive Director/General Manager/Principal etc. of the extent and location of the fire, if possible. If they cannot be located, call the Fire Department yourself at 911 or have someone else do it.

5. Send someone down to the main road to direct the fire-truck.

6. After the above have been done, you may:

· If the fire is small, attempt to put it out with a fire extinguisher, but do not jeopardize your personal safety.

· Never allow the fire to come between you and the exit.

· Disconnect electrical equipment that is on fire if it safe to do so. Pull the plug or throw the circuit breaker.

7. Do not attempt to save possessions or equipment at the risk of personal injury.

8. Do not break windows. Oxygen feeds fire.

9. Do not open hot doors. Before opening any door, touch it near the top. If the door is hot or if smoke is visible, do not open the door.

10. Do not return to the emergency area until instructed to do so.

END OF PROCEDURE

FLOODING AND WATER DAMAGE
Serious water damage can occur from a variety of sources: burst pipes, clogged drains, broken windows, heavy rains. If flooding or a serious leak occurs:

1. Remain calm.

2. Try to identify the source of the water, and take corrective measures. Consistent with your own safety; proceed cautiously.

3. Use extreme caution if there are electrical appliances or outlets near the flooded area.  If there is any possible danger, evacuate the area.  

4. If you cannot stop the water flow, notify the Executive Director/General Manager etc. or advise them of the exact source and severity of the water flow.  Indicate whether any part of the area is involved or in imminent danger. They will notify the appropriate people and take charge of damage control operations.

5. Be prepared to objects that are in jeopardy.  Cover large objects with plastic sheeting.  Move small or light objects out of the emergency area.

6. Have the electrician check before returning to room.

END OF PROCEDURE

BOMB THREAT
Remain calm.

If a parcel/bag found is unattended – DO NOT TOUCH!  Immediately inform the supervisor who will in turn call in the police.

Any person receiving a message by writing or telephone is to note the particulars. 

If the message is by telephone the person is to attempt to engage the caller in conversation. At the same time where possible, he/she should immediately inform the supervisor by any mean possible, so that tracing of the call may be initiated.

Take note of all background noises, tone and quality of voice.  Some sample questions:

1. Is it male/female? _________________________

2. Is the person young/old? _________________________

3. When is the bomb going to explode? _________________________

4. Where is the bomb right now? _________________________

5. What kind of bomb is it? _________________________

6. What does the bomb look like? _________________________

7. Did you place the bomb yourself? _________________________

8. Why did you do this? _________________________

9. What is your name?  _________________________

10. Where do you live? _________________________

Upon the receipt of the bomb threat the evacuation procedures of this agency are to be effected.

END OF PROCEDURE

EXPLOSION

Chemical accidents, leaking gas, bombs, or even falling aircraft could be the cause of life-endangering explosions. If an explosion should occur:

1. Remain calm.

2. Be prepared for possible further explosions.

3. Crawl under a table, desk or other protective shelter.

4. Stay away from windows, mirrors, overhead fixtures, filing cabinets, bookcases and electrical equipment.

5. If excavation is ordered, proceed to one of the designated area (_______________________________ [name of area])

6. Do not move seriously injured persons, unless they are in obvious immediate danger.

7. Open doors carefully. Watch for falling objects.

8. Do not use matches or lighters.

9. Avoid using telephones.

10. Do not spread rumors.

END OF PROCEDURE

OIL SPILL (OR HAZARDOUS MATERIAL)
During the handling of bio-hazardous waste, staff should wear appropriate personal protective equipment.  Any persons who sustain needle-sticks or other sharps injury should report the incident immediately to the Supervisor, and seek appropriate medical attention. 

If a spill occurs…
DO NOT TOUCH!

During spillage, the area should be cornered off and a call made to any of the following agencies:

1. Police – 9-9-9

2. Fire – 9-1-1

3. Coast Guard – 452-2595

4. National Emergency Management Organisation – 452-3802

The accident report should include but not be limited to:

1. The time and place of the accident or spill;

2. The name and phone number of the person reporting the incident;

3. The type and amount of materials spilled;

4. A brief description of what happened and the status of the situation at the time of the report;

END OF PROCEDURE

EARTHQUAKE
Earthquakes are very rare in Saint Lucia. But if one should occur:

During an earthquake

If you are inside:
1. Stay inside.

2. Watch for falling objects.

3.  Crawl under a table or desk, or stand in a doorway.

4. Stay away from windows, mirrors, overhead fixtures, bookcases and electrical equipment.

If you are outside:
1. Move to an open area away from buildings, trees and power lines.

2. If forced to stand near a building, watch for falling objects.

After an earthquake

1. Stay calm.

2. Be prepared for aftershocks.

3. Move to designated evacuation area (_____________________________ [name of area])

4. Do not move seriously persons, unless they are in obvious, immediate danger (e.g. fire, building collapse, etc.)

5. Open doors carefully. Watch for falling objects.

END OF PROCEDURE

EVACUATION PROCEDURE
The evacuation may be ordered by the Executive Director/General Manager/Principal etc.

The designated emergency evacuation assembly point is :

(________________________________________________ [name of area])

In advance, each staff person or volunteer should

1. Review and understand the plan.

2. Know at least two ways out of the building.

When told to evacuate:
1. Remain calm.

2. Leave quickly.

3. Check to make sure everyone else is leaving as instructed.

4. As you exit, quickly check bathrooms, storeroom, etc.

5. Accompany and assist injured persons, or anyone appearing to need calm direction and assistance.

6. Take car keys, purse, and/or briefcase. Do not attempt to take heavy objects.

7. The last person out should shut all doors behind them as he/she goes. Closed doors can slow the spread of fire, smoke and water. 

8. Go to designated assembly point at  (_____________________________ [name of area])

9. Wait there for further instructions.  

END OF PROCEDURE

DAMAGE ASSESSMENT

1. On Form 8 - prepare an Initial Damage Assessment [IDA] for submittal to the Agency Head.
2. If it is a National situation the IDA must reach the NEMO Secretariat within 36 Hours of the “all clear” after the event.
END OF PROCEDURE

FORMS
FORM 1:  DOCUMENT PRIORITIES
A list in order of importance of those documents or items that are to be removed, salvaged and conserved first.

	ITEM
	LOCATION
	POST/PERSON TO REMOVE ITEM

	Office
Accounts
	
	

	Office
Disks, VF drawers
	
	

	Paintings
	
	

	
	
	

	
	
	


ADMINISTRATIVE RECORDS

	LOCATION
	BACK UP (Yes/No)
	POST/PERSON TO REMOVE ITEM

	Insurance Forms
	
	

	
	
	

	
	
	


FORM 2: PREPAREDNESS ACTIONS CHECKLIST FOR (year) _____________
	ACTION
	TIMES PER YEAR
	DATE COMPLETED

	Review and test plan with staff (including evacuation procedures).                     
	
