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Distribution List

The [Insert: Name of Organization] Emergency Response Plan is distributed to the following individuals in the organization.  If updates or changes are made to the plan these individuals will be notified within a week. 
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All Directors 
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Others
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Glossary

Area of Rescue Assistance

An Area of Rescue Assistance is an in-building area, which has direct access to an exit, where people who are unable to use stairs may remain temporarily in safety to await further instructions or staff assistance during emergency evacuation, the location of which is known to the building director.

Assembly Point/Assembly Area

An off-site location where tenants and staff are trained to go to immediately when there is a fire, an evacuation, or a drill, such that their whereabouts and well-being can be accounted for by staff and first responders as may be necessary.

Building Command Center

This refers to an internal location where Residence Command Team operations can be coordinated on-site at the residence.

Building Command Post

This refers to an external location that is used to be an off-site central planning and gathering location for the Residence Command Team when the building has been evacuated.

Building Information Card

A Building Information Card captures basic infrastructure information for quick reference by first responders in a crisis and is kept in a centralized location where it can be easily produced.

Building Operations Officer

This is a member of the leadership of the Residence Command Team who coordinates mitigation and protective measures, damage assessment, security, physical plant management and maintenance in the aftermath of a major disaster.

Evacuation Devices

This is a generic term for a number of devices that are available to assist evacuate people to leave a building who have no/limited ability to ambulate in an emergency on their own.

Fire Brigade/Fire Response Team/Emergency Response Team (all the same team just different names)

This team is made up of residence staff who are assigned specific roles and responsibilities as per the mandatory building fire plan. 

Fire/Life Safety Director

Position names in Fire Plan who is responsible for overseeing the building’s response to a fire or other emergency.

Full-Scale Exercise

This is designed to involve all players who have roles/responsibilities in a disaster response to respond to a specific scenario and to fully act out all components – i.e., making phone calls, holding meetings, pulling out and testing resources, etc.

Functional Exercise

A preparedness exercise that is designed to test a certain part of a plan and to act out the roles, responsibilities, and activities necessary to respond within that particular function.

Go-Bag

A go-bag is a personal kit that could be used in the event of an evacuation that ensures a person has sufficient supplies to meet their critical needs on a short-term basis while away from their home. It might contain items such as bottled water, non-perishable food, a battery-powered or hand crank radio, extra batteries, a flashlight, a whistle to signal for help, personal sanitation/hygiene items, prescription medication, a cell phone charger, pet supplies, extra eyeglasses, toothbrush/toothpaste, vital records and first aid supplies.
In-Building Relocation

In-building relocation is when building occupants are instructed to move to a different location within the building.  If instituted, occupants may be directed to go to a different part of the same floor or to another floor. Often in-building relocation is instituted to keep tenants and staff away from windows that may increase exposure to dangers outside the building such as high winds, flying debris or other hazardous materials. 

Incident Command Team

An Incident Command Team is the staff structure at the organization-wide level (Headquarters) that coordinates the whole organization’s response to a major emergency, and provides guidance to the building-level Residence Command Team. It is led by an Incident Commander and typically also captained by officers in the specialties of information technology, social services, public information and logistics, among others.

Information Officer

This is a member of the leadership of the Residence Command Team who coordinates information technology, internal communications, vital records and community liaison activities in the aftermath of a disaster.

Logistics Officer

This is a member of the leadership of the Residence Command Team who coordinates staffing, supplies, finances, transportation assets and other tangible needs of the structure in the aftermath of a disaster.

Long-Term Relocation

A long-term relocation is a term defined by the Residence Command Team, such as a period when tenants cannot return home for over 2/3 days after an evacuation, necessitating an extended displacement.

New York City Emergency Evacuation Center

A New York City Emergency Evacuation Center is a location where evacuees in a large-scale disaster may travel to in order to seek a safe place to stay, typically when there is a mandatory or voluntary mayoral evacuation order issued for certain parts of the city. This facility is used to ascertain what shelters should be opened or used for evacuees to stay in, and from there, it routes evacuees to those shelters. These facilities are also often co-located with shelters, and are accessible to people with disabilities and access and functional needs.

New York City Emergency Shelter

A New York City Emergency Shelter is a location where evacuees in a major disaster may seek refuge and safe accommodations that feature food service, places to sleep, and the provision of basic life necessities. They do not provide medical supplies or pharmaceutical products, linens/bedsheets, or other personal items, but have access to staff who can requisition certain supplies depending on resident need. (A separate Special Medical Need Shelter may be opened by the city to accommodate residents who significant health needs that cannot be accommodated at a “regular” emergency shelter.) Shelters have generator power in order to function during a power outage and are located outside of hurricane evacuation zones. Many, but not all, are accessible to people with disabilities and access and functional needs. All accommodate service animals and pets.

Partial Evacuation 

Partial Evacuation is when some, but not all, building occupants are required to completely leave the building and go to a designated “Assembly Point” or other area outside the building (as directed by first responders).

Public Safety/Public Affairs Liaison

This is a position that is a member of the leadership team of the Residence Command Team that coordinates its communications with public safety officials that may relate to their instructions for where residents need to go in a disaster, when a building may be re-entered, what public safety measures need to be taken for the protection of residents and staff, and related interactions.

Reception Center

A reception center is an off-site location opened during a short-notice evacuation that provides a refuge from the elements outside and provides staff and City/Red Cross representatives with the location to provide food/water and to identify any immediate needs of tenants/staff.

Residence Command Team

A Residence Command Team is the staff structure at the building level that coordinates a residence’s response to a major emergency except for the efforts of a short-notice Emergency Response Team and the Fire/Life Safety Director. The Residence Command Team is led by an Incident Commander and typically also captained by officers in the specialties of tenant support, information technology and communications, logistics, building operations and a public safety liaison. The RCT is flexible and can expand and contract as needed. For example, within its structure, an incident commander can assume one or more “officer” position responsibilities simultaneously, or officers can appoint assistants to work on specific aspects of response/recovery.

Security Station

A security station is established immediately before evacuation and response to fires. It is a location where the Fire Brigade/Emergency Response Team meets to receive information instructions and/or equipment from the Residence Incident Commander or the Fire/Life Safety Director.

Shelter-In-Place Order

A Shelter-in-Place directive entails staff and tenants’ remaining where they are.  Often a Shelter-in-Place directive will be instituted when there has been a type of chemical release outside the building.  In these cases additional instructions will also be announced such as closing windows and turning off air conditioners. 

Short-Term Relocation

A short-term relocation is a term defined by the organization, such as a period in which building re-entry after an evacuation is not possible and tenants cannot return home 1-2 days after the event. 

Situation Reports

These are documents that are typically produced by the Residence Command Team on an established basis that summarize information about the impact of the disaster, response activities, and command coordination measures being taken or planned.

Tabletop Exercise

A preparedness exercise that is designed to have players come together around a table and discuss how they would respond, carry out a part of the plan, coordinate, and communicate.

Tenant Support Officer

A member of the leadership team of the Residence Command Team who coordinates continuity of programs and services and direct-to-client emergency outreach in the aftermath of a disaster.

Total Building Evacuation

Total evacuation is when all building occupants are required to completely leave the building and go to a designated “Assembly Point” or other area (as directed by first responders).

1. Basic Plan

1.1. Description of Plan Content, Usage and Purpose (Suggested content provided below)
The purpose of this Emergency Response Plan is to provide a framework by which the staff of the [name of residence] will prepare for and respond to an emergency situation and meet the emergency-related needs of its tenants, in coordination with organizational leadership based in a separate location. This plan utilizes an all-hazards approach for dealing with all phases of emergency – preparedness, response, recovery (early stages), and mitigation. 

The Plan outlines roles and responsibilities of the residence’s staff, residents, volunteers, contractors, outside authorities and other stakeholders. Developing, maintaining, and exercising the plan empowers staff and residents to be prepared for an incident so as to act in a quick and coordinated way to preserve life safety and health, maximize the resiliency of fixed structures, as well as programs and services. In so doing, it minimizes the short-and-long term impacts on tenants and the residence’s functioning from a disaster.

In addition to this plan, every residence is required by FDNY to have a Fire Plan and Fire Brigade/Fire Emergency Response Team. This Emergency Response Plan should complement the policies/procedures in the Fire Plan and include and reference it when appropriate.

This plan also references the HQ Organization Plan. It is assumed that organization-wide plans and procedures are outlined in the HQ Organization Plan, while individual residences specific response protocols and procedures are outlined in this plan. 
1.2. Review of Main Sections of the Plan (Suggested content provided below)
This plan features the following sections:

· descriptions of building usage, physical and program features, vulnerabilities, and leadership systems; 

· emergency response and hazard-specific preparedness procedures, including drills, exercises and staff/tenant personal disaster readiness education efforts; 

· procedures to follow in emergencies that have warning or no warning; and 

· details on ensuring continuity and resiliency of programs and services affected by a crisis.

1.3. Description of Residence Mission, History and Program/Service Overview

[Insert: Include an overview of the mission of your residence here which could include such details as:

· Population(s) served, including the ways they are defined in funder grants, as may be applicable

· Geographical community/communities/neighborhoods served (if any)

· Names of funding organization(s)/agencies

· Length of time in existence

· List of key programs and services delivered

· How the work of the residence relates to overall organizational mission

· Effects of previous emergencies on the residence/tenants (e.g. Sandy)]
1.4. Key Assumptions, Authorities and Responsibilities (Sample content provided below)
This plan is based on assumptions such as:

· The organization is maintaining an up-to-date organization-wide emergency preparedness and response plan, and is updating it on a synchronized cycle in relation to the contents of this residence-level plan, such that the assumptions that backstop the organization-wide plan continually correspond to the assumptions undergirding this residence-level plan, and that the organization commits to constant improvement of its plans.
· It may be necessary to make the plan available to public funders and auditors, such as city and state agencies that may visit or contact the residence to confirm the existence or contents of the plan.
· Decisions made regarding emergency planning and response are done with the best interest and safety of tenants, staff, organizational mission and the local community in mind.

· The organization will train staff, tenants and other key members of the community on this Emergency Response Plan and other emergency policies and procedures that may also be in place.
· Structures, policies and procedures in the Residence Emergency Plan are meant as a guide and can be flexible and adaptable to be effective in different scenarios.

· A major disaster could occur at any time, and at any place. In many cases, dissemination of warnings to the public and implementation of increased readiness measures may be possible; however, some emergency situations occur with little or no warning. 

· A single site incident (e.g., fire, gas main breakage) could occur at any time without warning and residence staff may need to take immediate action to save lives and protect property prior to the arrival of first responders. Outside assistance from local fire, law enforcement, and emergency managers will be available in most serious incidents, but because it takes time to request and dispatch external assistance, it is essential for staff to be prepared to carry out the initial incident response until responders arrive at the incident scene. 

· Good faith efforts to exercise the plan can improve the residence’s readiness to respond to incidents. 

· Residence staff and leadership may need to make emergency response decisions in some situations without being able to count on input or guidance from organizational headquarters.

1.5. Scope; lists of tools (e.g. checklists) and appendices (Sample content provided below)
As [name of organization and residence] is susceptible to many different hazards, the plan relates to an organization-wide leadership and coordination structure that is flexible and can be implemented under varying conditions and situations.

The contents of this plan are supplemented by a variety of procedural and informational checklists, diagrams and report templates that are intended, among other purposes, to facilitate the emergency response process by providing a simple means of orienting residence staff to their roles and responsibilities when an emergency occurs, as well as by illustrating and highlighting key preparedness activities.

While this plan includes reference to the residence’s potential role in community-wide disaster relief activities – separate from how the residence meets the needs of its own residents in an emergency – it does not include a detailed plan for how the residence would serve in a community leadership role in helping non-organizational constituents in a disaster relief leadership capacity, but does allude to it and includes some related resources.

1.6. Leadership Structures and Responsibilities

[Note: The purpose of this section is to outline disaster response management roles and is placed here so that it is specifically juxtaposed with the section on how the staff manages the planning process (see section 1.7). This is because how an organization plans for emergencies, and how it responds to emergencies, may ideally have similar/analogous staff structures.

1.6.1. Leadership Teams
In this plan the following teams are referenced.
1.6.1.1. Fire Brigade/Fire Response Team – this team is made up of residence staff who are assigned specific roles and responsibilities as per the mandatory building Fire Plan. 
1.6.1.2. Residence Command Team – The RCT is a recommended team structure used to handle emergencies and is made up of staff from the [Insert: name of residence]. See 1.6.2 below.
1.6.1.3. HQ Incident Command Team – The ICT is a team structure used to manage disasters at HQ and/or organization-wide made up of staff from HQ. [Note: This model can be found in the SHNNY Organization Emergency Plan Template].
1.6.2. Residence Command Team Structure

[Under this proposed structure] The RCT has primary responsibility for managing incidents at the level of this residence, including:
· Life safety tactical operations of disaster response
· Ongoing operations during longer term disruptions caused by an emergency situation
The RCT is flexible and can expand and contract as needed. For example, within its structure, an incident commander can assume one or more “officer” position responsibilities simultaneously, or officers can appoint assistants to work on specific aspects of response/recovery. Each Officer would have a team of people working within that functional area, who have the expertise and ability to help manage the response.
[Note: This chart below offers a sample structure for how to organize your team during emergencies. Consider how this can apply in your organization and customize as is necessary to meet your organizational and response needs. See Command Team Org Chart for Residence

 to manipulate the chart.]
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1.6.3. RCT Team Roles and Responsibilities

[Insert: The text for the section can be written once your residence has defined its team. To review those prospective functions, refer to Command Team Roles for Residence, which are sample descriptions of general roles and responsibilities for each of the RCT positions on the chart. 

