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Purpose 

To learn about: 

• Emergency Preparedness at Home 

• Emergency Preparedness at Work 

• Common Workplace Emergency Plans 

• Common Contingencies for the Workplace 

Remember: You can’t participate in your job’s plan if 
you yourself aren’t prepared! 



The Basics: What is an Emergency? 

• HAPPENS suddenly or unavoidably 

• THREATENS life, health, or property 

• REQUIRES immediate action to avoid the worst 



What is a Disaster? 

• HAPPENS suddenly or unavoidably 

• THREATENS life, health, or property 

• REQUIRES immediate action to avoid the 
worst 

However, there is a unique difference… 

…you CANNOT handle it alone!!! 



Why Do We Need to Know? 

Because if we want to be able to 

handle the problem until help arrives… 

Or if we are designated to participate in our plan… 

…then we will need to plan! 

EMERGENCY EMERGENCY 



Let’s Talk about Home 



3 Tips to Create a Disaster Plan 

1. Plan to survive more than to live in comfort 

2. Plan for yourself, your family, and your pets 

3. Write down and practice the plan! 



Food 

Positive Attitude 

First Aid Shelter Fire 

Signaling Water 

Disaster Plan: Survival Priorities 



Signaling 
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First Aid Shelter Positive Attitude 

Water 

Fire 

Disaster Plan: Survival Priorities 



Not always what you think... 

Bread 

Plastic 

Toilet Paper 

Duct Tape 

Milk 

The “Old School Disaster Kit” 



Shelter or Evacuate? 

• Shelter in Place means you should 

stay where you are for a while 

 

• Evacuate means you should get away 

fast! 



When it’s safer to stay than to leave – for example, a 
snow storm or hurricane: 

• STAY SAFE!!! Obey the emergency officials 

• Use your In-Place Disaster Kit 

• Stay in the safest room in your house 

• Plan to stay put for up to three days 

• Use flashlights, not candles, for light 

• Try to contact your loved ones 

• Listen to the radio – often! 

 

Shelter In Place 



When it’s safer to leave than to stay – for example, a fire 
or gas leak: 

• STAY SAFE!!! Obey the emergency officials 

• Grab and Go, Here and Now 
• Take your portable Evacuation Disaster Kit  
• Wear safe clothes and lock your home 
• Try to contact your loved ones 
• Listen to the radio – often! 
• TWO ways out, but THREE meeting places!!! 

Evacuate 



• Fresh Water – one gallon per day per person 

• Flashlight, Radio and BATTERIES 

• Non-perishable food; cans or sealed plastic 

• Plug-in type (no electric plug) Telephone 

• First aid kit for your family (with extra medicines, 
glasses, doctors’ names) 

• Pencil/pen and paper 

• Copies of important family papers 

• Change of clothes and blankets 

Remember that safest room in your house? 

Shelter-In-Place Kit 



• Water – Enough to travel with 

• First aid kit with emergency medicines and doctor’s 
names 

• Flashlight (or glow stick), radio and BATTERIES 

• Pencil/pen and paper 

• List of contact information for persons you trust 

• Sealed plastic containers of food (energy bars work 
great!) 

Think: Grab and Go, Here and Now 

Evacuation Kit 



• Supplies for baby, persons with access and/or 
functional needs, seniors and pets 

• Cell phone, but ICE (In Case of Emergency) 

• Extra cash, spare keys and map 

• Car emergency kit and keep gas tank half full 

• Small, nonelectric favorite toy, game, book, or photo 

• Check supplies every three months 

• Replace used/expired supplies ASAP 

More Items 



Let’s Talk About Work 



• Positive Attitude 

• First Aid 

• Shelter 

• Fire 

• Signaling 

• Water 

• Food 

Survival Priorities at Work 
They are the same as those at home 



• Positive Attitude 
• Communication 
• First Aid 
• Management Roles 
• Vital Records 
• Communication 

 

• Shelter 
• Fire 
• Vital Operations 
• Communication/ 

Signaling 
• Water 
• Food 

and don’t forget to COMMUNICATE! 

However, there are a Few Extras: 



Types of Emergency Plans 
• Occupant Emergency Plans (OEPs) protect life safety 

• Emergency/Disaster Response Plans (ERPs or DRPs) 
mitigate the direct impact 

• Disaster Recovery (DR) plans continue or restore 
facilities, equipment, & infrastructure 

• Continuity of Operations (COOP) plans continue or 
restore critical business functions 

• Business Continuity Plans (BCPs) continue or restore 
business as a whole 



Most Common for the Workplace 

• Occupant Emergency Plans (OEPs) 

• Continuity of Operations (COOP) plans 

• Disaster Recovery (DR) plans 

All must be ready to implement: 

despite all hazards 

on or off duty 

with or without warning 



Wait – Did You Say, “All Hazards”? 

Basically, if any event meets the three requirements of an emergency  
(remember those?) then the agency should begin its emergency plan. 