	

	Revise as necessary.


	
	

	Inventory supplies and equipment using Form 3. Replace as necessary.
	
	

	Inspect facilities and equipment using    Forms 4-6. Correct as necessary.
	
	

	Take photographs of building in June.     
	
	

	Review and update inventories of furnishings/equipment.
	
	

	Annual inspection by Fire Department.
	
	

	Annual review and update of Insurance. 
	
	

	
	
	

	
	
	

	
	
	

	
	
	


FORM 3:  EMERGENCY EQUIPMENT AND SUPPLIES
	ITEM
	Yes/No
	LOCATION

	Flashlight with extra batteries
	
	

	Portable lights with extra batteries
	
	

	Fire extinguishers
	
	

	Battery operated radio with extra batteries
	
	

	Essential office equipment (manual typewriter, pocket calculator, pencil sharpener, stapler, etc.)
	
	

	Essential stationery and blank forms to ensure capability minimal administrative operations.
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	For mucking out and cleanup:



	Detergent
	
	

	Bleach
	
	

	Disinfectant
	
	

	Ammonia
	
	

	Scouring powder or other cleaner
	
	

	Rubber gloves
	
	

	Brooms
	
	

	Dustpans
	
	

	Mops
	
	

	Shovels
	
	

	Scrub brushes
	
	

	Sponges / rags /cloths
	
	

	Hose
	
	

	Buckets
	
	

	Garbage bags
	
	

	Plastic sheeting
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Tools and Equipment for Demolition, Repairs and Rescue


	Hammer
	
	

	Wrench
	
	

	Pliers
	
	

	Screwdrivers (assorted)
	
	

	Saw
	
	

	Wire cutters
	
	

	Ladder
	
	

	Crow bar
	
	

	First Aid kits and medical supplies
	
	

	Potable water
	
	

	Boxes for packing and moving books, videos, equipment, etc.
	
	

	Clean newsprint
	
	

	Marking pens
	
	

	Weights (such as shot bags)
	
	

	Rope
	
	

	Clothes pins
	
	

	Scissors
	
	

	Paper towels
	
	

	Insecticides / rodenticides
	
	

	Fans
	
	

	
	
	

	
	
	

	
	
	

	
	
	


FORM 4: GENERAL INSPECTION REPORT
	ACTION
	DATE CHECKED
	INITIALS

	Locks on doors and windows secure?  
	
	

	Keys accounted for?
	
	

	Emergency numbers posted near all phones?
	
	

	Last inspection by Fire Department?
	
	

	Extinguishers operable?
	
	

	Flashlights operable?
	
	

	
	
	

	Staff familiar with locations of:  
	
	

	Fire exits and extinguishers 
	
	

	First Aid kits  
	
	

	Emergency supplies       
	
	

	Emergency power and water shutoff valves?        
	
	

	Last fire drill?                                                             
	
	

	Analysis of insurance and update?
	
	

	
	
	

	
	
	

	
	
	

	
	
	


FORM 5:  FACILITIES/UTILITIES INSPECTION REPORT
Location                Date of inspection        Initials       Special problems found

WATER PIPES:

1.-------------------------------------------------------------------------------------------

2.-------------------------------------------------------------------------------------------

3.-------------------------------------------------------------------------------------------

4.-------------------------------------------------------------------------------------------

5.-------------------------------------------------------------------------------------------

GUTTERS:

1.-------------------------------------------------------------------------------------------

2.-------------------------------------------------------------------------------------------

3.-------------------------------------------------------------------------------------------

4.-------------------------------------------------------------------------------------------

5.-------------------------------------------------------------------------------------------

ROOF:

1.-------------------------------------------------------------------------------------------

2.-------------------------------------------------------------------------------------------

SEWER/SEPTIC TANK:

1.-------------------------------------------------------------------------------------------

2.-------------------------------------------------------------------------------------------

DRAINS:

1.-------------------------------------------------------------------------------------------

2.-------------------------------------------------------------------------------------------

3.-------------------------------------------------------------------------------------------

4.-------------------------------------------------------------------------------------------

5.-------------------------------------------------------------------------------------------

WINDOWS:

1.-------------------------------------------------------------------------------------------

2.-------------------------------------------------------------------------------------------

3.-------------------------------------------------------------------------------------------

4.-------------------------------------------------------------------------------------------

5.-------------------------------------------------------------------------------------------

OTHER:

1.-------------------------------------------------------------------------------------------

2.-------------------------------------------------------------------------------------------

FORM 6: EMERGENCY SHUTOFFS INSPECTION REPORT
Location                    Date of Inspection                    Initials             Problems

WATER LINES:

1.-------------------------------------------------------------------------------------------

2.-------------------------------------------------------------------------------------------

3.-------------------------------------------------------------------------------------------

ELECTRICAL BREAKER BOX:

1.-------------------------------------------------------------------------------------------

2.------------------------------------------------------------------------------------------

3.-----------------------------------------------------------------------------------------

AIR CONDITIONERS:

1.-------------------------------------------------------------------------------------------

2.-------------------------------------------------------------------------------------------

3.-------------------------------------------------------------------------------------------

FORM 7:  FIRE EXTINGUISHER INSPECTION REPORT
Date of last training on use:

	INSTRUCTOR
	EMPLOYEE (S)
	DATE
	TYPE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


FORM 8 - INITIAL DAMAGE ASSESSMENT FORM
Modeled upon the Bahamas Tourism Industry Damage Assessment Form 

It is essential that we quickly gauge the initial impact of the Hurricane on the hospitality industry.  This will best position us to respond to media and travel partner inquiries as well as to assess the industry’s readiness to return to business.  Please take a moment to complete this form and respond via fax, email or phone to:

Number of pages to this report: ________________
NB: Please type or write in BLOCK LETTERS
	Attn: Chair

	Fax: ATTN: DANA Team 453-2152

	Email: ATTN: DANA Team eoc@candw.lc

	Tel: Chair: DANA Team 452-3802


1. Agency Name and Tel. Number: _________________________________________________

2. Type of Business: ____________________________________________________________
3. Damage Assessment [See levels on back of page]

	

	

	


4. Personal injuries [please indicate if any, and severity also is it staff or guests?] [use extra paper if needed]

	

	

	


5. Anticipated date to partial re-open:__________________________________

6. Anticipated date to FULL NORMAL Operations _______________________
7. Is there any other related matter impacting or potentially impacting the industry which we should be aware of?