Additionally, include here Contact List Template for Residence as having immediately-available contact information for the leads within the Residence Command Team is vital.]
1.7. Planning and Preparedness
This section outlines how the residence develops and writes plans, conducts and offers training opportunities, and exercises and tests plans prior to an incident.
1.7.1. Emergency Plan Policy

· [Insert: If there is an organization-wide requirement/mandate for residence-specific plans include here.]
1.7.2. Fire Plan

[Insert: Every residence that is located in New York City] is required by FDNY to have a Fire Plan in place which includes specific requirements and regulations. Residences located outside of New York City have other municipal fire plan requirements.

For NYC, FDNY provides a template for these plans available at: http://www.nyc.gov/html/fdny/html/units/fire_prevention/residential_guides.shtml.] 
1.7.3. Planning Structure and Plan Management
· Planning Structure. (Under this proposed structure) the Residential Command Team is responsible for the overall maintenance and revision of its Emergency Management Plan.  The Residence Commander or designee leads the planning process.  The RCT is responsible for coordinating training and exercising of the EMP as well. This team should coordinate with the HQ Planning Team (and/or leadership).  

Recommendation: Use a team approach for emergency planning that includes representatives from different divisions of the organization. The RCT officers can take responsibility for developing and writing the sections of the plan that pertain to their area; and coordinate with each other when issues/areas overlap. A team effort requires buy-in from the organization’s leadership; project management and planning; a timeline to meet objectives; and consistent meetings. Further, you should consult with HQ planners, as well as staff at other residences, to help ensure that plans are consistent across the organization.
· Updating the Plan. The Residence Emergency Plan  will be reviewed at least annually [Note: this is a recommendation].  The Plan will also be reviewed in full or in part after a drill, exercise, or real time event occurs.  

· Storing the Plan. 

Recommendation: In this section describe where the plan is kept (both electronic and paper versions). It is highly recommended that plans are stored using a remote server or cloud-based system so that they are accessible on-site and from different locations. 
1.7.4. Approval and Dissemination of Plans

[Insert: This section outlines how a plan is approved, who has the authority, and what the process is for review and approval. Work with HQ to determine process for review and approval of plans. Also address to whom the plan is disseminated.]
1.7.5. Training 

[Insert: Name of Residence] will provide training, as well as make training opportunities known to staff and tenants. [Insert: Position or Team in Org] is responsible to ensure that training is scheduled and to coordinate with the appropriate RCT members to develop and deliver the training.
[Insert:  List trainings available to staff; below are some possible examples: 

· Fire Warden Training [or the equivalent] – for designated staff 

· New Employee Training (to include emergency protocols, procedures, emergency preparedness measures)

· Orientation to the Emergency Plan – for all staff 

· Training modules on specific aspects of the plan – for staff and residents

· First Aid/CPR – for staff (may already be a requirement)

· Personal Preparedness – for staff and residents (see also 1.9)

· OEM/Citizen Corps Training (NYC’s Citizen Corps Council shares monthly newsletter with upcoming training, webinars, conferences and other opportunities to learn more about emergency preparedness.) 

· American Red Cross Training

· Enterprise – Emergency Training modules for housing providers]

Recommendation: There are a few training suggestions listed here, but this should be carefully considered by the organization. Also, if there is required training that your organization already participates in that pertains to crisis/emergency situations list them here as well, indicating specifically who is required to participate in the training.  
In addition to pre-disaster training opportunities, organizations should anticipate the need for “just in time training.” This is training that is provided at the time of an event to provide information/background on event, as well as description of and expectation of roles and responsibilities. 
1.7.5.1. Fire Training Requirements

[Insert: As part of your Fire Plan, FD has specific training requirements to comply with on an annual basis. You may insert the information into this section, or refer to your Fire Plan.]

1.7.5.2. Tenant Training

[Insert: Describe here the process for training tenants on emergency plans and procedures. Also describe any types of emergency preparedness training/tools or assistance provided to tenants to help prepare for emergencies. This may include: training workshops, adding information to regular meetings, during individual meetings and work on plans, etc. See also Section 1.9 and Emergency Planning for Tenants for examples of existing preparedness materials.]

 Drills and Exercises (Suggested content provided below)
[Insert: Name of Residence] will test the Emergency Response Plan and other procedures by engaging staff and/or residents in emergency drills and exercises. [Insert: Position] is responsible to ensure that exercises/drills are scheduled and to coordinate with RCT members to implement drills/exercises. 

1.7.5.3. Fire Drills (Suggested content provided below)
As part of Fire Plan, drills are required by the NYC Fire Department to be conducted in all residences and are intended to familiarize building staff and tenants as to the proper actions to take in the event of a fire.  [Insert: You may include some details here regarding fire drills and/or refer to Fire Plan. ACMH Fire Prep and Drills for Residence for a sample of what another organization does]. Non-New York City residences may have their own municipal fire drill requirements.
1.7.5.4. Additional drills/exercises.

[Insert: Include other types of drills/exercises you hold at your organization. Testing all aspects of a plan is considered best practice as this will help to test out these concepts and identify ways to refine and improve plans.  

· Communication/Notification Drill

· Shelter in Place Exercise
· Evacuation
· Others that you plan to conduct on a regular basis in a given year.]

1.7.5.5. Participation and Post-Exercise Evaluation (Suggested content provided below)

Procedures for drills should mimic as closely as possible the procedures that would follow during an actual emergency.  All building occupants, including tenants and employees, should participate in drills/exercises (as determined appropriate).  

Following every exercise, an “after action review” meeting should be held to identify what went well, and areas for improvement. The RCT will gather this information, and identify goals/objectives for correcting problems or addressing new issues identified; and will update the plan. This meeting should include all participants (i.e., tenants and staff) to identify:

· Difficulties experienced in determining that all building occupants are accounted for 

· Difficulties experienced by people with disabilities or other special needs

· Unnecessary delays or unsafe actions in implementing the emergency preparedness plan, such as building occupants stopping to collect personal items, attempting to hide in their rooms or attempting to use the elevators

· Ensuring that drills are conducted in a safe and orderly manner

· Identifying any problems with the fire alarm system or other notification systems
· Determining the amount of time it takes to implement the evacuation of the building (when evacuation is a part of the drill)

· Visually inspect the building for any exit, stairway or hallway obstructions 

· Ensuring that self-closing apartment and fire doors close on their own and are not propped open

· Ensuring that there are no locks, bolts or chains installed on exit doors

Recommendation: Exercises and drills are useful to test out plan strategies, help familiarize people with roles and responsibilities, and to identify gaps. Your organization is already required to carry out fire drills and possibly other types of drills. In addition, you can also test plans through exercises. 

A tabletop exercise is designed to have players come together around a table and discuss how they would respond, carry out a part of the plan, coordinate, and communicate. 

A functional exercise is designed to test a certain part of a plan and to act out the roles, responsibilities, and activities necessary to respond.

A full-scale exercise is designed to involve all players involved who have roles/responsibilities to respond to a specific scenario. To fully act out all components – i.e., making phone calls, holding meetings, pulling out and testing resources, etc.

1.8. Post-Incident Review and Documentation

If any part of the plan is activated by a real event, the Residence Incident Commander will initiate an “incident report and after action report” post-event as quickly as possible, with the purpose of collecting data about the event for review.  

The “Incident Report” is a quick snapshot of an incident that occurs capturing significant impact and actions. See Incident Report Template for Residence (this is a sample, as you may already have an incident report form).
The “After Action Report” is for more significant events, and includes input from the RCT members, as well as others who were involved. The purpose is to gather information about what went well/identified gaps and challenges, and proposed changes that need to be made in the plan to address these findings. See Complex Incident Report Template for Residence.
Recommendation: The Attachments noted above will help your organization go through an after action review of an incident. To thoroughly capture input, invite all who were involved in the event to have an opportunity to identify things that went well, and things that did not go well. Also, it is always good to offer opportunity for new suggestions or recommendations to improve the plan. Once information is gathered, the RCT should review and identify areas for which further development or changes to the Plan should be made.

1.9. Personal Preparedness (staff/clients) (Suggested content provided below)
[Insert: Name of Residence] staff and clients are strongly encouraged to develop personal and family emergency plans for themselves.  See Emergency Planning for Tenants for a short list of recommended personal preparedness resources.

· Staff: Staff members are encouraged to engage in preparedness for themselves and family/loved ones. This is important as staff may be requested to support organizational operations, to feel confident that their family is able to handle the situation. 
· Clients/Consumers/Residents: Each program is encouraged to provide information to clients regarding their own emergency preparedness. In residences, Program Directors are encouraged to offer workshops/training to residents at least once a year. 

[Insert: Describe the types of activities you will offer throughout the year to encourage personal preparedness. Some ideas for supporting residents’ personal preparedness levels might include the following:

· Hold quarterly meetings with residents that include emergency preparedness information.

· Directly distribute supplies for “go kits,” including batteries, and encourage residents to avoid the temptation to use the supplies for non-emergency purposes.

· Provide clients with emergency contact cards (organization information and phone numbers)

· See SAIL Disaster Supply Checklist for Individuals for ideas on what tenants might wish to stock in their emergency supply kits.
Recommendation: Personal preparedness is critical to the organization’s resiliency. The better prepared that staff/clients are, the less of an impact a disaster will have. Consider if your organization is going to encourage/mandate this through your programs; what information/tools can help support these efforts; and identify ways to build this into existing meetings/workshops/training.

1.10. Authorities and References

[Insert: This section should outline any authorities your residence operates under and how that is impacted in emergencies. It is understood that a variety of public sector funding and regulatory agencies at the city and state levels may have requirements to ascertain the existence of, and assess the content of, this plan and the organization-wide plan that complements it. 

You may wish to list here any of the audits you have received or expect to regularly receive during which this plan must be produced and reviewed; for instance, if the New York City Department of Health and Mental Hygiene pays a yearly visit to your residence in part to confirm that you have an emergency preparedness plan that has been implemented and practiced.

Are there emergency-specific authorities/policies/regulations? Others might include:
· Fire regulations/codes and plan submissions to FDNY

· Building codes
· Health codes/requirements
· Regulations relating to tenants
· Funder Requirements

· Others]
2. Building Information

The purpose of this section is to provide descriptive details of residence/building infrastructure and management systems to be used as a reference for later parts of the preparedness plan and as a factual/quick reference tool during emergency operations. [See Building Assessment Worksheet].

2.1. First Responder Building Information

[Insert: Many housing organizations in New York City make use of a simple “Building Information Card” (See Building Information Card for Residence)) that captures basic infrastructure information for quick reference by first responders in a crisis. Outside of NYC, talk to local fire department to determine if something similar exists. If so, this reference could be included here, including the following sample text:

This building is required by FDNY (or other local jurisdiction) to prepare and keep on premises a Building Information Card to assist First Responders (Fire/EMS/Police) with an emergency response to the building.  This card features building information and statistics; data about stairways and elevators; ventilation systems; fire protection systems; utility systems; hazardous materials storage; communications; contingencies when plant systems are not operational; building fire safety information; vertical risers for floors, stairs, elevators, etc.; and a base building floor plan profile.

· The [building name] BIC is kept __________________________.  

· The card is updated by ___________________________________ and reviewed at least every ____ months.]
2.2. Building Management and Usage

[Insert: Describe the building and all uses. Include information such as the following:

· Year of Construction

· Number of Stories

· Building Identification Number (BIN

· Type of Building Construction

· Building Occupancy Group Classification

· Height of Building in Feet

· Number of Dwelling Units

· Square feet

· Number of tenants

· Health conditions represented/categories (just list out in broad categories, as appropriate)

· Linguistic diversity (list primary languages spoken)

· Disabilities (just list out in broad categories, as appropriate)

· Funding streams that support specific tenant populations

2.3. Name/address of Building Owner

2.4. Staff/plant management structures 

[Insert: Include information in this section including]
· Who on staff has direct responsibility for managing the building/physical plant

· Who on staff manages and implements its programs, services and resident relations

· Who provides health-related and nutritional services, as applicable (including contracted providers)
· Who manages/conducts security [including contractors] and the front desk (as applicable)

· Who manages/conducts maintenance (including contractors)
· Who manages/maintains the elevator, if any

· Who is the alarm company

· Who oversees insurance policies

· Information technology systems utilized]

2.5. Fire Plan and Fire Brigade/Fire Response Team 
[Insert: Provide information about where the Fire Plan is kept (both in hard copy as well as electronically. Also describe the Fire Brigade/Fire Response Team structure. Recommend that a list of the Fire Brigade/Fire Response Team and their roles is attached to plans.]

2.6. Other entities occupying building (list)

2.7. Non-residence space

[Insert: Identify non-residential areas in your building. The following chart below is designed to help capture critical information.]

	Name of space
	Location
	Size
	Uses

	Dfxc
	
	
	

	Meeting rooms
	
	
	

	Recreational facilities
	
	
	

	Office/administrative spaces
	
	
	

	Laundry facilities
	
	
	

	Kitchen/food preparation locations
	
	
	

	Retail space
	
	
	

	Communal space
	
	
	

	Lobby
	
	
	

	Corridors
	
	
	

	Basement
	
	
	

	Supply closets
	
	
	

	Roof
	
	
	

	Fire escape(s)
	
	
	

	Other
	
	
	


2.8. Building Usage

[Insert: Describe how many people are in your building and when. This chart below is designed to help capture this information.]