Human-Caused Events  Natural Events Tech-Based Events 

Civil Disruption 

or Protest 

Suspicious Package 

Bomb Threat 

Power Outage 

Fire or Explosion 

Hostage 

Situation 

Medical Emergency 

Hazardous 

Materials (CBRN) 

Server or Network 

Malfunction 

Equipment 

Failure 

Cyber Attack 

Pipe Rupture 

Infrastructure 

Disruption 

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&docid=pofONhc7PhBAmM&tbnid=d9sczT5y7wi7bM:&ved=0CAUQjRw&url=http://www.floridainsurancelawyerblog.com/2011/03/in-the-past-12-months.html&ei=rO4KUqnFO62i4APanICACQ&bvm=bv.50723672,d.aWc&psig=AFQjCNGtqAIOq27ViiEdP1g5V-rO2_TDBg&ust=1376534430840918
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&docid=DELDrSDlJWDLaM&tbnid=t9WMQNja0ngwNM:&ved=&url=http://www.eatouteatwell.com/is-food-in-the-refrigerator-and-freezer-safe-to-eat-after-a-power-failure/&ei=1-8KUpSjMaTgyQHCj4DwDQ&bvm=bv.50723672,d.aWc&psig=AFQjCNHZ7R2xZAWJ4Bcyf6gmCxglNj-RrA&ust=1376534872383370
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&docid=-nVDc8sNzdW-3M&tbnid=OrF6S0I_N6U0YM:&ved=0CAUQjRw&url=http://www.dailykos.com/story/2013/05/24/1211403/-No-deaths-reported-in-Seattle-bridge-collapse&ei=-_IKUsyZN46i4APFjICYDA&bvm=bv.50723672,d.aWc&psig=AFQjCNEzmop4rtZvAkRsdcRXvcTBbJzctA&ust=1376535460816535


Occupant Emergency Plan (OEP) 



Occupant Emergency Plan (OEP) 
• Should align with the Agency Building’s ERP 

• Provides for Life, Safety and Agency’s role in responding to an 
emergency 

• Follows the basic principles of “RAMS”: 
– Responsibilities 

• “Isn’t Karen supposed to get the AED?” 

– Actions 
• “Call 9-1-1 or tell the others?” 

– Methods 
• “But the intern doesn’t know how to shut down the gas line!” 

– Supplies 
• “The First Aid Kit is in Room T1/462B. Go left, down the hall, and unlock 

the third door to your right. Here is the ring with all the keys!” 



OEP: Shelter-In-Place (SIP) at Work 
• EMAs tend to advise this more often: STAY SAFE! 

• Communicate the crisis throughout the crisis 

• Protect people first – then records, systems, and equipment 

• Employees may prioritize differently 

• Meet in safe area of building  

• Confirm access to In-Place Disaster Supplies 

• Account for everyone (including visitors) 

• Plan to stay put for at least 24 hours (up to 72 hours is ideal) 



OEP: Evacuate from Work 
• EMAs tend to advise this less often: STAY SAFE! 

• Communicate the crisis throughout the crisis 

• Protect people first – then records, systems and equipment 

• Employees may prioritize differently 

• Grab and go, Here and Now 

• Two very clear egress routes and meeting areas (third would 
be at home) 

• Secure your facilities as you clear 

• Meet at Rally Point 

• Account for everyone (including visitors) 



Disaster Supplies at Work 
 Personal ID (i.e. drivers license)  Agency ID card, purchase card, building access 

cards, etc. 

 Medication or prescriptions  Agency-issued Blackberry (if applicable) 

 Small first aid kit  Agency-issued equipment/tools (if applicable) 

 Personal hygiene items  OEPs, COOP plans, & relevant operating 
procedures 

 Cash/credit cards   Road maps to alternate/critical sites 

 Batteries for personal equipment  Lists of critical agency contacts, business 
partners, suppliers, contractors 

 Emergency telephone contact lists  Vital operating, legal, & financial records 

 Protective clothing (OPTIONAL – i.e. gloves, 
boots, etc.) 

 Essential blank forms, authorization documents, 
etc. 

 Other items (i.e. flashlight, dust mask, etc.)  Agency-issued laptop 

Personal Items Operational Items 

OEP: “Go Kit” Supplies 



Continuity of Operations (COOP) Plan 

Source – http://1.bp.blogspot.com/_t9sFMbiNvG8/SyJs4ZUzL2I/AAAAAAAAEZc/kw61Ia4byjE/s640/The+New+Coop+no+caption.jpg 



Continuity of Operations (COOP) Plan 
• Required for Federal and District Agencies 

• Ensures continued performance of essential 
functions with little or no interruptions 

• Activated whenever any event disrupts an 
Agency’s ability to perform its Essential Functions 

• Should be fully active in less than 12 hours and 
designed to last up to at least 30 days 

• Relocation is not the only strategy! 