	

	

	


Name of reporter: _______________________________ Post: _______________________________

Date: _______________ Agency Fax: _________ Agency eMail: ________________________________
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Form 9 - Check List for Non-structural Components for Earthquakes
Source Document: Health Services Facilities in the Eastern Caribbean Terms of Reference for Consultants and Standards (with particular reference to Natural Hazards) - July 2000 by Tony Gibbs, Consulting Engineers Partnership Ltd for the Pan American Health Organization under the Disaster Prevention, Mitigation and Preparedness Programme of the European Community Humanitarian Office.

This constitutes of a list of items and issues to be considered in designing the non-structural components of health-care facilities to counteract the effects of earthquakes.  Check lists are valuable as aides-mémoire for the exercise.  For any particular project all of the items may not be relevant, but excluding items from a comprehensive list is always easier than adding relevant items to a short list.

1
Electricity
1.1 Generator

1.1.1

Anchorage of the emergency generator

1.2
Batteries

1.2.1

Attachment of the batteries to the battery rack

1.2.2

Cross-bracing the rack in both directions

1.2.3

Battery rack bolted securely to a concrete pad

1.3
Diesel Fuel Tank

1.3.1

Attachment of the tank to the supports

1.3.2

Cross-bracing the tank supports in both directions

1.3.3

Bracing attached with anchor bolts to a concrete pad

1.4
Fuel Lines and Other Pipes

1.4.1

Lines and pipes attached with flexible connections

1.4.2

Able to accommodate relative movement across joints

1.5
Transformers, Controls, Switchgear

1.5.1

Items properly attached to the floor or wall

1.6
Bus Ducts and Cables

1.6.1

Able to distort at their connections to equipment without rupture

1.6.2

Able to accommodate relative movement across joints

1.6.3

Laterally braced

2
Fire Fighting
2.1
Smoke Detectors and Alarms

2.1.1

Properly mounted

2.1.2

Control system and fire doors securely anchored

2.2
Fire Extinguishers and Hose-reel Cabinets

2.2.1

Cabinets securely mounted

2.2.2

Extinguishers secured with quick-release straps

2.3
Emergency Water Tank

2.3.1

Securely anchored to its supports

2.3.2

Supports braced in both directions

2.3.3

Supports or braces anchored to a concrete foundation

3
Propane Tanks
3.1
The Tank

3.1.1

Securely anchored to its supports

3.1.2

Supports braced in both directions

3.1.3

Supports or braces anchored to a concrete foundation

3.2
Shut-off Valve

3.2.1

System with an automatic, earthquake-triggered, shut-off valve

3.2.2

If manual, provided with a wrench stored close by

3.3
Supply Pipes

3.3.1

Able to accommodate relative movement across joints and at the tank

3.3.2

Laterally braced

4
Plumbing
4.1
Water Heaters and Boilers

4.1.1

Securely anchored to the floor or wall

4.1.2

Gas line with a flexible connection to the heater or boiler to accommodate movement

4.2
Pumps

4.2.1

Anchored or mounted on vibration isolation springs with seismic lateral restraints

4.3
Hot and Cold-water Pipes and Wastewater Pipes

4.3.1

Pipes laterally braced at reasonable intervals

4.3.2

Flexible connections to boilers and tanks

4.3.3

Able to accommodate movement across joints

4.3.4

Pipe penetrations through walls large enough for seismic movement

4.3.5

Free of asbestos insulation (which can be broken in an earthquake)

4.4
Solar Panels

4.4.1

Securely anchored to the roof

5
Elevators
5.1
Cab

5.1.1

Properly attached to the guide rails

5.1.2

Alarm system for emergencies

5.2
Cables, Counterweights, Rails

5.2.1

Cables protected against misalignment during an earthquake

5.2.2

Counterweights properly attached to guide rails

5.2.3

Guide rails properly attached to the building structure

5.3
Motors and Control Cabinets

5.3.1

Anchored

6
Air Conditioning
6.1
Chillers, Fans, Blowers, Filters, Air Compressors

6.1.1

Anchored, or mounted on vibration isolation springs with seismic lateral restraints

6.2
Wall-mounted Units

6.2.1

Securely mounted

6.3
Ducts

6.3.1

Laterally braced

6.3.2

Able to accommodate movement at locations where they cross separation joints

6.4
Diffusers

6.4.1

Grills anchored to the ducts or to the ceiling grid or to the wall

6.4.2

Hanging diffusers adequately supported

7
Non-structural Walls and Partitions
7.1
Concrete Block, Brick, Clay Block

7.1.1

Reinforced vertically and/or horizontally

7.1.2

Detailed to allow sliding at the top and movement at the sides

7.1.3

Restrained at the top and the sides against falling

7.2
Stud-wall and other Lightweight Walls

7.2.1

Partial-height partitions braced at their top edges

7.2.2

If they support shelving or cabinets, securely attached to the structure of the building

8
Ceilings and Lights
8.1
Ceilings

8.1.1

Suspended ceilings with diagonal bracing wires

8.1.2

Plaster ceilings with the wire mesh or wood lath securely attached to the structure above

8.2
Lighting

8.2.1

Light fixtures (eg lay-in fluorescent fixtures) with supports independent of the ceiling grid

8.2.2

Pendant fixtures with safety restraints (eg cables) to limit sway

8.2.3

Emergency lights mounted to prevent them falling off shelf supports

9
Doors and Windows
9.1
Doors

9.1.1

If exit doors are heavy metal fire doors that might jam in an earthquake, provision of a crowbar or sledge hammer readily available to facilitate emergency opening

9.1.2

Automatic doors with manual overrides

9.1.3

Directions in which the doors swing

9.2
Windows

9.2.1

Glazing designed to accommodate lateral movement

9.2.2

Large windows, door transoms and skylights with safety glass

10
Appendages and Sundries
10.1
Parapets, Veneer and Decoration

10.1.1

Parapets reinforced and braced

10.1.2

Veneers and decorative elements with positive anchorage to the building

10.2
Fences and Garden Walls

10.2.1

Designed to resist lateral forces

10.2.2

Masonry walls reinforced vertically and rigidly fixed to their bases

10.3
Signs and Sculptures

10.3.1

Signs adequately anchored

10.3.2

Heavy and/or tall sculptures anchored to prevent overturning

10.4
Clay and Concrete Roof Tiles

10.4.1

Tiles secured to the roof with individual fixings for each tile

11
Movable Equipment
11.1
Communications

11.1.1

Radio equipment restrained from sliding off shelves

11.1.2

Telephones placed away from edges of desks and counters

11.1.3

Elevated loud speakers and CCTV anchored to the structure

11.2
Computers

11.2.1

Vital computer information backed up regularly and stored off site

11.2.2

Heavy computer equipment of significant height relative to width anchored or braced