	
	M-F daytime (#)
	M-F nights (#)
	Weekends (#)

	Residents
	
	
	

	Staff
	
	
	

	Security
	
	
	

	Outside entities/firms/health/ service providers
	
	
	

	Others
	
	
	


2.9. Physical plant operations features:

[Insert: In this part, outline each of the physical plan systems. For each indicate critical information such as: 

· Location

· Description (specifics: e.g., kitchen has two gas stoves)

· Year

· Energy requirements

· Maintenance

· Capacity

· Vulnerabilities – (e.g. trash compactor requires electricity and will overflow after three days)
· Generators – (e.g., is there an existing generator to back-up, how long/what support does it provided?)

· Photographs (for insurance info, among other purposes)]
The following is a list of systems/utilities/equipment to include in this section:

· Elevators

· Boiler/furnace

· Building Kitchen (if applicable)

· Trash Compactor

· Generator. Also include critical information such as:

· Indicate how to obtain generators if needed during disaster – identify vendors nearby as well as at a distance
· What will generators be used for?

· What capacity/type(s) are owned/needed?

· Who has the capability of installing/hooking up generators?

· Who has responsibility to purchase?

· Building/voice intercom

· Utilities

· Pumps

· Other]

2.10. Security systems:

[Insert: In this section you may include the following information:

· List of security vendors and contract details regarding emergencies

· Back-up security vendors

· Places where security is provided/needed and types of security, as well as other critical details.

· Security devices (cameras, alarms, panic button, etc.)]

2.11. Locations and descriptions of Emergency Supplies

2.11.1. Types of Supplies and Amounts

[Insert: Include here the types of emergency supplies that are stored at your building. Two examples of other members’ emergency lists are provided as examples, see: SAIL Disaster Supply Checklist for Individuals and Jericho Project Emergency Supply Lists.  This might also include medical intervention preventative equipment (spill-kits, latex and non-latex gloves, mouth guards, etc.).]
2.11.2. Procedures for requesting/purchasing

[Insert: procedures for requesting/purchasing supplies for Emergency Kits.]
2.11.3. Procedures for Storing, Checking, and Re-Supplying

[Insert: procedures for storing, checking, and re-supplying supplies for Emergency Kits.]

2.11.4. Staff Training 

[Note: Building-level emergency supply stocks require constant staff education as to their contents, accessibility and appropriate use in emergencies, such as by 24-hour desk staff and per diems. In Section 1.7.5 you may include information on this in descriptions about training to familiarize staff and members of the RCT about their contents, usage, access and planned management efforts, including lines of internal report for their supervision and upkeep.]
2.12. Vehicle fleet:

[Insert: If you have a vehicle fleet include the following information in this section, there may be additional critical information to include based on fleet and usage. 

· Quantity

· Makes/models

· Occupancy

· Insurance coverages

· Procedures for filling gasoline

· Accessibility

· Where garaged

2.13. Fire Protection System

[Note: this section is meant to capture components of the building’s fire protection system. Outline provided below.]

2.13.1. Components of Fire Alarm Systems

· Fire Alarms Power Supply
· Supervisory Devices

· Audio and Visual Notification Devices

· Communication System

· Central Fire Alarm Station Transmitter

· Test, Inspection and Repair Procedures for Fire Alarm Systems (FDNY has adopted NFPA25)

2.13.2. Carbon Monoxide Devices
2.13.3. Sprinkler/Standpipe System

· Sprinkler Water Flow Device

2.13.4. Fire Department Connections
2.13.5. Fire Protection System Impairments

· Planned Removal from Service
· Unplanned Out-of-Service Condition
· Fire Watch
· Restoring Systems to Normal Service
2.13.6. Portable Fire Extinguishers

· Different Types
· Labeling
· Monthly Inspection

· Annual Servicing

2.13.7. Recordkeeping for Fire Protection Systems
2.14. Mitigation and Protective Measures

[Insert: In this section, include information regarding protective measure your organization takes in advance of emergencies. Add information on protective measures you take in specific emergencies in Section 4: Hazard-specific Emergency Procedures. Also refer to How to Disaster Proof Your Building.

3. Disaster-Specific Tenant Assessment

3.1. Assessments
[Insert: Describe if/how your residence includes disaster-specific concerns in tenant assessments. Some locations may choose to incorporate the assessment in already existing tenant assessment processes. Others may determine to have a separate process for disaster-specific assessments. These are assessments done before an emergency to identify and prioritize tenant needs in an emergency. Some organizations also have hazard-specific assessments; see Tenants Heat Assessment Risk Report. 

Information regarding the disaster-specific tenant assessment should be included in your plan, along with the process and protocols in place to carry out tenant assessments. Some issues to address in this section include:

· Policy regarding disaster-specific tenant assessments

· Identification of tool used to conduct Tenant Disaster Assessment (see Tenant Disaster Assessment Form)

· Who is responsible to conduct assessments

· How often are assessments conducted (e.g. at least once a year; when new tenants arrive)

· How is information updated when tenant situation changes

· How is it stored so that during an emergency it is readily available to staff to identify tenants who are highly vulnerable

· How will information be used?

· Are there some tenants you will initiate communication with before others?   

· If you have limited resources, will you prioritize who you provide services to first?

· Will you prioritize certain services or programs over others that are provided in your organization?

· Explain how the assessment information is used. It is essential that tenants are aware of why an organization is collecting disaster-related information and how it will be used (such as to say: collection of this information will help to prioritize and expedite service delivery and ensure needed resources get to people who need them the most when a disaster strikes).  

3.2. Prioritization of Needs

[Insert: In this section describe the organization’s methodology for prioritizing needs of tenants during emergencies. The Tenant Disaster Assessment will help to identify likely tenants who will require immediate assistance or support. This will be important to have as a starting point during an actual emergency/disaster. Some organizations have used a scale to rate priority levels (e.g., 1 = highest priority, 2 = moderate, 3 = low priority)].

4. Hazard-Specific Emergency Response Procedures

This section outlines procedures to be used for hazard specific emergencies to which staff and residents may need to respond.  These are hazards likely to impact this residence.

[Insert: List hazard specific response procedures here.  See Common Ground Emergency Response Procedures; this is a very detailed document listing procedures for each of the hazards listed below which you may want to adapt for your residence. If you use this information, be sure to customize language and procedures to the specifics of your residence, some of which you may determine in the process of updating your plan using the many sections outlined further in this document.] 

4.1. Fire emergencies

4.2. Medical emergencies

4.3. Human-caused Incidents

4.3.1. Bomb or other explosion threats

4.3.2. Hazard Materials

4.3.3. Active Shooter

4.4. Buildings Systems Failures

4.4.1. Electrical Utility

4.4.2. Elevator Malfunction/Entrapment

4.4.3. Natural Gas Utility

4.4.4. Water Utility

4.5. Natural Disasters

4.5.1. Flooding

4.5.2. Structure Collapse

4.5.3. Earthquakes

Extreme Heat (In addition to Common Ground Emergency Response Procedures, see also Tenants Heat Assessment Risk Report (sample), Heat Advisory Memo to Tenants, and Air Conditioners Inventory List) 
4.5.4. Hurricanes/Coastal Storms [Note: In addition to Common Ground Emergency Response Procedures, see also SAIL Five Days Before Hurricane Hits Plan for Residence. This is an example of how the South Shore Association for Independent Living, Inc. (SAIL) has contemplated pre-landfall activities to prepare for a hurricane.]

4.5.5. Tornadoes/High Winds

Area-wide/City-wide Events 

5. Initial Notification and Activation 

5.1. Initial Notification. 

[Note: This section is closely related to Section 6: Communications. See also Communication Types as well as SAIL Disaster Team Task Chart, a planning tool that SAIL created for quick reference regarding notification.
5.1.1. Incident Occurs 

When a staff member becomes aware of an emergency, he/she should immediately:

· Contact 911, if situation warrants

· If fire, activate alarm

· Contact his/her supervisor (if time permits and safe to do so)

· Contact CEO/ED (if time permits and safe to do so)

· Contact Building Manager

5.1.2. 911 Notification

Any time safety of building occupants is at risk, members of the Emergency Response Team, residence staff, organizational senior staff, and/or tenants should call 911.

5.1.3. Building Manager

Any time 911 is called and/or Fire/Fire Response Team (a fire response team is made up of individuals that are pre-identified to assist in a fire as floor warders, sweeps, or other types of roles, as outlined in the Fire Plan) is activated the Building Manager will be notified.

5.1.4. Staff Notifications

Staff will be notified of an emergency immediately if a fire alarm is triggered. For other emergencies, the Residence Commander will determine when/how to alert staff. Staff may be notified via the following ways: [Insert here.]
[Insert: Include ways in which you plan to alert staff; also take into consideration notification if staff are on-site, off-site and working, or not working at the time of the event. Methods to contact staff might include: announcements in building; emails; texts; phone tree; emergency notification system; etc. See Communication Types for listing of communication modalities.]
5.1.5. Tenant Notification

[Insert: Indicate how tenants are notified. This may include: fire alarms, phone, fire brigade/fire emergency team, as well as when there is more warning by staff going door-to-door, calling, holding meetings, etc. List both immediate notifications (such as for fire), as well as notifications when there is more time (such as for heat emergencies).]

5.1.6. Organizational Headquarters

The RC or designee will notify and brief leadership at organizational headquarters. HQ will be notified when:

· 911 is called

· Residence Commander decides to activate RCT

· [Insert: List other triggers.]

HQ may also be making your residence aware of an ongoing emergency or potential emergency.
5.1.7. Initial Notification Messages.

[Insert: Describe the kind of information to be included in initial notifications. Initial notification messages should include key information about the emergency event including:
· Type of Incident

· Impact to residence
· Time and method for conducting initial RCT meeting
· Initial response activities

· Current Status

· Expected Next Steps
5.1.8. Initial Notification regarding legal (or potential) issues

[Insert: Procedures here for notification of legal issues involving police, emergency services, violence, etc.]

5.1.9. Initial Notification regarding injury/death of staff/tenants

[Insert: Procedures here for notification regarding injury/death for both staff and tenants.]

5.1.10. Other Notifications

The RCT and/or organizational headquarters will determine when/if other initial notifications should be made.
5.2. RCT Activation (Suggested content provided below)
Under the proposed incident command system, the RCT can be activated by the RC, or HQ IC any time there is a need for a coordinated response and approach to a building disruption or emergency affecting building and/or staff.  Any RCT member can recommend activation of the RCT as well. 

5.2.1. Events with no warning 

· Emergency response to fire/life safety issues are managed according to your Fire Plan. 
· After life safety needs of staff/clients/guests are met and the incident commander determines there is a need to coordinate and manage continued emergency-related efforts, RC will convene the RCT.
5.2.2. Events with warning

· Any staff member aware of a potential incident that could disrupt operations can contact any RCT member who in turn will contact the RC.
· If RC determines there is a need the RCT will be activated and convened.
5.2.3. RCT Initial Meeting (Suggested content provided here)

The RCT team will be notified of the first meeting which may take place via different methods as conditions allow. Options include:

· In person, at organization’s designated Command Center

· In person, at an off-site Command Post (if an evacuation has been initiated) 

· By conference call/phone (if team members are dispersed or if after regular business hours)

· Other location as determined
5.3. RCT Command and Coordination Locations

The RCT will set up a place from which to coordinate operations and response/recovery to the incident. 

5.3.1. RCT Coordination Locations

The location from which the RCT coordinates activities during emergencies is called the Command Center or Command Post. The Residence Commander (or Building Officer) will establish the Security Station, Command Center, or off-site Command Post which serves as a central coordination point for all response activities.  The Command Center/Command Post should be staffed at all times, and is a place of coordinating and strategizing the response to the incident.  RCT members will report to this location as requested, and will send updates and reports to the Command Center/Post (CP).  

The RC may initiate the following types of coordination points:

· The “Security Station” is established immediately before evacuation and response to fires. The Fire Brigade/Fire Response Team will meet at the security station to receive information/instructions/equipment from the RC or Fire/Life Safety Director. [Insert: The Fire Plan should contain more details which may be referenced here.]
· The “Building Command Center” refers to an internal location, where operations can be coordinated.

· The primary Command Center is: [Insert: Add Location]
· The alternate Command Center is: [Insert: Add Location]
· The “Building Command Post” refers to an external location that is used when HQ is evacuated.

· The primary Command Post is: [Insert: Add Location]
· The alternate Command Post is: [Insert: Add Location]
For operations that require evacuation and/or relocation of tenants and staff, an off-site Command Post may be established:

· at the Assembly Point or temporary location

· at an alternate site 

· at organizational headquarters within the HQ Command Center. 

· The RC, in consultation with the ICT at headquarters, will determine the most appropriate location for RCT coordination to take place.
Key activities in the Command Center/Post may include:

· Initial briefing then regularly scheduled briefings with the RCT;

· Key decision-making;

· Communications coordination;

· Monitoring of all ongoing activities
· Documentation of meetings and key activities; and
· Reporting to HQ/Organizational Leadership.