COOP Plan Components 
• Prioritized Essential Functions 

– “What actually do we do anyway?” 

• Orders of Succession / Delegation of Authority 
– “Who’s in charge?  How about if she or he is not around?” 

• Concept of Operations 
– “Ready, set – HOLD IT!!!” 

• Alternate Facilities 
– “Wonder if Mickey D’s is open; it has WiFi!” 

• Interoperable Communications 
– “Which walkie-talkie channel did we tell our sister agency we’d be 

using?” 

• Vital Records 
– “I’ve got every record we need, right on my PC…  Uh, oh!” 



More COOP Plan Components 
• Human Capital 

– “Our building is a smoking crater…do we have the rest of the day off?” 

• Testing, Training, and Exercise 
– “If this had been an actual emergency, the signal you have just heard 

would have been followed by loud, high-pitched screaming” 

• Devolution of Functions 
– “ Eeeny, Meeny, Miney, Moe – Which of our functions has to go?” 

• Reconstitution 
– “Can we build it? Yes we can!” 

• Pandemic Planning 
– “The sniffling-sneezing-coughing-aching-stuffy head-fever-so-you-can-

continue-to-work plan!” 



OEP & COOP: Access & Functional Needs 



What are “Access & Functional Needs”? 

• HAPPEN during an emergency or disaster 

simply because of a person’s state of being 

• The state of being adds elements to 

THREATEN life, health or property 

• REQUIRE immediate actions – made with 

reasonable adaptations – to avoid the worst 

Tweak the Responsibilities, Actions, Methods, 
and Supplies!!! 



Planning for Access & Functional Needs 

• Personal assessment 

– What can you do? 

– What / who would you need? 

• Know your Building’s OEP 

• Support Network / Team (trusted 

persons to check on you and assist 

you) 

• Train your assistants 

• Plan for Service Animals 

• Consider alternate transportation 

for evac and clear access for SIP 



Common Hi-Rise Evac Strategy 

 Decreased liability  Delayed evacuation 

 Area of increased structural stability  Evacuee could become an obstacle 

 Area of improved oxygen flow 
 No means to warn others if situation 

escalates 

 Less dependency upon others  Evacuee may feel less valued 

Benefits Challenges 

Escort persons with access and functional needs to a 
designated Area of Refuge and await arrival of trained 

first responders who have appropriate equipment.  



Disaster Recovery (DR) Plan 

Source – http://www.apex247.co.za/wp-content/uploads/2012/06/drp-300x261.jpg 



Disaster Recovery (DR) Plan 
• Aligns with OEP and COOP plans 

• Activated whenever Critical Infrastructure & Key 

Resources (CIKR) are disrupted 

• Critical Infrastructure includes assets, systems, 

networks, and functions – physical or virtual – that 

impact life safety and/or business functions if 

disabled. 

• Key resources are internal or external staff, funds, 

supplies, communications, etc. essential to minimal 

operation. 



CIKR: Vital Records 

 Emergency Plan documents  Legislative / Regulative documents 

 Critical working / stored files  JCVI Institutional requirements 

 Standard Operating Procedures 

(SOPs) 
 Client and Employee contracts 

 Contingency Procedures  Invoices / Economic records 

Emergency Operating Legal / Financial 

Vital Records are essential computer or hard records needed to 
meet operational responsibilities under national or regional 

emergency or disaster conditions.  

…consider durability vs. accessibility 



More CIKR 
• Physical Assets 

– Equipment (model, serial numbers, photographs, etc.) 
– Expendables (accessories, peripheral equipment) 
– Vital Records (papers, licenses, certificates) 

• Virtual 
– Databases / Servers 
– IT Connectivity / Networks 
– Vital Records (working and static files) 
– Vital Systems (operating systems / programs) 

• Infrastructure 
– Primary Facilities / Utilities / HVAC 
– Backup / Alternate facilities (consider hot vs. warm vs. cold sites) 
– Access / Egress 
– IT / Communications 



Recovering CIKR 
• Repair (detect & fix flaws) 

– Requires dedicated response staff 
– Usually lower expense 

• Replace (swap with spare or 
procure) 
– Requires dedicated space and/or liquid 

funding 
– Usually fewer startup issues 

• Replicate (transfer functionality 
or construct) 
– Requires dedicated pre-event preparation 
– Combines moderate expense with fewer startup issues 



Ooookay… So What Next? 

• Program Management 

• Program Infrastructure 

• Risk/Resource Assessment 

• Concept of Operations 

• Documentation 

• Plan Phase-In & CQI 

Assess your Disaster Plan Program Capability 



Identify Gaps 



Questions? 



Be Safe Out There! 



Darwin D. Ray, MS 

Emergency Preparedness Consultant 
BioStorage, LLC and BioStorage Lab Services, LLC 

11620 Crossroads Circle, Suite F 
Middle River, MD 21220 

443-414-4294 
http://biostoragelabs.com 

For More Information 