11.2.3

Desktop items prevented from sliding off tables

11.2.4

Access floors braced diagonally or with seismically-certified pedestals

11.3
Storage of Records and Supplies

11.3.1

Shelving units anchored to walls

11.3.2

Shelves fitted with edge restraints or cords to prevent items from falling

11.3.3

Heavier items located on the lower shelves

11.3.4

Filing cabinet drawers latched securely

11.3.5

Heavily-loaded racks braced in both directions

11.3.6

Fragile or valuable items restrained from tipping over

11.3.7

Chemical supplies secured or stored in "egg crate" containers

11.4
Hazardous Items

11.4.1

Gas cylinders tightly secured with chains at top and bottom (or otherwise) and with chains anchored to walls

11.4.2

Chemicals stored in accordance with manufacturers recommendations

11.4.3

Cabinets for hazardous materials given special attention with respect to anchoring

11.5
Furniture

11.5.1

Heavy potted plants restrained from falling or located away from beds

11.5.2

Beds and tables and equipment with wheels provided with locks or other restraints to prevent them rolling unintentionally

FORM 10 - Check List for Non-structural Components for Hurricanes
Source Document: Health Services Facilities in the Eastern Caribbean Terms of Reference for Consultants and Standards (with particular reference to Natural Hazards) - July 2000 by Tony Gibbs, Consulting Engineers Partnership Ltd for the Pan American Health Organization under the Disaster Prevention, Mitigation and Preparedness Programme of the European Community Humanitarian Office.

This constitutes of a list of items and issues to be considered in designing the non-structural components of health-care facilities to counteract the effects of hurricanes.  Check lists are valuable as aides-mémoire for the exercise.  For any particular project all of the items may not be relevant, but excluding items from a comprehensive list is always easier than adding relevant items to a short list.

1
Roofs
.1  Light-weight Coverings

.2  Gauge of corrugated sheeting

1.1.2

Type and quality of corrugated sheeting

1.1.3

Valley fasteners for trapezoidal profiles

1.1.4

Ridge fasteners supplemented by spacer blocks under the ridges or by hurricane washers

1.1.5

Fastener spacings specified for interior areas and for perimeter areas (for approximately 15% of the roof dimension along eaves, gables and ridges)

1.1.6

Asphalt shingles (vulnerable in high winds) laid on waterproofing felt on top of plywood sheets which in turn are fastened by screws or annular nails to supporting timber rafters

1.1.7

Wooden shingles individually fixed to close boarding which in turn is fastened by screws or annular nails to supporting timber rafters

NB
i
In all cases the methods of fixing must, at least, comply with the manufacturers' recommendations for specified hurricane locations


ii
If battens are used, the fastening of the battens to the close boarding must be at least as strong as the fastening of the covering to the battens

1.2
Other coverings

1.2.1

Slates individually fixed to close boarding

1.2.2

Concrete or clay tiles individually fixed to close boarding

NB
i
In all cases the methods of fixing must, at least, comply with the manufacturers' recommendations for specified hurricane locations


ii
If battens are used, the fastening of the battens to the close boarding must be at least as strong as the fastening of the covering to the battens

2
Windows
2.1
Made of laminated glass fixed to frames with structural silicon and able to resist, without breaching, the impact of flying objects such as an 8-foot long 2-inch by 4-inch piece of timber moving at 35 miles per hour (similar to the requirements of Dade, Broward and Palm Beach Counties of Florida)

or
2.2
Protected by pre-installed or pre-fabricated shutters which are able to resist without breaching the impact of flying objects such as an 8-foot long 2-inch by 4-inch piece of timber moving at 35 miles per hour

or
2.3
Made of timber or aluminium louvres with provisions for excluding the rain during storm conditions and which are able to resist without breaching the impact of flying objects such as an 8-foot long 2-inch by 4-inch piece of timber moving at 35 miles per hour

NB
The windows or shutters must be secured to the walls, slabs, beams or columns near all corners of each panel or in accordance with the manufacturers' recommendations for specified hurricane locations.

3
External Doors
3.1
Glass Sliding Doors

3.1.1

Made of laminated glass fixed to frames with structural silicon and able to resist without breaching the impact of flying objects such as an 8-foot long 2-inch by 4-inch piece of timber moving at 35 miles per hour



or
3.1.2

Protected by pre-installed or pre-fabricated shutters which are able to resist without breaching the impact of flying objects such as an 8-foot long 2-inch by 4-inch piece of timber moving at 35 miles per hour

3.1.3

Moving frames with a certificate from the supplier indicating compliance with the requirements for the appropriate intensity of hurricanes, including both strength and deflexions

3.1.4

Fixed perimeter frames secured to the walls, slabs, beams or columns by bolting or in accordance with the manufacturers' recommendations for specified hurricane locations

3.1.5

Tracks of the top and bottom rails deep enough to prevent the moving doors from being dislodged in specified hurricanes

3.2
Roller Shutter (or Overhead) Doors

3.2.1

Certificates from the suppliers indicating compliance with the requirements for the appropriate level of hurricanes, including both strength and deflexions

3.2.2

Fixed perimeter frames secured to the walls, slabs, beams or columns by bolting or in accordance with the manufacturers' recommendations for specified hurricane locations

3.2.3

Side tracks deep enough to prevent the moving doors from being dislodged in specified hurricanes unless some other mechanism is employed to prevent such an occurrence

3.3
Other Doors

3.3.1

Timber doors with solid cores or made up from solid timber members and able to resist without breaching the impact of flying objects such as an 8-foot long 2-inch by 4-inch piece of timber moving at 35 miles per hour

3.3.2

Each door leaf fixed by hinges or bolts in at least four locations adjacent to all corners

4
Other Apertures
4.1
Protection from wind and rain provided by pre-installed or pre-fabricated shutters which are able to resist without breaching the impact of flying objects such as an 8-foot long 2-inch by 4-inch piece of timber moving at 35 miles per hour

4.2
Shutters secured to the walls, slabs, beams or columns near all corners of each panel or in accordance with the manufacturers' recommendations for specified hurricane locations

5
Solar Water Heaters and Air-conditioners
5.1
Certificates from the suppliers indicating compliance with the requirements for the appropriate intensity of hurricanes for both manufacture and installation

APPENDIX

Appendix 1 - TREES

· Should a tree branch be hanging over your property you are entitled to trim the branches even if the trunk of the tree is on your neighbours property.

· If the trimming of the tree requires that you must be on your neighbour’s property, then you must have the permission of your neighbour to cut the tree.

· If the tree is beyond your capability to deal with you may contact the Forestry Department at Union Agricultural Station in writing.  A forester will provide you with a quotation for the service of cutting the tree.

· Should your neighbour refuse to cooperate to allow the trimming of the tree.  You may refer your case to the Ministry of Health under the Public Health (Nuisances) Regulations of 1978 or the St. Lucia Criminal Code S. 452.