5.3.2. HQ ICT Command Center. 

Additionally, if the situation warrants HQ may establish a Command Center to coordinate operations. In this case, RCT would be reporting regularly to the ICT at HQ, as well as requesting resources/guidance on ongoing operations. [Insert: May want to include the potential locations for an HQ Command Center (would have to obtain this from HQ.)]
Recommendation: Pre-disaster identify Command Center/Post locations. From these locations activities can be coordinated and information shared. For your Command Center (internal) pick a large room with phones, computers, desks/tables. For your Command Post, identify a location near to the residence that has space for people to gather and where logistical needs can be met of managing a response operation of some scale.

5.4. Situational Awareness (Sample content provided below)
The RCT assigns staff to gather and analyze information before, during and after a disaster in order to make logical and appropriate decisions regarding emergency response and recovery activities.  Below are some of the ways information is gathered during a disaster cycle. 

For gathering an initial awareness for an emergency incident whether within the building or areas around the premises, refer to Hazard Specific Status Report for Residence and Fire Status Report for Residence. This checklist format is a simple method of gathering critical information of what has occurred on the premises and is provided to first responders upon their arrival, when feasible.

5.4.1. Public Safety/First Responders (Sample content provided below)
Any time emergency personnel are on site, the designated public safety liaison (see RCT structure) will interact with the highest ranking fire, police or interagency representative to share information about building/activities and gather information about emergency response activities. This includes seeking information about expected impacts on residence and program operations such as anticipated time frames for utility repairs, temporary services available to support tenants, etc. 

5.4.2. HQ – ICT

HQ may be collecting and disseminating information pertaining to the emergency. Coordinate communication pathways to ensure that information flow is established.

5.4.3. External alerts to your Residence:

[Insert: The following is a list of resources available to residences for receiving emergency-related information. There may be additional resources you use; if so, list them here:

· Advanced Warning System (AWS) – an electronic information-dissemination program operated by New York City Office of Emergency Management that is geared toward social services providers. (Recommend that senior staff sign up for this if not signed up already).
· Notify NYC (All staff can sign up for these) – a personalized, immediate emergency information system that can generate e-mail, text messages and/or phone calls with localized information on traffic and mass transit disruptions, public health matters, major events, and significant emergencies. The system correlates to the address and zip code you enter for it.

· Monitoring of reliable TV and radio sources, such as local network affiliate stations, New York 1 and 1010 WINS and WCBS 800

· National Weather Service - NOAA Weather Radio

· Senior staff at the Supportive Housing Network, and other partner and community organizations and local coordination entities

· City/State contracted agencies, possibly through liaison at organizational headquarters]

6. Communications and Coordination

6.1. Communication Modalities

[Insert: In this part, identify the types of communication modalities your residence has available for all staff and tenants. You can use Communication Types to record this information and include in your plan.]
6.2. RCT Communication and Coordination

6.2.1. Meetings

The purpose of RCT meetings is to share information and facilitate the development and implementation of actions to address emergencies and recovery issues.  The RCT Meeting Report Template is used to help structure and record salient points of these meetings. (See: Command Team Meeting Template for Residence). A meeting schedule will be established at the onset. 
The RCT may meet via any methods (or combination of methods) listed below:

· In person, at residence command center

· In person off site at assembly area/command post (if an evacuation has been initiated) 

· By phone/conference call (if team members are dispersed or if after regular business hours)

· Other location as determined 

6.2.2. Situation Reports

The RCT develops situation reports on a regular basis based on information shared and processed during Team meetings.  This may be shared with HQ, as requested and/or deemed necessary. (The Command Team Meeting Template for Residence could be used as the source of information for cumulative reports).

6.2.3. RCT Contact List

See Contact List Template for Residence.
6.2.4. Methods for communication

[Insert: Identify the modalities that the RCT will use. The chart provided as Communication Types is a tool to help identify what modalities, who has access, etc.]
6.3. Other Internal Communications

[Note: This template includes the following internal stakeholders: staff, tenants, and HQ.]
6.3.1. Residence Staff (not part of RCT)

6.3.1.1. Authority

[Insert: Indicate who is responsible for communicating with staff, when, who determines what information to share, etc.] 

6.3.1.2. Messages and dissemination (Sample content provided here)
When communicating with staff, it is important to provide accurate and timely information. The following issues will be taken into consideration:

· Hold briefing meetings before staff members go home so that what is and is not known can be clearly communicated.  Do this in full or by department.

· Designate and brief personnel answering calls to help control misinformation before they start a shift.

· Additionally, schedule regular meeting times for announcements and information.

6.3.1.3. Methods for communication

[Insert: List here the modalities in the chart (Communication Types) that will be used for staff communications. This is likely to include communications methods such as: staff E-blasts; staff emergency call-in line; text messaging (individual or group); situation reports (from ICT members); call down (phone trees); interdepartmental meeting and conference calls; organization website/staff intranet.]
6.3.1.4. Staff Contact Lists

[Insert: Create a staff contact list. You can make the staff contact list an attachment to this plan or indicate in the plan where contact lists are stored and maintained. These should be stored in a location that is accessible from remote sites. Your organization will benefit from implementing procedures for regularly checking/updating this list; as it will likely become outdated rather quickly.]
6.3.2. Tenants

6.3.2.1. Authority

[Insert: Indicate who has the authority to make the decision to notify tenants; who decides what information is shared, when, and how.]

6.3.2.2. Methods for communication

[Insert: Indicate the modalities that will be used to contact tenants. Describe how tenants will be communicated with and who is responsible to make such notifications.] (Communication Types)

6.3.2.3. Tenant Contact Lists

[Insert: Indicate where tenant contact lists are maintained; include each program as these lists may be separate; be sure to include emergency contact information and cell phones.]

6.3.2.4. Policies regarding contacting tenants during emergencies

[Insert: This section should outline key policies regarding contacting tenants during emergencies. This may already exist in other documents which should be referenced here. Also consider, Section 3: Disaster-specific Tenant Assessment, which will tie right into this as it provides a basis for which you may prioritize communications with some tenants based on their situation/needs. Questions to consider include:
· What is the frequency in which tenants should be contacted during/post-emergency? Is there an organization-wide policy on this? Will high-priority tenants who are more vulnerable be checked on more? Indicate also when home visits are conducted in lieu of or in addition to phone check-ins.

· Confidentiality and sharing information with tenants and with emergency contacts

· Develop and approve messages specific to tenant service delivery]
6.3.2.5. Sample Messaging

· Safety measures clients/public can take

· Information about the event/potential event

· General message around program closures/postponements.

· Information/links to disaster-specific services (both those agency is providing as well as other)  

6.3.2.6. Targeted check-ins:

There may be clients/program participants which you will want to communicate with before during and after disasters without warning. Messages may include:

· Alternate service delivery information

· Checking on safety/ability to evacuate

· In-person information sharing

· Meals-on-wheels program delivery information about storm safety/alternate food distribution patterns 

· Communications in reference to, or communication with, hospitalized tenants

6.3.2.7. Meetings

Hold meetings and post information in locations accessible to tenants. 

6.3.3. Headquarters (HQ)

During an emergency, it will be critical to coordinate and share information with HQ. As early as possible into an emergency, communications should be established with HQ. 

[Insert: This section of the plan can provide detail about how coordination will occur between HQ and your residence. Some examples of how this can be done include:

· Establishing communications lines and key points of contact between HQ and at your site; specifically list out responsibilities for supporting/coordinating with HQ.

· Meeting on a regular basis in person or by phone to share the latest information, brief-out on issues and/or resource needs, etc.

· Establish a mechanism for sharing new and breaking information so that you and HQ are operating with the same information.]
6.4. External Communications
[Insert: For each external contact you identify be sure to identify who is responsible/has authority to contact; what modalities may be used to communicate; and contact information and lists.]
6.4.1. Public Safety

6.4.1.1. Information Content

[Insert: Add a general statement about what you are communicating with public safety and/or emergency management officials. This may include:

· Your organization and or neighborhood is in danger

· You/your clients need resources

· Issues related to not being able to access clients

· Issues related to recovery of your residence/building]
6.4.1.2. Responsibilities/Authorities (suggested content provided below)

Any time emergency personnel are on site, the designated RCT Public Safety liaison will interact with the highest ranking fire, police or interagency representative to share information about building/activities and gather information about emergency response activities. This includes seeking information about expected impacts on the organization’s operations such as anticipated time frames for utility repairs, temporary services available to support tenants, etc. Before responders leave the area and/or the interagency command post is disbanded, the Public Safety Liaison should identify contact names and phone numbers from OEM and/or agencies critical to support recovery activities or for related follow-up.

6.4.2. Contracted Agencies 

6.4.2.1. Responsibilities/Authorities

[Insert: Who are the contracted agencies that you will need to communicate with? Who is responsible for communicating with contracted agencies?  Is it different people for different programs/contracts? It may make sense to have a separate section per agency as the procedures will likely be different, but for this template, all are grouped into this one section.]

6.4.2.2. Modalities 

[Insert: In this section describe how you will communicate and the types of key messages/information.]

6.4.2.3. Contact Lists 

[Insert: Add as an attachment, your Contracted Agency Emergency Contact Lists (make sure at least 2 people deep)]

6.4.3. Vendors (Basic outline provided below)

6.4.3.1. Responsible/Authority

[Insert: Who is authorized to work with vendors. If this differs among vendors indicate here and/or on the contact list.] 

6.4.3.2. Communication Types  [Insert: Include this information here and in Communication Types]
6.4.3.3. Contact List

6.4.4. Media


6.4.4.1. Responsible/Authority

[Insert: Authority and designated liaison.  Is referral made to organization leadership/public affairs/Communications Officer? How are messages approved in order to be disseminated [Insert: Include this process here.]
6.4.4.2. Establish policy regarding media interaction for your staff.

6.4.4.3. Contact List

7. Evacuation

This section addresses decision-making factors and types of actions that building occupants may be asked to take in response to an emergency incident that requires them to leave.  Certain procedures for responding to fires and other types of emergencies that may also apply to evacuation planning are found in Section 4: Hazard Specific Response Procedures. Also information about the City’s emergency evacuation centers/shelters can be found in Section 8: Relocation.

7.1. Types of Evacuation Actions (Suggested content provided below)
In response to an emergency, first responders or the building RC or Fire/Life Safety Director (as described in Fire Plan) may require tenants to evacuate or shelter in place.  

Reasons for implementing Evacuation or Shelter-in-Place actions include but are not limited to:

· An internal event that occurs and is considered a threat or hazard to those inside (e.g., fire, chemical release, bomb threat);

· An external event that is considered a threat or hazard to the building or those inside (such as storm surge from a hurricane);

· Compromised structural integrity of the building or portion of the building or building systems; personal protection is necessary; and/or

· First responders or City officials recommend this type of action.

The following are four types of actions building occupants may be required to take during an emergency (based on NYC FDNY categories of evacuation). 
7.1.1. Total Building Evacuation

Total evacuation is when all building occupants are required to completely leave the building and go to a designated “Assembly Point” or other area (as directed by first responders).
7.1.2. Partial Evacuation 

Partial Evacuation is when some, but not all, building occupants are required to completely leave the building and go to a designated “Assembly Point” or other area outside the building (as directed by first responders).

7.1.3. In-Building Relocation

In-building relocation is when building occupants are instructed to move to a different location within the building.  If instituted, occupants may be directed to go to a different part of the same floor or to another floor. Often in-building relocation is instituted to keep tenants and staff away from windows that may increase exposure to dangers outside the building such as high winds, flying debris or other hazardous materials. 

7.1.4. Shelter-In-Place

A Shelter-in-Place directive entails staff and tenants’ remaining where they are.  Often a Shelter-in-Place directive will be instituted when there has been a type of chemical release outside the building.  In these cases additional instructions will also be announced such as closing windows and turning off air conditioners. 

7.2. Mayoral Evacuation Orders (mandatory or recommended evacuation)

In New York City, a mayoral evacuation order is most likely to occur due to an impending hurricane (for more information on hurricane-specific procedures see Section 4: Hazard-specific Emergency Procedures). When this occurs, the City will establish Evacuation Centers (See Section 8: Relocation). The Mayor may make an evacuation recommendation and/or order (as may a county executive outside of New York City):

· Evacuation Recommendation: The Mayor may recommend certain residents take steps to evacuate voluntarily. A recommendation might be issued to include residents of certain hurricane zones, communities or building types. An evacuation recommendation could also be issued for the benefit of people with mobility challenges who need extra time to evacuate.

· Evacuation Order: The Mayor may order residents of specific hurricane zones or communities to leave their homes for the protection of their health and welfare in the event of an approaching storm or other hazard. 
7.3. Optional Evacuation Considerations
[Insert: There are times when it is obvious that an evacuation is required. However, there may be times when an evacuation decision, or the timing of it, is, in some sense, optional, such as when residents have been staying in the residence for an extended period of time with no power, and tenant support services are no longer sufficiently functional. You may want to set some indicators/triggers for when you would consider activating a partial/full evacuation.

In your plan, you can address the primary decision-making drivers behind making a full evacuation of your residence. Considerations may include (these are examples):

· Who has the authority to decide to evacuate?

· Under what conditions would your organization consider part/full evacuation of tenants? Identify key triggers. Would this be done on a case-by-case basis?

· What messaging would be necessary?

· In the case of optional evacuation circumstances, to what capacity can you make an evacuation mandatory for tenants under these conditions? Would it be optional and up to the tenant? What restrictions are there around this issue? 
· Identification of relocation alternatives for tenants and other issues around relocation (Section 8: Relocation)

7.3.1. Deciding Against an Evacuation

[Insert: There may be times that, for any combination of factors, your RCT is faced with needing to make a voluntary decision about whether to evacuate your residence, and decides against it. In this section:

· Clarify who has this authority to make this decision; 

· Define how this information will be communicated to staff and tenants;
· Describe how the situation is monitored in order to continually assess changes;

· Refer to Section 10: Operating During Long Term Disruptions for more information.
7.4. Immediate Evacuation Procedures (Suggested content provided below)
If the situation allows (there is no immediate danger) , upon notification of an emergency condition that may require evacuation, the RC, Fire Brigade, or Building Officer should convene any immediately available RCT members to assess situation and determine next course of action.  

If there is immediate danger, the RC, Fire Director, or Building Officer may institute evacuation procedures.  These include:

· Call 911 if first responders are not on the scene.

· RC or Fire/Life Safety Director notifies all building occupants over the public address system or by an alternate means to begin evacuation to a specific assembly area.
· Fire Brigade conducts notifications and sweeps and oversees the evacuation and movement to assembly area(s). [Insert: You can add additional actions of the Fire Brigade and/or specific evacuation details here and/or refer to the Fire Plan.]
· Tenants follow instructions and if safe to do so tenants should be instructed to bring keys, identification, medications (and “go bag” if they have one). 
· Tenant Support Officer, or designee, is responsible for ensuring records are secure, and medications and other priority tenant supplies brought along.

· Any staff member with knowledge that another employee, tenant or guest has been injured and/or requires medical attention should immediately bring that information to the nearest supervisor, ERT member, or first responder.  
· Designated Public Safety Liaison remains by Fire/Police or Interagency Command Post. 
7.5. Assembly Areas

[Insert: Indicate where the designated Assembly Areas are located in this section. May also want to include a map. Also describe actions that take place at assembly areas. This would likely include the following types of actions: 

· RCT gathers to assess situation

· Account for staff and tenants (to the extent possible consider how you will know who is in the building; is there a sign in/out log; do staff sign in, etc. Report staff/tenants who are unaccounted for to first responders

· Staff work with tenants to keep calm and communicate information

· RC will notify organizational headquarters

· If tenant(s) decides to leave the Assembly Area/Reception Center, provide information to departing tenant(s) about channels of emergency communication (i.e., website, hotline, etc.) to check in for updates and changes of status regarding access to the building.

· Ensure residents with disabilities, special health needs, access and functional needs have been assisted through the evacuation process

· Public Safety Liaison remains close to Fire/Police or Interagency Command Post

· Ascertain specifics on the situation causing the evacuation

· Determine expected timeframe, if any, for re-entry to the building, conferring with public safety officials, such as representatives of the Office of Emergency Management

· Request any resources that are needed (as determined by RCT) 

· Provide information about the building to first responders

· May include consulting with an OEM representative to request one or more city buses be supplied to transport tenants to a  shelter.]
7.6. Reception Center

[Insert: In this section, if evacuation is expected to be longer than an hour but is not expected to last more than a day, the RCT, with the HQ ICT, may wish to consider setting up temporary reception/service center in conjunction with the American Red Cross; or at another suitable nearby location. This may temporarily provide an in-door space for tenants/staff who are impacted. The RCT could work with City officials and/or the American Red Cross, or other partner (who can host such a site) to identify a site and mechanism for providing this space to tenants/staff. The reception center provides a refuge from the elements outside and provides staff and City/Red Cross representatives with the location to provide food/water and to identify any immediate needs of tenants/staff. This section would also include:

· Identifying necessary resources for tenants/staff while at this temporary location;

· Appropriate staff levels to support temporary location

· Identification of communication needs to tenants, emergency contacts, vendors, others (see Section 6: Communication and Coordination)

· Consideration of relocation options if the evacuation will last longer than a very short time (see Section 8: Relocation). ]
7.7. Planned/Expected Evacuation Considerations

[Insert: In some events, such as a hurricane, power outage, other storms, or perhaps a partial collapse, for example, you may have some time to prepare just prior to evacuation. In other words, when you have extra time to prepare for an evacuation, you should consider what processes your staff may have sufficient time to oversee, as distinct from when you have to rush everyone out the door during a fire. In this event, have a checklist or other tool to walk through critical items to consider when evacuating:

· Tenant go bag (or the like), medications, assistive devices and durable medical equipment, etc.

· Materials from residence emergency supply stocks.

· Vital records and contact lists
· IT preparations

· Residence preparations 
7.8. Evacuation of People with Disabilities or Medical Conditions

[Insert: In your Fire Plan and in this plan indicate how you plan to prepare and support people with disabilities or others who may need some assistance during evacuation. For some guidance on how to incorporate this aspect into your planning see Evacuation for People with Disabilities, NFPA Emergency Evacuation Guide for People with Disabilities for Residence , and NFPA Evacuation Planning Checklist for People with Disabilities for Residence.]

7.9. Evacuation and Pets

[Insert: Because people who own pets normally have a relationship with a veterinarian or a kennel, it is helpful on a planning level for tenants who own pets to have advance conversations about whether veterinarians can offer any assistance to them during an emergency with advance notice (such as when a hurricane may be threatening the city) or in the aftermath of a disaster, and to be in touch with family members, friends and/or pet hotels that could supply such help.
New York City emergency evacuation centers and shelters do allow pets, as do some suburban emergency shelters. Service animals that assist people with disabilities are allowed in shelter areas. People who bring pets to such a facility are responsible for their care and need to bring your food, leashes, a cage, and any necessary medication. Pets are sheltered in a separate area within the facility. In Nassau County, there is a designated pet shelter for evacuations.
You may wish to develop a strategy for how your organization will communicate with clients who own pets or service animals so they have realistic expectations about what assistance they can expect to receive in meeting their animal’s basic needs during an evacuation.]

7.10. Securing residence when leaving

[Insert: In a “planned” evacuation, residence management staff, led by the Building Operations  Officer, will need to safeguard the residence as best as possible until it can be safely re-occupied. Your organization may wish to create a checklist of action steps to be taken to accomplish this goal if and when it is safe to do so, or as may be permitted by public safety officials. Some of these require substantial advance planning in order to be put into action for a short-notice emergency. See Secure Building Checklist for Residence (which should be customized to meet needs of your residence).
7.11. Transportation during an Evacuation

[Insert: In this section, write instructions about how your residence will support the transportation needs of residents during an off-site evacuation. Consider use and maintenance of fleet vehicles; use of public transportation; need for accessible transportation options (e.g., public transportation, paratransit, accessible taxis, in-house vehicles); consider possibility of using staff vehicles (and addressing liability insurance coverage) as well as travel restrictions. Many supportive housing organizations have their own vehicle fleet, and it is recommended that gas tanks be filled during the approach of a with-notice emergency, such as a hurricane.

However, it is also the case that the use of residence-owned vehicles may be discouraged or limited by public officials during a disaster because of public safety hazards, such as high winds and flooded roads; and by traffic congestion and other challenges.]

7.12. Shelter-in-Place Protocol (Suggested content provided below)
A shelter-in-place order, typically issued by public safety officials, mandates that staff and residents remain in their current location for some period of time. This may apply to certain parts of the residence, or its entirety. Separate procedures are usually warranted in cases of workplace/residential violence and are otherwise detailed in Section 4: Hazard Specific Procedures.
7.12.1. Activation of Shelter-in-Place Protocol

The RC will activate the protocol under any number of circumstances.  This includes, but is not limited to:

· An external event occurs that is considered a threat or hazard outside the residence; 

· First responders or City officials recommend this type of action; and/or

· Personal protection is necessary.

7.12.2. Notification of Shelter-in-Place
The RC, or designee, will notify and provide instructions to staff and tenants via public address or other selected method (see Section 6: Communications and Coordination). Notification information may include:
· Where to go/stay: 

· If in hallway, get to destination immediately
· Remain in a certain room or space until deactivation occurs

7.12.3. RCT Actions and timelines may include (sample content):

· The RCT will continue to monitor the situation, and/or with the Public Safety Liaison, be in direct contact with first responders and City Officials.  
· RC will notify HQ and continually update.
· The RC will direct staff to take the proper precautions during the SIP order.  This is based on information at the time of the event and will include consideration of closing windows, doors, and restricted movement.

· The RCT will ensure to update information on a regular basis to staff, tenants and visitors of ongoing activation.

· Building Operations Officer, working with RC, will coordinate securing the residence to include: doorways, windows, loading docks, and fire escape ladders, as well as other access points, as needed.

· During prolonged activation of a shelter-in-place order the Logistics Officer/Team may provide basic supplies of water/food to staff and residents as possible. 

· Logistics Officer will track any expenditures related to the event.

· Tenant Support Officer may facilitate delivery of medical or psychological support to staff and tenants, and identify persons who may require medication during the course of the shelter-in-place order, including canvassing needs of visitors as may arise.

· Visitors in the residence at the time of the issuance of the order may be directed either to remain in place where they are, or to go to a specific meeting point. This will be determined based on the situation.

7.13. Deactivation and Return to Residence
[Insert: Plan to return to residence. Just as was the case with the decision or order to evacuate, a decision or instruction to return to the residence once an evacuation is no longer, but after tenants and staff have already been displaced for a time, necessarily comes with its own planning needs. This section should address this after a short evacuation (minutes to hours) and may be detailed in Fire Plan.]

8. Relocation

This section pertains to actions, decisions, and priorities for relocating tenants/staff to an alternate location for some period of time following an evacuation.

8.1. Relocation Timeframe (Suggested content provided below)
The RCT will come together, in coordination with HQ, to assess the situation and make a determination regarding relocation options. The timeframe for which tenants/staff may need to go to a relocation site will be determined. The following timeframes will be used: 

[Insert: the definition provided below is a suggestion. Review this carefully and alter the definitions to reflect how you would define short and long term relocation.
· Short Term Relocation 
· In effect when re-entry is not possible and tenants cannot return home 1-2 days after the event. 

· Long term relocation 

· In effect when tenants cannot return home for over 2/3 days; or when other conditions warrant.]

· Extended relocation

· In effect when tenants cannot return home for several months or indefinitely.

8.2. Relocation Policy

[Insert: Include here your policy around relocation sites.  The policy should clearly state the possible roles of the organization and level of responsibility your organization will take on in regard to relocating tenants. Some possibilities/issues to consider:

· The organization’s responsibility for identifying alternate accommodations for tenants 

· Address policy on seeking alternate shelter with friends/family 

· Role of staff when tenants are relocated 

· Address if staff accompany tenants and under what conditions

· Address expectations for checking in with tenants (calls, visits, etc.)

· Utilization of City Emergency Shelters that may be established during an emergency 

· Who has the authority to decide to move to relocation site?

· Who within your organization is responsible for identifying relocation sites? 

· Is there any organizational policy making identifying relocation sites mandatory? What is required? Should this be required? Should each congregate residence have a relocation site that they have pre-arranged?

· How much can congregate residences lean on HQ to find locations?

· Will tenants be tracked in any way? How will this be managed? How should congregate residences plan on doing this if required?]

8.3. Decision-making for Moving to Relocation Site
[Insert: In this section describe authority for decision-making and specific triggers that would indicate the activation of the relocation protocol.]
8.4. Relocation Option Considerations

[Insert: In this section consider different relocation site options to relocate tenants. How to Choose Relocation Sites, will help to think through requirements/preferences for relocation sites.]
8.4.1. Possible Options for Relocation Sites

[Insert: May be helpful to make a chart and indicate if/when you might utilize these options. Add others that are not mentioned here but are a possibility.]

· Evacuate to other residential units or a building used for other purposes within the organization

· Evacuate to other residences managed within the Supportive Housing Network of New York or other supportive housing organizations

· Evacuate to public evacuation shelters (see 8.6)

· Evacuate to hotels (paid for by organization)

· Go to home of friends/family 

· Respite beds

· Temporarily move people to apartments

· Leasing new buildings

· Sheltering residents at a community center

· Hotels [not paid for by organization].
8.4.2. Criteria for Short-term Relocation Site

[Insert: Describe here, create a list of criteria for a short-term relocation site including minimum requirements.]

8.4.3. Criteria for Long-term Relocation Site

[Insert: Describe here, create a list of criteria for a short-term relocation site including minimum requirements.]
8.4.4. Criteria for Extended Relocation Site

[Insert: Describe here, create a list of criteria for a short-term relocation site including minimum requirements.]

8.5. Pre-identified Relocation Site Locations (Suggested outline provided below)
Recommendation: Your organization will be in the best position if you identify and thoroughly define and compile the written attributes of location(s) to relocate tenants and staff prior to an emergency. This allows the opportunity to work with these relocation sites to establish agreements and arrangements before a disaster occurs. 

[Insert: In this section, identify different relocation sites that you have established to go to in case of relocation. Create separate Relocation Site Information Sheets for each site and indicate the following information, and attach any written agreements that are established:

· Location (address, city, state, zip code)

· Building Owner/Manager/Others Contact Information

· Phone and Alternate Phone

· Email

· Directions to Location

· Residential spaces in building
· Business and support functions to be performed at relocation site

· Employees who should go to Relocation Site

· Policies of receiving building

· Financial Considerations
· Areas to be used at relocation site
· Vehicle parking/arrangements
· Agreements with host agency to solidify use of relocation site] 

8.6. New York City evacuation centers and emergency shelters

[Insert: Describe your organization’s policy on utilizing NYC emergency shelters as an option for relocation (if available). NYC will open up emergency shelters during or before an event that impacts a significant number of people who may not have alternate housing due to emergency, or who potentially could be in harm’s way (i.e., hurricane).  These locations will be announced at the time of the event. Some evacuation sites are pre-identified for use during a coastal storm/hurricane. To find an evacuation site visit OEM’s website at http://www.nyc.gov/html/oem/html/hazards/storms_hurricaneevac.shtml.] 