Extract from Criminal Code

OFFENCES AFFECTING PUBLIC COMFORT, CONVENIENCE, 

HEALTH, SAFETY AND RIGHT OF WAY, AND USE OF PUBLIC 

PLACES, WATER AND WORKS

Abatement of Nuisances due to Animals, Plants, or other things

452   (2)    If any plant overhangs any premises, the owner of such premises, by notice in writing to the owner of the premises on which such plant is, may require him to cut down such plant, or part thereof.

453   (1)      If any notice under the preceding section is not complied with, within five (5) days   

after it has been given, the person aggrieved may lodge a complaint before the magistrate, who shall investigate the said complaint and make such order thereon as he shall see fit.

(2) Every person named in such order, who fails to obey the same within a time to be named therein, for every week of his disobedience thereof, is guilty of an offence, and liable summarily to a penalty of two hundred and fifty dollars.

SAINT LUCIA

Statutory Rule and Orders, 1978, No. 10
Extract from the

Public Health (Nuisances) Regulations

S. 3. Nuisances.  For the purpose of theses Regulations, the following shall be nuisances:

(viii) any tree or other erection which interferes with the entrance of sunlight into or with free ventilation of any neighboring premises or building which is dangerous to public health and safety;

S. 4. Abatement. 

(1) The Medical Officer (Health) or Public Health Inspector on becoming aware of a nuisance shall serve on the person committing or permitting same, or upon the owner or occupier of the premises or in respect of which the nuisance exists or is liable to occur, a notice to abate or prevent the same within a specified time and, in addition, to do such things as may be necessary for that purpose.

(2) If for any reason the notice to in paragraph (1) of this section be not complied with and in addition to any proceedings which may be instituted against the person liable to conviction, the Medical Officer (Health) or Public Health Inspector shall report the matter to the Public Health Board.  The Board shall cause the nuisance to be abated or prevented and may for this purpose authorise any person to enter the premises and do such things as may be necessary.

5. Expenses in connection with abatement.  All expenses incurred by the Medical Officer (Health) in abating or preventing a nuisance may be recovered by the Board from the person by whose act the nuisance was caused or from the owner or occupier of the premises in which the nuisance existed.
Appendix 2 - DISASTER RECOVERY
The Executive Director/General Manager/Principal etc. will:
   1. Assess the situation.

   2. Notify and assemble the necessary personnel.

   3. Establish a command post.

   4. Make sure necessary supplies are assembled.

   5. Establish security measures.

        During this survey the following questions should be asked:

             * Which objects/equipment are in imminent danger of further damage?

             * Which objects/equipment are in danger of damage if moved?

             * Where can objects/equipment be moved to?

             * What special equipment or personnel is needed to do this safely and speedily?

    7. Arrange protection of undamaged objects/equipment.

        (Precipitous action may do more harm than good. Objects/equipment should not be moved until the specifics of transportation and storage have been planned.

     8. Brief staff.

Staff will:

     1. Eliminate hazards at the disaster site.

     2. Stabilize the disaster environment: open windows, remove standing water, dry and cover exposed objects with plastic sheeting, install temporary roofing

Note: 

      * After general power failure wait several hours before turning on computers, VCRs, appliances, etc. to prevent damage from power surges.

      * Do not turn on appliances that are damp or wet.  

      * Make sure all taps remain turned off.

Appendix 3 - DOCUMENTS SALVAGE FIRST AID

SEGREGATION OF DAMAGED AND UNDAMAGED OBJECTS

It is very important to separate damaged articles  (particularly those that are, or have been, wet) from undamaged objects and try to maintain the status quo for both, i.e. if they are dry, keep them dry; if they are wet, keep them wet!
If part of the building is secure, assemble undamaged objects there. Try to maintain stable conditions (particularly temperature and humidity) as similar to those that existed before the disaster.

If no part of the building can be secured, protect damaged and undamaged objects alike in situation  (where they are) with whatever materials are available (e.g. plastic sheeting) until secure space can be found in another building.  Then move the documents as quickly as possible, giving priority to undamaged objects. 

WET OBJECTS

Wet or damp objects made of organic materials other than paper:

   * Spray with unscented Lysol, if available.

   * Bag or lightly wrap in plastic sheeting.

   * Place in a cool, well-ventilated place away from undamaged objects.

   * Examine them daily for mold growth: if any is found, spray again with Lysol and open the bag to allow slow air-drying.

   * Never apply heat to wet organic materials.

   * If in doubt, freeze them.
WET PAINTINGS

   * Lay horizontally, face up.

   * Support at the corners to ensure air circulation beneath and allow to air dry.

* Do not remove from their frames.  Do not apply heat.
 WET BOOKS OR DOCUMENTS

   * Freeze as soon as possible.                                                                                           

WET PHOTOGRAPHS

   * Dry on flat surface, glossy side up.

   * If stuck together, place in try of water and allow them to come apart naturally.

WET FILM

   * Keep covered in water until professional help is found.

WET METAL, GLASS OR CERAMIC OBJECTS

   * Air dry quickly.

   * If necessary mop gently with clean, soft, dry lint-free cloths or paper towels.

   * A warm air blower, hair dryer, may be used on metals with caution.

OBJECTS THAT HAVE DRIED AFTER BEING WET

  * Keep in a cool, well ventilated place apart from those that have not been wet.

  * Although it is not necessary to bag or wrap them, inspect them daily for mold. If mold is found, spray with Lysol, remove to the wet storage area and treat as wet objects.

SMOKE DAMAGED, SCORCHED, CHARRED OR DIRTCAKED OBJECTS

   * Handle as little as possible.

   * Do not try to clean.
   * If they are dry, treat as dry objects, if they are wet, treat as wet objects.

Please note that these are strictly emergency first-aid measures to be used only when a conservator is not immediately available (A conservator should be called as soon as possible).

They do not address all the problems that will arise, but they should minimize the damage that may occur until help arrives.
Appendix 4 - HOW TO ADDRESS PSYCHOSOCIAL REACTIONS TO CATASTROPHE
Source: The Department of Mental Health and Substance Dependence WHO Geneva

September 2001

Terrorist attacks, situations of armed conflict and all forms of catastrophe tax our abilities to cope, understand and respond.  They also have a major impact on the affected person's health and psychosocial functioning.  Over the years, there has been a significant amount of interest in the issues of psychosocial responses to these types of events which has taught us a great deal.  Importantly, we should acknowledge that most people, whether directly exposed to the event, or a remote observer, are affected by such a tragedy.

What we know.

We have learned:

 Intense emotional reactions in the face of these events are expected and normal.