Emergency evacuation shelters are intended to be secure facilities with public safety personnel on site. They are designed to accommodate people with disabilities and special needs, but a range of emergency-specific and logistical constraints can make evacuations complicated and confusing. People who go to evacuation centers and emergency shelters are expected to bring bedding, toiletries, medication, medical supplies and other personal items along with them.

Issues to take into account when considering using a public emergency shelter:

· How will you support tenants at shelters;

· How will you conduct check-ins

· Do shelters sufficiently meet needs of tenants? What can be expected at shelters?

· Will tenants go to shelters?

· Can tenants sustain safely at shelters?

· What special requirements would you make known to shelter staff (if any)?

· Will you assist with tenants getting to shelters?

8.7. Relocation Site Operations (Suggested Outline provided here)

[Insert: The following is a possible outline for your plan regarding key considerations the organization will need to address at a relocation site (not a City public emergency shelter). This section should address some specifics regarding these issues and describe who is responsible for overseeing the different activities.]
8.7.1. Host Coordination

· Establishing agreement for stay
· Working with host regarding accommodations
· Emergency Evacuation Procedures at relocation site
8.7.2. Establish Command Center and Work Space

· Set up work stations

· Set up an area to serve as command center/coordination point for ongoing meetings, briefings, and information gathering regarding the ongoing recovery 

8.7.3. Tenants (see also Section 9: Continuity of Tenant Services)
· Account for well-being and whereabouts of all tenants 

· Identifying specific roles of staff in making and keeping contact with tenants, including covering such factors as whether/when staff do (or must) accompany tenants during a relocation, and which staff members have that responsibility;

· What are expectations for tenants to check in with staff when evacuating or at the relocation site, if there has been a loss of communication; 

· Are there existing tracking systems in effect for some tenants (for example, some residences make use of the New York State e-FINDS electronic tracking system created after Hurricane Sandy) whose use needs to be maintained and managed, and who will manage them?

· What procedures would have to go into effect if persons are not accounted for after a certain amount of time;

· Prioritize any emergent health care issues, such as needs for dialysis appointments, and transportation needs that may be related to them, and manage/facilitate resumption of high-priority connections to care providers. There may be a need to check on the status of durable medical supplies, electrically-powered medical equipment, incontinence supplies and the like.

· Ensuring multi-lingual communications if needed;

· How is information updated as time goes on, and assessments and actions taken to be documented?

· How will tenants be assigned to space?
· What considerations taken into account? Privacy? Others?
· Attend to individual tenant needs and problems (see Section 9: Continuity of Services for more details)

8.7.4. Communications

· Establish communications with HQ 

· Establish communications protocol with host site

· Other Internal Staff (who do not have pre-identified roles/responsibilities – how they will be notified and any other instructions

· Tenants not on site – how does communication occur/how often/etc.

· External Partners – what information has to be conveyed and to whom; how does relocation impact partners

· Public – what information has to be conveyed? What impact will this relocation have on the general public? 

· Updating websites

8.7.5. Staffing 

· Who is responsible for determining staff requirements?
· Where are staff assigned and what are the requirements?
· Are alternate working strategies used?
8.7.6. Supplies/Equipment

 [Insert: Consider what supplies you would bring to support staff/residents and who would be responsible. Write a list and add here or as an attachment, this would likely include items such as:
· Bedding, linens, and other similar items

· Phone systems

· Desks, chairs, office supplies, etc.
· Safeguard records and supplies that may have been brought from residence] 
8.7.7. IT support and access to critical IT systems

[Insert: Determine what IT equipment and systems need to be brought to relocation site. Make a list and add here or as an attachment, this would likely include items such as:
· Server, computers, printers

· Access to Records

· Staff usage and access
· Internet access (work with relocation site to determine how to accomplish)
8.7.8. Payroll

· What is the impact to payroll and time tracking?

· What payroll requirements need to be maintained to ensure continuance of paying staff?

· What systems need to be in place to administer payroll?

8.7.9. Funding

· Impact on funding and required reporting

8.8. Return to Residence (Suggested outline provided below)
8.8.1. Decision-making - who has authority to decide to move back to residence

8.8.2. Communications – who needs to be alerted; how are tenants/staff informed; what external partners should be informed and how; etc.
8.8.3. Staffing – what staffing patterns are put in place to support move back; how is this communicated.
8.8.4. Supplies/Equipment – how will supplies/equipment moved back?

8.8.5. IT/Records – how will IT systems be shut down at relocation site and restored at residence

8.8.6. Transportation – what transportation support is needed? Will tenants be provided transportation, how will all furniture and other belongings be moved back

8.8.7. Fiscal – what is the fiscal impact; who has ability to approve fiscal requests

9. Continuity of Tenant Services

9.1. Introduction

This section details potential planning processes for managing an emergency response in a medium-to-long-term operation with the goal of keeping tenants connected to programs and services that they may require to meet their basic needs while displaced from their homes or when their residences are impacted (e.g., prolonged power outages). In addition there may be many other barriers resulting from the disaster such as challenges with transportation, communications, information technology access and deployment, health care quality, staffing availability, privacy, exacerbated health conditions, depleted or disrupted supply stocks or supply chains, disconnection to necessary assistive devices and/or durable medical equipment, barriers to service access for people with disabilities and English language learners, and disrupted or changed regulatory environments.

This section outlines how you will coordinate to allow for continuity of tenant services.
9.2. Post-disaster Tenant Assessment and Prioritizing Tenant Need

[Insert: In this section address how tenants will be assessed post-disaster to identify needs, and then how your organization plans to prioritize tenant needs. At the most basic level, the RCT may find itself challenged to ensure service delivery when it is simply not practicable to keep services equally connected to all tenants. In such a context, consider how you will prioritize addressing needs. A disaster-specific assessment (done prior to an emergency) will serve as a basis for this (see Section 3: Disaster-specific Tenant Assessment):

· Create a process for conducting a post-disaster assessment and identifying needs of tenants

· Create a “triage” system of prioritizing client need 

· Ensure that critical tenant information is available so that needs can be appropriately addressed.]

9.3. Provision of Food and Water (See also Section 14: Logistics)
[Insert: It may be the case that after emergency tenants/staff may not have access to food and water. In this section in your plan describe how you will identify needs and support tenants/staff. Some considerations include: 

· How you will identify need for food/water 

· Whether you have any existing relationships with food banks/pantries and any established agreements regarding emergencies.
· What level of food/water supplies can be delivered through the efforts of organization-wide HQ

· Whether you can plan for ways to meet culturally-appropriate standards of meal and food supply content
· Working with off-site providers

· How you will meet special dietary needs

· How you will adjust for changes in home-delivered meals]
9.4. Keeping Contact with Displaced Tenants (See also Section 6: Communications and Coordination)
[Insert: Systems for accounting for the initial whereabouts and well-being of all residents at the outset of an evacuation (or a partial evacuation where some tenants decide to leave) and during the move to a relocation site were covered in Sections 7 and 8. However, there may be a need for an extension or refinement of these procedures once a displacement lasts for a while. In this section, outline your procedures for keeping tenants connected with staff who deliver programs and services in such a setting. This might include:

· Contacting each tenant every day for some time, then making weekly visits to each thereafter (this was practiced by a SHNNY member during Hurricane Sandy). 
· A designated common communications point/location could be identified where messages could be transmitted or picked up that alert staff to contact a tenant in need.

· Issue each tenant her/his own cell phone in order to keep in close and regular contact after a disaster. (Take into account battery recharging and cell network capacity difficulties that may arise, however, interfering with cell phone usage during a large-scale disaster; as well that not all tenants and staff members know how to use cell phones reliably).

· A phone number can be designated at a long-distance location where messages can be reliably taken and retrieved.

· Others that may be appropriate in light of your program and staff structures, and tenant population.]
9.5. Transportation (see also Section 14: Logistics)
[Insert:  Ensuring the ability of staff and tenants to travel back and forth to service and housing locations after a disaster is a vital process that can be challenging post-disaster considering congested traffic, gasoline shortages, overcrowding and otherwise disrupted mass transit systems, as well as lack of priority for residence-managed vehicles.

Your plan will have included a list of vehicle fleet inventory in Section 2: Building Information including insurance information that you may wish to refer back to in this section. The ability of a Logistics Officer to take on the following matters, in particular, may be important after a disaster operation.

· How do you plan to assess transportation needs of tenants?

· Do you have contracts in place with transportation vendors in case you are not able to make full use of your vehicle fleet?

· If you already have agreements in place to use outside transportation contractors, have you assessed their ability to provide services in case of an emergency, and/or considered making backup arrangements if they may not be able to provide service in the aftermath of a disaster?

· How will staff travel to and from their homes to a relocation site?

· How will tenants travel to and from service locations from the relocation site?

· Can you keep vehicles in your fleet fueled in advance of an advance-notice emergency?

· Can you communicate with your insurance company to see if it can issue a waiver to allow staff cars to be used for business purposes in the aftermath of a disaster?

· Do you need to budget for tenants and staff to be able to use taxi service if other modes of transportation are unavailable or inaccessible?

· If you do not already have it, can you obtain access to 4-wheel-drive vehicles that can double as supply delivery vehicles as well as for tenant and staff transportation needs?

· Can you plan to arrange transportation for clients and staff to multiple off-site locations if tenants are relocated to more than one site?]

9.6. Medical and Mental Health Support and Services (Suggested content provided below)
Immediate access to medical and mental health care and services may be constrained for a number of factors, and tenants may not have the capacity to keep current with care needs because of such disruptions. But the continuance of these services can be essential, and disasters can exacerbate even minor health conditions to the point where they can become serious concerns. Some of the effects of disasters on the health of tenants and staff that you may need or want to consider include the following, to name a few:

· increased stress

· nutritional changes

· environmental factors (cold/heat) and exposures to chemical, biological, mold, animals and other hazards

· potential interruptions in prescription medication intake and market availability

· prospective injuries

· altered sleeping

· eating and exercise patterns

· shifting medical care provider schedules and limited medical care/closed medical facilities and pharmacies

· attention by alternate/unfamiliar care providers

· changed socialization and routine activity patterns

· vulnerability to communicable diseases

· restrictions on potable water and food supply

· reduced or inconsistent quality of medical care

· effects on durable medical equipment, including equipment operated by electrical power, if there are power outages

· increased challenges in strategies used to manage disabilities and meet access and functional needs

[Insert: Describe the types of activities your organization plans on taking to support health and mental health needs of tenants. Consider the following questions when developing this section: 
· How will you assist tenants who may require short-notice health services but not requiring a 9-1-1 call?

· How will you plan to look for aggravated or suspected symptoms of worsening physical or mental health conditions?

· Do providers have plans for disaster-related care or scheduling/availability? Acting within appropriate standards of confidentiality, can you contact providers who commonly see your tenants, or encourage tenants to do so on their own, to plan for possible disaster-related appointment scheduling if needed?

· Can you establish ways of making sure tenants have access to medications they regularly take? Have you identified nearby pharmacies and collected their contact information, and identified backup pharmacies?

· Do you have a record of medical doctors, medications, and other medical information for tenants? Where this information is kept and how is it accessible in emergencies?

· Have you encouraged/assisted tenants to write down their medication needs and regimens including – name of medication, dosage, frequency, description of what they are used for, others?

· Are you aware of tenants taking medications with side effects that can be exacerbated by conditions encountered in the aftermath of a disaster, and/or side effects that may not be apparent to your staff or those of partner organizations and providers while they are away from their home?

· Can you consider ways to protect the confidentiality of tenants’ mental health and physiological conditions while away from their homes?

· Can you develop or extend processes for ensuring multi-lingual communications on health-related matters to English language learners?

· Have you communicated in advance with dialysis providers about reconnecting patients to dialysis appointments as soon as is practicable after a disaster; or making alternate arrangements if a primary provider becomes unavailable? Have you developed a system for monitoring the well-being of tenants who are on dialysis, as well as other tenants who may have significant physiological or mental health conditions?

· Have you considered making backup plans to ensure electrical power can be provided to tenants who rely on medical equipment that is powered electrically, and ensuring the continued operation of refrigerating medications that need it if there is an extended power outage or relocation?

· Do you know of other organizations or local health care facilities that have medical care providers who can back up your staff team?

· Can you designate nurse practitioners, case managers or other qualified/licensed staff to work with clients to identify medication needs, ensure an extra supply, and remind residents to bring these supplies, in original, labeled bottles, with them during an evacuation; plus reminding tenants that they may need to bring all of their medications with them, not leaving any behind, in case they can’t return soon; as well as bringing items such as glasses and hearing aids? – with a special focus on helping tenants with cognitive difficulties to do this?

· Can you make arrangements during an extended relocation to help house tenants with medical needs and disabilities and access and functional needs on lower floors of buildings, and take into account conditions that have sensory effects on individuals (excess noise, e.g.) for locational purposes?

· Can you create a plan section on working with your organization-level Incident Command Team to solicit medical resources from public agencies, such as the Department of Health and Mental Hygiene?

· Can you coordinate with any in-home care or other home health organizations, such as the Visiting Nurse Service of New York, to plan for continuity of provider visits?

· Do you have contact information for a medical supply company to assist tenants who may need support for oxygen tanks, wheelchair batteries, assistive equipment and the like?
· Do you have a need or opportunity to engage volunteer medical care providers and doctors and medical or other professional/clinical board members or consultants?
· Other preparedness tips that may be helpful in supporting individuals with certain medical needs during a disaster can be found at Emergency Planning for Tenants. These include tips on supporting the needs of people with diabetes, people who use oxygen, people with autism, people with arthritis and people with ALS; and an extensive array of materials on disaster-related mental health needs.

9.7. Case Management

[Insert: In this section, describe how you plan to continue to carry out case management post disaster whether you are still in residence, or if you have moved to a relocation site. Many of the planning dynamics that disasters pose for the continuity of case management services can be addressed by asking some of the same questions posted in sections above, whether at the planning stage or during a relocation operation itself.

A few additional lines of inquiry that may be beneficial toward building your plan might include:

· If case management services need to be suspended, how long will this last? When can case management services be restored? How long can tenants go without case management services?

· What level of engagement will you be able to sustain during the period of displacement – in-person? By telephone?

· Who is responsible for communicating about these matters to clients?

· What kind of needs assessment standards and individual/recovery goals will you utilize in supporting tenants at this time?

· Will you need to establish new referral options in light of the disaster and resulting relocation? How will your casework staff go about the process of identifying recovery resources?

· Is there going to be a need to update contact information for existing referral organizations and programs?

· If needed, can you build a plan for integrating casework professionals from other sources into your case management structure?

· Can you anticipate and mitigate conditions during a relocation/displacement that would threaten a tenant’s sense of dignity and self-worth?

· Can your program continue to help people with disabilities with referrals for such services as replacing, obtaining or using existing or new assistive technologies?

· Are there ways your case management team can consider integrating tenants into roles with appropriate levels of responsibility and task load as part of the residence’s disaster operations, particularly those that self-identify as having an interest?

· Will you need to create new standards for recovery that integrate disaster-related human service needs into casework plans for tenants?

· Is there a need to keep any tenants connected to their employers and jobs, or volunteer roles they may have with other organizations?

· If you plan to provide petty cash via debit cards, consider power-related issues as debit cards do not always work when there are power outages, so advance planning for that necessity is helpful.]
10. Operating During Long Term Disruptions (suggested content provided below)

[Note: The purpose of this section is to outline how your organization will deal with on-site disruptions post-disaster, when tenants are still living within the residence. Extended power outages, loss of water supply, the effects of heat waves and/or cold weather on building operations and on the health and safety of residents, and impediments to internal “traffic patterns,” to name a few dynamics, can increase risks to the well-being of residents and staff, and to the continuity of important programs and services. This was demonstrated vividly in supportive housing residences that lost power for a long time after Hurricane Sandy but where decisions were made not to evacuate residents, causing management to have to create new systems of in-building and service support.]

During many long term area-wide or City-wide emergencies, evacuation may not be necessary but the building infrastructure and/or surrounding infrastructure may be impacted and residents may be living under less than ideal conditions.  

10.1. Power Outages and Other Types of Outages

One of the most common types of impact and one that all organizations should plan for is a long term electricity disruption – either affecting the building, the surrounding area, or both. This can extend to disruptions in lighting, air-conditioning, appliance operation, ventilation, fire safety and other building systems.

Other types of outages with system-wide impacts that may occur include:

· Water

· Sewage

· Heat
· Gas

10.2. Leadership and Decision-making

10.2.1. Outage Occurs

· The RCT will come together and consult with HQ regarding decision making based on the assessment.

· Under these conditions it will be critical to identify points or conditions that warrant when at-risk tenants or all tenants should be evacuated. Conditions (examples, listed below) should be carefully monitored and reported back to the RC and HQ. 
· Conditions at the residence will be carefully monitored to determine if evacuation or other actions need to be taken. Updates will be conveyed to the RC and HQ. 

10.3. Residence Planning Considerations (Suggested outline provided below)

[Insert: Describe and take into account specific vulnerabilities regarding internal programs and building systems listed below, referring back to Building Information - sections 2.9 to 2.13 to ensure that you are making this a comprehensive review. Add others that are pertinent to your organization.]
· Building operations

· Trash build-up (if trash compactor not working)
· Windows (keeping closed/sealed to retain heat or cool air, depending on nature of the emergency)

· Functioning of vital equipment

· Electrical connections (including use of surge strips for outlets for mitigating effects of power surges; and dedicating outlets for specific purposes, such as recharging cell phones/batteries)

· Environmental conditions (such as mold - can be caused on-site by damage or infiltration of water and airborne pollutants. For instance, mold growth can occur within 48 to 72 hours if standing water is not removed, and can result from leakage or flooding through walls, the roof, windows, clogged HVAC drain pans, clogged sewage lines and toilets and sinks, and improperly functioning HVAC equipment that does not maintain proper humidity control, to name a few conditions.)
· Emergency lighting (including battery-powered), including advance testing to ensure sufficient brightness levels during pitch-black conditions
· Identifying and mitigating fire hazards
· Exterior/building envelope integrity

· Food and Water

· Safety of food in the refrigerator/freezer 

· Finding cooking food (will your organization support acquisition of food for tenants during certain circumstances?)
· Special needs meals – e.g. accommodating diabetic nutritional requirements when timeframes for making food available shift, and blood sugar levels are at increased risk of fluctuation [see more information under “Vulnerable Clients,” below].

· Medications that require refrigeration

· Sanitizing and using bathtubs to store water

· Keeping water containers filled/frozen and not emptying until “all clear” is confirmed

· Monitoring media/public information from authorities for guidance on potable water issues

· Medical equipment that requires power

· Supplies
· Will you be issuing flashlights or other supplies to tenants?  Do you have a system for recording distribution?
· Commodity quality control and content selection to meet specialized needs
· Hygiene Supplies

· Fuel for vehicles and generators
· Safety

· Fire Guards/security patrol procedures

· Sign in and out policies (work around/policy changes if use electronic swipe systems)

· If elevators are not working, can clients get down stairs on an everyday basis and/or during an emergency?
· Theft prevention
· IT
· implementing backup and off-site information technology systems procedures to retrieve and enter updated tenant information, and create new categories of data capture that may be specific to the emergency
· Staffing

· Address how staffing patterns change, how to ensure staff are sufficiently rested, fed, have caregiving/domestic responsibilities met, and mental health impacts ameliorated to the greatest extent possible so they can function at high levels during the emergency.
· Recognize that staff may be personally impacted 

· Impacted of compromised transportation infrastructure on staff/clients

· Staff safety issues
· Adding security and maintenance staff

· Establishing a relationship with a non-profit/voluntary agency or house of worship that can provide screened volunteers to help deliver food, supplies and water to isolated residents (See Section 11: Community Relations in Disasters).
· Heat wave procedures (also see Common Ground Emergency Response Procedures)

· Policies regarding use of air-conditioners and fans

· Monitoring water intake of residents

· Monitoring residents taking medications with side effects that can be exacerbated by hot weather (also see Tenants Heat Assessment Risk Report)

· Promoting visits to New York City-operated “cooling centers” during the heat of the day (also see Heat Advisory Memo to Tenants)

· Establishing an internal “cooling station”
· Vulnerable Clients (See also Section 3 and Section 9)

Though most tenants may be able to sustain for at least several days without electricity, some may not be able to or will require assistance in order to do so.  How are you monitoring vulnerable clients?

· Conditions under which you may perform a “forcible key-in” to check on status of residents

· If the building is a very high one, consideration may be given to temporarily relocating individuals with disabilities, special medical needs, and access and functional needs to lower floors, or to floors near where staff are clustered, for the duration of the outage, so as to provide for easier access and egress to the building.

· Keeping lists of individuals with special medical needs and disabilities can be vital for checking in on them. Some examples might be individuals needing to travel to dialysis appointments; people with mobility disabilities; older adults requiring and people taking certain medications who may require more frequent check-in and water delivery during a heat wave; and individuals who go to day treatment centers and for chemotherapy and radiation treatments for cancer.

· Diabetic residents present a special risk if meal service may be disrupted (this is the case at any stage of a disaster response, by the way). Since mealtimes may be delayed, have snacks available for them and delegate to someone to see that they are delivered to each resident, and if need be, that the consumption is documented, as may be appropriate within HIPAA and existing organizational policies.
· Arranging for medical care providers to place a high priority on serving tenants, such as making a psychiatrist or other mental health professional available to respond to an exacerbation in symptoms of mental illness.

· Contacting in-home care and meal delivery providers to assess their ability to deliver services and goods without an elevator.

· Developing tenant communications messaging about what are the appropriate and allowable methods of lighting their units on their own, and what resources are available to support them in doing so. For instance, it may be helpful to develop a statement on why lighting an apartment with a candle is dangerous (and not allowed in a power outage). Conversely, you may wish to develop messaging around the availability of temporary/portable lights and flashlights, and whether you keep or provide any batteries to replenish them with, in addition to those that residents may keep in their emergency supply kits.

· Having residents reach out to family, friends, neighbors and caregivers to provide information on how they can be contacted at the residence while the disruption is occurring (or to relay information on why they may be heard to reach), possibly also supplying an emergency information hotline/dedicated voicemail box that could be called for updates.

· You may need to consider developing emergency rules on tenant visitors and contact with family and friends, including creating communications messages that may be helpful to tenants to relay to people who visit them to make them aware of the constraints that the outage may cause on their ability to do so, and also establishing protocols for informing on-site visitors about changes in the residence’s status.

· This may also extend to developing new ways of relaying messages through the front desk to and from residents and their friends, family, caregivers and others in the community they regularly keep in contact with, and training front desk and security staff on these protocols.

· Dignity and privacy do not disappear during an emergency. While conditions may preclude the ability to afford the same level of privacy as normally enjoyed under normal circumstances, try to give each resident as much dignity as possible.
· Making decisions on when to recommend/identify alternate housing for specific residents.
· Communication

· Methods for ensuring constant and confirmed information is being disseminated to staff and clients regarding the situation. 
· Some suggestions include: Increase number of staff meeting, institute daily community meetings, post information throughout building, etc.
· Supplying cell phones to tenants to communicate with them during a power outage. (If a generator is available to power a limited section of the building, some outlets could be set aside for repowering cell phone batteries.)

· Establishing procedures for restoring communications systems once power returns.
· Financial

· Changed/disaster-dedicated financial accounting processes
· Increasing credit limits temporarily to empower staff to make expanded supply purchases
· Having cash on hand
10.4. HQ Support to Impacted Residences

[Insert: HQ may support impacted residences to help manage the situation and provide necessary resources to allow for tenants to stay in place. This section can describe some of the support that may be needed and provided by HQ (consult with HQ on this matter):
· Management and other staffing

· Extra security

· Supplies – flashlights, blankets, fans, water, food, other]
10.5. RCT Adjustment of Roles 
[Note: In this section, you may want to indicate how RCT roles may change in a prolonged site-disruption, referencing the above task lists. Some examples include:

· Public Safety Liaison: The work of the Public Safety Liaison may be different than for a full/extended evacuation or a fire evacuation, where public safety officials are likely to be on-site or, in the case of an extended evacuation, when they tend to be more intimately involved in decision-making around the management of assets such as emergency evacuation shelters and off-site/public centers. Instead, during an on-site disruption, public safety officials may not be on-site much, since you retain operating control of your building. So the role of a public safety liaison may end up focusing more on making assertive outreach to public officials when significant needs arise so you can enhance the availability of resources needed to maintain on-site operations and make an evacuation less necessary – making the work of this officer more of an outreach role than a pure liaison activity.

· Logistics Officer: The work of the Logistics Officer may focus on dramatically increased resource acquisition and distribution, and adding staff to ensure continuity of services and programs, making basic supplies such as food, water, hygiene supplies and other essentials available, with active contact with outside vendors and contractors. 
· Building Operations Officer. The work of the Building Operations Officer and his/her team is a vital one under these circumstances. Its function extends from physical plant management and vulnerabilities assessment and monitoring, to maintenance oversight, added security supervision, and hazards mitigation and remediation, with a great deal of attention to “situational awareness,”  collecting and organizing a range of information on building systems that will be necessary to help other functions within the RCT to perform their roles fully.
· Tenant Support Officer: The work of the Tenant Support Officer and his/her team requires intensified communication with residents to ensure basic needs are met, adequate supplies delivered, health concerns and conditions monitored, accessibility challenges addressed, visiting and check-in systems established, and decision-making systems put in place to allow for “elevating” priority problems for a comprehensive response.
10.6. Information to tenants (suggested content provided below)
There are a range of resources available to help you and your tenants prepare for remaining in your residence to withstand the duration of an emergency without leaving it. Some tips on preparing residents for staying in their residence when there is a risk of utility or program service disruptions could be placed at this point in the plan. Some of these tips, in fact, are applicable regardless of whether or not you plan to evacuate. 

· To keep perishable food cold, freeze water in plastic jugs and use in freezer or coolers. Fill up other emergency water containers.

· Turn refrigerators/freezers to a colder setting. If you lose power, items that need refrigeration will stay cooler for a longer period.

· If your residence is a high-rise, you may lose water service if the power goes out.  Clean jugs, bottles and other containers. Scrub bathtubs thoroughly, sponge and swab with regular, unscented liquid chlorine bleach, then rinse. Let the tub and other containers dry. Fill the bathtub and other large containers with water.

· Keep five-gallon buckets with tight-fitting lids for use as emergency toilets. Line each bucket with a heavy-duty plastic trash bag. 