 There is a trajectory of responses over time most often starting early and subsiding within weeks and months.  But for some people, the onset of responses may be delayed.  In others, the reactions may become long-term leading to considerable disability.

 Responses will be highly individual in nature, often quite intense and sometimes conflictual.  The vast majority of reactions are in the normal range and the intensity will diminish for most people over time without the need for professional help.  Support from family and friends is critical.  For some, however, the degree of exposure may lead to more serious and prolonged reactions.

 The range of feelings experienced may be quite broad.  People may describe intense feelings of sadness followed by anger.  Others may experience fearfulness and hyper vigilance to the environment among numerous other reactions.

 There may be temporary disruptions in normal coping mechanisms for many people and some may go on to develop problems with sleep, nightmares, concentration, intrusive thoughts and a preoccupation with reliving the events.  These reactions are generally short lived but if they persist, professional consultation should be sought.

What can be done?
 Create opportunities for people to talk and share experiences in supportive groups.  This is often done best in familiar surroundings such as religious places, schools or community centers.

 Provide accurate and practical information especially concerning the larger recovery efforts.  Special attention to the needs of relief applicants is necessary as relating to the rules and regulations of the relief organizations during the crisis can be overwhelming.

 Give particular consideration to the needs of special groups such as children, those who have been most intensely exposed or had a history of previous events (exposure to trauma), rescue workers, and people with pre existing mental health conditions.

 Children and adolescents will need the support of their caregivers.  This support should reflect accurate concerns, and diminish any words or actions that would increase the child or adolescent's anxiety.  Caregivers should offer reassurance as to their presence and availability during this time.  Exposure to television, movies or print matter that offers too graphic depictions of the destruction or victims should be limited.

 A percentage of people, as high as 30%, who experience the most direct exposure to the events may go on to develop more serious mental health concerns and should be referred for services if they develop persistent issues.

Overwhelming feelings are to be expected and can stress individuals, communities and nations.  There are many actions that can be taken at the level of governments, international NGOs and local groups to appropriately and effectively support victims of such a catastrophe.  WHO can provide technical assistance through its network of regional and country offices, several of which have a developed programme to assist in emergency action and disaster relief.

Appendix 5 - CRISIS COMMUNICATION FOR MANAGERS [By William Gowan – NEMO Consultant]
Following are guidelines that will assist Crisis Communication Managers, Agency representatives and spokes person preparing for that inevitable crisis/disaster.  This annex should be used as the reference source and training manual before the press is faced.

Extreme care has to be given and considered when facing the media before, during and after a disaster.  What is said, how it is said, and the context in which it is said can all deliver a message to the public that was unintended.
When dealing with the press always consider carefully your choice of words.  

Example:  “ Emergency Operation Center” is a stronger, darker more serious term than an “Incident Command Center”.  They are exactly the same entity.

When being interviewed during a crisis situation appear clam.  

If the media event is for television delivery chose your background to convey the message that you want. Sitting in your office during an emergency may not present the image of a manager that is down in the trenches doing everything that he/she can possibly do overcome the situation. The scope of this section is general and intended to provide limited guidance to the reader.  

The function of Crisis Communication is to paint the best possible picture for the media and the general public. It is not to paint a picture that is unrealistic or untrue. 

To present an accurate picture and an image that all possible situations, are being or have been addressed, it is advantageous to have a planning document on which to build a response. The existence of a comprehensive document that details that the crisis/disaster situation was anticipated, and a detailed response was planned for, will allow the crisis/disaster to be presented in a positive light.  “We anticipated it, we planned for it and we committed the time and the resources available to address the crisis/disaster.”  In essence we did our job and we did it well.
The planning document will be the rock upon which Crisis Communication Managers will build a response.  Without a solid planning document the situation becomes reactive instead of proactive.  It is always desirable to be in a proactive position as opposed to a reactive one. 

When it is proactive you are in charge.
When it is reactive, events are in charge.

The government/Agency/department/individual will show that all possible actions were taken to avoid the present crisis/disaster. If the crisis/disaster was beyond the control of the government/Agency/department/individual, that serious planning considerations were given on how to respond to the crisis/disaster if and when it occurred.
Crisis/Disaster Communication without a supporting plan is a toothless tiger. 

Introduction

The following elements are suggestive in nature and need to be tailored to the crisis/disaster situation.

The Crisis Communication Team

This team is essential to identify communication actions to be taken.  The Crisis Communication Team is necessary to provide the depth of background that will be required of the presenter, advise of possible questions, summarize the points that need to be stressed, keep the presenter focus and on message.  The message is that we anticipated, planned for and responded with the resources that were available.

Management and Resources

The key pitfalls will be management of the crisis and resources.

Was or is the crisis/disaster being managed correctly?

Were/are the necessary resources available to address the crisis/disaster?

Question of Management:  

Unless the management is incompetent it is always possible to frame the response in terms of the long hours worked, time away from family, dedication to job, community and country. 

If the management is incompetent there is a responsibility to those that are server to replace the management. Replace the management and announce the new management and the virtues of the new management.  Do not indicate clear incompetence of the departing management.  If departing management is incompetent it will reflect on the appointing/employing party.

Departing management should be given a soft out.  Words like overworked, health, family affairs and the crisis were emotionally overwhelming should be considered.  Inform management of the change before it is made public.  

Question of Resources:

Allocation of resources is management decision; constrains on available resources are always a fact of life.  Resource constraint is no were more evident in the planning process.  

When the question of resource allocation comes to the forefront it will be time to take responsibility for past decisions.  Every resource allocation that has been made over the past five years will come into question. Have examples of difficult resource allocations that had to be made in the past.  “I had to decide on hiring extra policemen or building that extra shelter”.  “We had to decide if a new fire truck would save more lives or reinforcing the school.”

Establishing the Crisis/Disaster Communication Team

Individuals will be needed to support the message.  Specialist from affected entities (medical, hospitality, transportation, works, etc.) will need to be identified to support a strong message. Competent people, who can answer telephones, and if required escort media, will need to be organized. Having calls from the media answered promptly is essential. They will need to be provided with a script. A statement should be something such as: "Facts are still being gathered but there will be a press conference before 4:00, give me your name and number and I will call you back to let you know when". 

One of the first responsibilities of the Crisis Communication Team should be to determine the appropriate positioning or message to address the emergency. 

The Message

The first and foremost goal of the Crisis Communication Team is protecting the integrity, reputation and image of Saint Lucia.  The message for internal audience will be different from that of the external audience. 

The focus of the internal message is that the government has prepared for and is executing a pre-planned response to aid the communities and the individuals of the country in this time of crisis/disaster.  Outline the steps that are being taken.

The external message is intended to protect the economic integrity of the country.  “Yes we have had a crisis/disaster and we are prepared to deal with it.  Detail a positive message for the entity that is being protected…the tourist industry, agriculture, etc.