· Learn more about food supply preparation for an emergency.

· Do not use candles or kerosene lamps as light sources, as they can pose a fire hazard.
· Consider identifying sources for obtaining extra batteries for flashlights and keep in touch with residence staff about the need.
11. Community Relationships 
[Note: While working with non-profit and other service organizations may not be central to your particular emergency response plan, some supportive housing residences have found that engagement with voluntary organizations can make a positive difference in their ability to meet disaster-caused needs of their residents, such as after Hurricane Sandy, when volunteers traveled to New York City from across the U.S. to help with relief efforts. This section offers an outline and some guidance on how to incorporate this into your plan.]

11.1. Working with Community Relief Organizations and Volunteers

[Insert: In this section, describe how you would incorporate volunteers into your emergency preparedness/response/recovery. See Managing Volunteers During Disaster for an outline and guidance on creating a volunteer management/support plan.] 
11.2. Opening Your Residence to Provide Shelter to Occupants of Other SHNNY Residences

[Insert: In an emergency, it may be the case that your residence has vacancies and other supportive housing residences in New York City are given the opportunity to relocate some of their disaster-displaced residents there on a temporary basis. If this is the case, there are a few pointers you may wish to build into your plan as to how to welcome new tenants on short notice in a disaster that differs from how you integrate new tenants into building openings on a non-disaster basis through established intake procedures. In fact, you may wish to activate your RCT for this purpose alone. Some suggestions worth considering include:

· Schedule staff to assist residents in unloading vehicles
· Incoming staff who are accompanying their residence’s evacuees, and the tenants themselves, may be hungry, tired, feeling ill, or frustrated...or facing many other physical and emotional challenges and concerns. Even if they seem to be holding strong, do not make any assumptions about how long energy levels will hold up once they have arrived at your building.

· Try to have your staff members accompany both the incoming staff and tenants as often as possible in getting around your building.

· Assist or guide residents in getting showered, changing clothes, having a meal, and resting, as may be helpful given the situation.

· Work with incoming staff to identify residents who may need extra attention, especially those who may be disoriented or agitated.

· Keep in regular contact with the designated responsible administrator representing the evacuated residence with an update of the progress of the evacuation.

· If one is available, try to use the incoming residence’s resident log to verify that all residents have been “checked into” your own residence, and work with staff of the incoming residence to identify any evacuees who may be arriving later.

· Try to arrange for consultation between your casework team and that of the incoming residence’s tenants.

· Work with staff of the Supportive Housing Network to coordinate communications if there is confusion in any of these areas.

· If only on a short-term basis, the administrator of your residence will at some point bear responsibility for the well-being of the residents of the evacuating residence. Your residence may therefore wish to plan to immediately take the lead role in scheduling planning and response activities with the incoming staff.

· Administrators from both residences will need to exemplify their utmost professionalism so that their staffs will be able to coordinate efforts to assist residents.]
11.3. Opening Your Residence as a Relief Center/Provider for the Community

[Insert: While acting in a community relief role is normally beyond the scope of a disaster preparedness plan for a supportive housing residence, some residences in New York City have found themselves taking on such community relief responsibilities recently, such as in the aftermath of Hurricane Sandy. Describe in this section the types of roles your organization may take on in the event of an emergency. Here are some examples of activities you may consider:

· One organization opened its community center to be a community distribution center for Sandy relief supplies.  The center, working with volunteers, arranged for meal service, helped charge cell phones, and facilitated donations and distributions of blankets and clothing.

· One agency took a lead role in long-term recovery coalition and has been planning for future events as well as helping people recover from Sandy.

· One organization was involved in a community effort to support the City’s “restoration centers,” helping to connect impacted residents and businesses with financial, health, environmental, nutritional, and residential services, as well as Federal Emergency Management Administration (FEMA) reimbursement processing. 

· One organization provided counseling services to those impacted by the storm.

· Connecting with a local group, one organization assisted in distributing grants to families and individuals who were impacted by the storm and needed financial assistance with rent, food, furniture, and other necessities. Also, it provided long-term disaster case management helping families navigate through the application process of securing FEMA and other disaster relief programs. 

· Several organizations are now collaborating with other community organizations to conduct joint disaster preparedness planning efforts.

· One organization was asked by the Department of Homeless Services to manage a shelter, whose costs were in turn reimbursed by DHS.

· One organization whose food pantry had been for tenants only and had been “self-funded” opened the pantry up to the community. In order to meet sharply increased demand, the agency applied for state funding.]
12. ) Staffing (For more information on how to work on this section, see Human Resources Planning
[Insert: This section includes a suggested outline for your plan to address staffing during emergencies. These are just a few ideas of key staffing dynamics that might be considered, and are intended to encourage you to think broadly about the variety of staff actions and responsibilities that may be required during an emergency. They are based in part on the experiences of member organizations of the Supportive Housing Network of New York in the aftermath of Hurricane Sandy. Issues to address include:
· Whether to create system that pinpoints backup staff to open residences for use when primary staff members are unable to get to a location?

· Is there a way, or a need, to deploy alternate staff to attend to the needs of clients when client service locations shift because of a disaster?

· Are there staff who will volunteer to be contacted on a 24/7 basis for disaster service who can assist with an evacuation or at relocation sites?

· Do you have staff that are particularly experienced in working with other housing organizations and partner agencies who could take on a role as a liaison to gather and transfer information and make decisions that may be helpful if there is an option to move residents to unoccupied space in other housing residences run by separate entities?]

12.1. Responsibility/Authority

[Insert: Identify who has the authority to make decisions regarding staffing. Indicate any policies that are relevant to this section.]

12.2. Identification of Essential Staff and Specialized Skills 

12.2.1. Criteria for identifying essential staff and non-essential staff

12.2.2. List of Essential Staff (by job title/position)

12.2.3. List of specialized skills 

12.3. Staff Assessment and Check-in (See also, Section 6: Communications and Coordination on staff-related communications protocols.)
12.3.1. Utilize communications protocols to contact all staff members to assess their current situation just before/during/after an emergency.

12.3.2. Determine access to transportation including public transportation and ability to report into work.
12.3.3. Safety of individual/family and/or any impact to property

12.3.4. Calling in Sick/Not able to get to work Procedures
12.4. Establishing staffing needs during emergencies
12.4.1. Short Term (as defined by your organization)
12.4.2. Extended/Long Term (as defined by your organization)
12.4.3. Coverage at residences

12.4.4. Coverage at temporary relocation sites 
12.4.5. Other Locations 
12.5. Reassigning Staff

12.5.1. Staff from non-essential services

12.5.2. HQ staff to support sites

12.5.3. Locations where staff live and proximity to organization sites (allow staff to report to locations that are geographically closer)
12.5.4. Staff to support community-based operations
12.6. Identifying alternate sources of staff

12.6.1. Hire temporary workers

12.6.2. Current affiliated volunteers

12.6.3. Spontaneous volunteers (See Managing Volunteers During Disaster and Volunteer Sign-In for Residence)

12.6.4. Volunteer groups

12.7. Flexible Work Strategies

12.7.1. Telecommuting

12.7.2. Changes in mode of contact/interaction with clients

12.7.3. Changes in staff work location

12.7.4. Alternate staff reporting strategies
12.8. Stress Management Support to Staff 

12.8.1. Strategies for promoting self-care and wellness in work environment

12.8.2. Identifying resources for staff to support wellbeing (see Emergency Planning for Tenants
12.8.3. Utilizing external stress management counselors

12.8.4. Provision of resources through Employee Assistance Programs (EAPs)

12.8.5. Disaster Mental Health (American Red Cross) and other recovery programs

12.8.6. National Disaster Distress Helpline

· Toll-free, multilingual, 24/7 hotline, disasterdistress.samhsa.gov

· 1-800-985-5990 and TTY for Deaf/Hearing Impaired: 1-800-846-8517

· Text “TalkWithUs” to 66746

12.9. HR Policies and Regulatory Issues
12.9.1. Salary Compensation

12.9.2. Disaster related absenteeism
12.9.3. Worker’s compensation
12.9.4. Liability issues
12.9.5. Volunteer Policies

12.9.6. Credentialing (see also Section 14: Logistics)

Recommendation/Note: During emergencies and particularly in extended operations, organizational staff are key resources in managing the emergency and restoring/resuming normal daily activities. The above is an outline for this section that your organization may utilize as a guide. The HR Director (or equivalent) should lead the development of this component, but this should be informed by program managers as well as personnel. Some of the areas covered in this plan may also be in a Staff Handbook or the equivalent. If that is the case, you can always pull some language from the handbook and then add it as an attachment to the plan so you don’t have the same information in two different places.

Not only is it important to establish key roles and responsibilities, it is also important to support staff considering that emergencies present very trying circumstances. Staff can easily become overworked, overwhelmed, and may be directly impacted by the emergency themselves. This all should be taken into account before a disaster so that your organization best utilizes staff, while also maintaining a supportive environment – both are very big challenges during emergencies.

To help develop this section, see Human Resources Planning. In this guidance, each of the sections below are defined and examples and guidance are provided.
13. IT and Vital Records

[Note: In this section it is important to work closely with your IT staff, program managers, and critical vendors to identify critical information records and what needs to be accessed during emergencies; access on site and off site; confidentiality; among other related issues.]

13.1. Lead and Authority

[Insert: Include here who has authority/lead for IT and vital records related response activities.]

13.2. IT

You may wish to use this subsection to create a factual/reference list of IT supplies, records, systems and processes that you can use to organize your planning and disaster response efforts.

13.2.1. Hardware

· List of all existing supplies (PCs, laptops, printers, copiers, scanners, fax machines, servers, other equipment)

13.2.2. Software (licenses, types/names, back-ups, etc.)

13.2.3. Email

· Identify current system in use and capabilities

· Allow for email to be accessed off-site; set this up prior to disaster for staff

· Indicate policy on utilizing private email for work-related matters

13.2.4. Server

· Off-site back-up (preferably out of state/region/city)

· Outline process and timelines for recovering files

· Have critical phone numbers for services (include emergency contacts)

· Managing back-ups

13.2.5. Use of storing data in networks and the cloud stored on internet and available from any location

· Determine what is used; where critical documents are stored; access-related issues

13.2.6. Critical Vendors

· Existing vendor contacts

· What contracts/agreements in place and how do they account for emergencies?

13.3. Vital Records

13.3.1. List of Vital Records (See Vital Records Chart  and Exercises to Collect Your Vital Records for suggested approach and list of types of critical records)

13.3.2. Creating both electronic and back-up copies of select vital records

13.3.3. Confidentiality considerations 

13.3.4. Responsibility for moving records

13.4. Tenant and Staff Files

13.4.1. Procedures for updating

13.4.2. Procedures for backing up on computer system (that is available off-site)

13.4.3. Defining file access privileges (qualified and credentialed staff)

13.4.4. Procedures for maintaining hard copy (with necessary protections)

13.5. HIPAA and other confidentiality concerns 

[Note: This section should outline key confidentiality concerns and protocols managing access to client records. Given the intricacy of the health needs of clients, plans need to support robust information/data management that maximizes access to emergency information but does so in compliance with HIPAA and other regulations.]

14. Logistics 
[Note: This section offers a suggested outline for identifying, procuring, and distributing resources to support staff, tenants, and as applicable, the community after a disaster. 

14.1. Transportation
[Insert: Indicate how your organization will provide transportation to staff and tenants. Also address related issues that emerge during disasters.]

· Who is the lead  for transportation resources

· List of organization’s vehicles

· Gas protocol (e.g., cap off every night; when storm approaching)

· Developing carpool systems  for staff

· Rental companies

· Other transportation services

· Accessibility for people with disabilities

· Does insurance company allow for private vehicles to be utilized as company vehicles (Note: One Network member’s insurance policy had the ability to this in the aftermath of Hurricane Sandy)

14.2. Mapping
[Insert: Map of residences, nearby hospitals, medical facilities and pharmacies, evacuation sites, mass transit locations, meal/food establishments, residence supply outlets, and other critical infrastructure. This will help in emergency planning and during an actual response to identify possible relocation sites, to determine alternate staffing assignments, and to identify critical infrastructure, as well as locate information regarding the emergency].

14.3. Contractors

· List of contractors used on a regular basis (all emergency contact info)
· List of alternate contractors 

· Work with residence maintenance vendors to ensure its staff can report to residence in emergencies as high priority.

14.4. Feeding/water

· Agreements with food pantries

· Agreements with food vendors

· Stockpiling – where, when, how much, and what items
· How will food/water be distributed

· How and to whom are shortages reported and validated
14.5. Vendors

· Comprehensive list of emergency contact numbers, and back-up points of contact.
· Agreements regarding emergency priority with vendors to ensure that they are high priority and that the vendor will respond to needs during emergencies.

· Ensure you have a clear understanding of supply availability and timeframes for delivery in emergencies.
14.6. Credentialing

· Detail existing staff/tenant credentialing 

· Organization credentialing during emergencies

14.7. Donated Goods

· Who is responsible for overseeing incoming donated goods and supplies?

· What is your plan for dealing with unsolicited donated goods?

· How will you decide what to provide to tenants and what not to use?

· Do you have agreements with nearby organizations that can help support donations management?
Recommendation: When writing this section, involve staff who have expertise in the areas listed above and/or who will have responsibilities to oversee logistics operations during an emergency. This would likely include: building manager; procurement and Contract managers; Security; and others. 
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