Keep in mind that people tend to remember what they hear first and last. 

Designated Spokesperson

One individual should be designated as the primary spokesperson, make official statements and answer media questions throughout the crisis/disaster. 

A backup to the designated spokesperson should also be identified to fill the position in the event that the primary spokesperson is unavailable. 

In addition to the primary spokesperson, and the backup spokesperson, individuals who will serve as technical experts or advisors should be designated. These resources might include a financial expert, an engineer, a leader in the community or anyone deemed necessary during a specific kind of crisis/disaster. There should be an authority or technical expert, as required, to supplement the knowledge of the spokesperson. 

Criteria for the spokesperson, backup spokesperson and crisis communication expert is: 

Spokesperson is Comfortable in front of a TV camera and with reporters. Preferably, skilled in handling media, skilled in directing responses to another topic, skilled in identifying key points, able to speak without using jargon, respectful of the role of the reporter, knowledgeable about the organization and the crisis at hand, able to establish credibility with the media, able to project confidence to the audience, suitable in regard to diction, appearance and charisma, sincere, straightforward and believable, accessible to the media and to internal communications personnel who will facilitate media interviews, able to remain calm in stressful situations. 

In addition to the designated spokesperson and backup, it can be anticipated that other parties might be involved in the crisis; police, fire department, health officials, etc., will also have a spokesperson. It is important to obtain the identity of that individual as early as possible so all statements and contacts with the media can be coordinated between the two individuals and their organizations/interests whenever possible. If the decision is made to centralize all responses it should be noted and all other possible outlets informed that all press inquiries and interviews will be directed to the Crisis/Disaster Spokesperson.

Media Policies and Procedures
Select a place to be used as a media center. It should be some distance from offices of the Crisis Communication Team, and Spokesperson to ensure that media are not in the middle of the action if they happen to take the wrong turn or have to pass by those offices or areas on the way to the restrooms. If there is a visual (a fire or rescue operation) don't make the media center in such a remote site that they can't see what is going on because they may not show up and if they do you will loose their confidence and it may appear that you are hiding something. 

The Crisis Communications Team will decide locations for interviews and press briefings

Reporters may ask to speak to staff that are involved with or have been affected by the crisis/disaster. It is best to restrict all interviews to the primary spokesperson, back-up spokesperson or technical expert. Controlling the interview process is key to managing the crisis/disaster. 

However, remember that reporters have the right to interview anyone they want to and if they don't get the answers they want from you they will get them somewhere. They are all after the scoop. They all want a different angle than the reporter standing next to them. They will try for that scoop with you. If the possibility is there to provide them with what they want, consider it very carefully. All media should be treated equally. What is given to one (such as access to an area effected by the crisis) should be available to all media. 

Practicing Tough Questions
A crisis situation is always difficult when dealing with the media. Therefore, tough questions and rehearsals are necessary to help the spokesperson prepare. 

It is important, at the onset of the crisis/disaster, that the spokesperson, backup and advisors spend some time rehearsing prepared statements and answers to possible "tough" questions that may be asked by reporters. If possible, similar rehearsals should be conducted prior to each media interview, briefing or news conference. It is also important to anticipate and practice new questions as the story evolves. 

It is better to over-prepare than to be surprised by the depth of questioning by the media. Be tough and be prepared. 

The Communications/Public Relations staff should prepare questions and answers for the practice sessions. These questions and answers should be for internal use only and not for distribution outside the organization. 

Don't volunteer information unless it is a point in your favor. 

Don't talk off the record. 

Prepared Statements

If you don't communicate immediately, you lose your greatest opportunity to control events. (Following is a fill-in the blanks news release that can be used with little or no preparation as your first news release). Your first news release should include at a minimum the who, what, when and where of the situation. 

You must give the facts that have been gathered from reliable sources and confirmed. Do not over reach and do not speculate. There is a limit to the role of the spokesperson. To exceed that limit is a mistake. If you do nothing more than show concern for the public and for your employees in your first press interaction, you are already on the right track. You must have a prepared statement on hand that can be used to make an initial general response. 

As the crisis progresses and new information and facts become available, it is also advisable to develop prepared statements to be made by the spokesperson at the onset of any media interview, briefing or news conference. 

These prepared statements also can be read over the telephone to reporters who call to request information but are not represented at news conferences or briefings. The statement can also be sent by FAX or e-mail upon request. In the case of messages for external consumption make sure that they are put out early.  International news media lose interest if the initial offering is professional, timely and informative.  There is no need to send anyone if they are going to receive an accurate and timely picture direct from the source. Don’t let the external media smell a story.  If they come they will greatly control the way the event is display to the outside world.  

Some will content that the more pathetic we look the more outside aid will be received. The small amount of additional outside aid that will is received will not outweigh the long-term damage to the image of the country and a tourist industry that is dependent on an image of a gentile Caribbean Island.

Sample News Release

Incident

A ___________________ at ____________________ involving __________________ occurred today at ________________. The incident is under investigation and more information is forthcoming. 

A (what happened) at (location) involving (who) occurred today at (time). The incident is under investigation and more information is forthcoming. 

Natural Disaster

At (time) the Island of Saint Lucia was struck by (event) The (describe the event).  At present the per-planned responses for this event have been executed.  Initial damage assessments are underway.  We expect to have our first statistical information by (time) At that time more information will be made available.

Contact Log

A log should be established to record all telephone calls from the media or other parties inquiring about the crisis. This will help to ensure that the many callbacks required are not overlooked. It will also assist in the post-crisis/disaster analysis. 

The contact log should contain the following information: 

Date | Name of caller | Questions(s) asked | Telephone number 
Person responsible for response | Additional follow-up needs 

Speaker Presentations

CHECKLIST OF DO'S AND DON'TS 

The Do's …When preparing to give a speech, 

· Use a full script with LARGE TYPE for easy reading. 

· Leave wide margin for notes to yourself. 

· Leave pages unstapled for easier handling at podium. 

· Highlight and mark your script to guide your delivery. 

· Time your presentation to fit the program schedule of the group you will address. 

· Practice: Read it aloud using a mirror and tape recorder until it sounds like you are talking, not reading. 

· Be sure you have the facts about your audience-size, contact person's name, facility, etc. 

· Based on your audience and your presentation, determine what, if any, equipment you will use. If you are not familiar with the equipment, contact the Communications Department to arrange a briefing on how to use slide projectors, video players, or overhead equipment. 

When you arrive at your engagement, 

· Be at least 15 minutes early. 

· Check equipment in advance if possible. 

· Slides: 

· Be sure slides are in correct order and clearly focused. 

· Be sure slide advance mechanism is convenient to you where you are speaking, or arrange for someone else to advance the slides. 

· Check the lighting in the room to be sure the slides will be visible to the audience. 

· Check microphone (whether it is free standing or lavaliere) before beginning- "Can you hear me?" 

· Check lighting to podium to be sure you can read. 

· Overhead Transparencies: 

· Be sure the type of room and size of crowd are appropriate for the use of overhead equipment. 

· Be sure the words/graphics are large enough for people to read. 

· Check to be sure you are situated correctly in the room with the overhead projector, screen, microphone and audience. 

When you are speaking, 

· Stand erect and direct voice toward audience. 

· Speak loudly, slowly and distinctly. 

· Establish eye contact (or appear to do so) with audience from time to time. 

· Stay within the allotted presentation time. 

· When you are answering questions, 

· Remain friendly, cool-headed and confident. 

· Answer only the questions asked and do so as succinctly and clearly as possible. 

· Remember that you do not always have to know everything. You can say "I will have to check that out for you--please see me after the meeting. 

· Avoid allowing one person to dominate the questions by moving on: "Thank you for your interest. I'll be glad to talk to you about your concerns after the meeting. Right now let's see if anyone else has questions for the group. 

· When you are finished with your presentation, 

· Remain long enough to give individuals an opportunity to talk with you. 

· See to it that arrangements are made for distributing information materials to the group, if requested/appropriate. 

The Don'ts:  When preparing to give a speech
· When preparing to give a speech, 

· Assume that you can "wing it"-- almost no one can. 

· Decide you are better "off the cuff"--almost no one is. 

· Use type that is too small to read with a dim light and margins too narrow for notes. 

· Leave too little time to practice adequately. 

· When you arrive at your engagement, 

· Be late. 

· Forget the group's contact person's name. 

· Fail to check your equipment. 

· When you are speaking 

· Mumble your remarks to the podium. 

· Speak to loudly into the microphone. 

· Allow yourself to wander away from your prepared text. 

· Tell an unprepared anecdote or joke, or make "top of mind" remarks. 

· Speak longer than time allotted. 

· When you are answering questions, 

· Become defensive or emotional. 

· Assume that tough questions are personal. 

· Answer more than the question itself. 

· Allow one person to dominate the question period.

Handling Media Interviews

Tips and Guidelines: How to prepare for Broadcast Interviews 

· Prepare "talking paper" on primary points you want to make. 

· Anticipate questions--prepare responses. 

· Practice answering questions. 

· Cover controversial areas ahead of time. 

· Know who will be interviewing you, if possible. 

· Determine how much time is available. 

· Audiences often remember impressions, not facts. 

Do's and Don'ts During the Interview process 

· Do build bridges. 

· Do use specifics. 

· Do use analogies. 

· Do use contrasts, comparisons. 

· Do be enthusiastic/animated. 

· Do be your casual likable self. 

· Do be a listener. 

· Do be cool. 

· Do be correct. 

 If you don't have the answer or can't answer, do admit it and move on to another topic. 

Don't fall for that "A or B" dilemma. 

· Don't accept "what if" questions. 

· Don't accept "laundry list" questions. 

· Don't go off the record. 

· Don't think you have to answer every question. 

· Don't speak for someone else --beware of the absent-party trap. How To Handle Yourself During A TV Talk Show Interview 

· Talk "over " lavaliere mike. 

· Audio check-- use regular voice. 

· If makeup is offered, use it. 

· Sit far back in the chair, back erect...but lean forward to appear enthusiastic and force yourself to use hands. 

· Remember... TV will frame your face--be calm, use high hand gestures, if possible. 

· Keep eyes on interviewer-- not on camera. 

· Smile, be friendly. 

Tips On Appearance 

· Avoid wearing pronounced strips, checks or small patterns. 

· Grey, brown, blue or mixed colored suits/dressed are best. 

· Grey, light-blue, off-white or pastel shirts or blouses are best. 

· Avoid having hair cut right before interview. 

How To Respond During A Newspaper Interview 

· Obtain advanced knowledge of interview topics. 

· Make sure you are prepared in detail; print reporters are often more knowledgeable than broadcast reporters and may ask more detailed questions. 

· Begin the interview by making your point in statement by making your major points in statement form. 

· Try to maintain control of the interview. 

· Don't let reporter wear you down. 

· Set a time limit in advance. 

· Don't let so relaxed that you say something you wish you hadn't. 

· Avoid jargon or professional expressions. 

· Reporter may repeat self in different ways to gain information you may no want to give. 

· Don't answer inappropriate questions; simply say it is "not an appropriate topic for you to address at this time," or "it's proprietary" for example. 

· Be prepared for interruptions with questions...it is legitimate for reporters to do that. 

· Do not speak "off the record." 

· Remember, the interview lasts as long as a reporter is there. 

After The Interview 

· You can ask to check technical points, but do not ask to see advance copy of the story.

· Never try to go over reporter's head to stop an interview

Appendix 6 – FAMILY PLAN
[SOURCE: CDERA.org]
	First Name:
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	Last Name:
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	Email Address:
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	Where will we go if we have to evacuate? (Name, Address, Tel #):
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	Have I made appropriate arrangements?:
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Yes
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No

	Have I notified my family/friends of our plans?:
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Yes
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No

	If the answer to the above is yes, list the names, addresses, and telephone numbers of those people who were notified:
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	Does my employer provide a special shelter for me and my family?:
	[image: image11.wmf]

Yes
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No

	If the answer to the above question is yes, list the name, address, and telephone number of the shelter:
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	Name and type of pets:
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	What will I do with my pets if I stay home?:
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	What will I do with my pets if I shelter elsewhere?:
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	Do I have a boat?:
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No

	How will I secure that boat?:
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	If I stay home, what preventative measures will I take to safeguard my home and my life?:
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	Windows/glass door protection purchased?:
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Shutters
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Plywood (1/2 inch or thicker)
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None purchases as yet
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I already have shutters and/or material

	Have important papers been copied and secured as well as valuables? If so, where are they located?:
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No
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I have no valuables or important papers (sure?)

	If the answer is yes, list the location:
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	Has a safe room been identified?:
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Yes
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No

	Do I have a survival kit?:
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Yes
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No

	Write down all important names, addresses, phone numbers, account numbers, policy numbers etc of doctors, insurance agents (health, car, home), lawyers, family and friends:
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YOUR BUSINESS LOGO HERE





Strategic Objective: 


Comprehensive Disaster Management is integrated into the development processes.








IR-1: Stronger …national instructions promote CDM








IR-2: Research and Training support CDM








IR-3: Regional Objective








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








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








STATISTICS





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








SOURCE: Initial Damage Assessment Course [IDA] of the Office of Foreign Disaster Assistance [OFDA]


Revised March 2004
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