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Are You Prepared? 
 

The golden rule for successful disaster planning is to increase awareness,  
develop action plans and practice them. 

 
The 5 steps in disaster planning implementation… 

Plan 
 Know your community’s vulnerabilities—what types of disaster are most likely to affect 

your location 
 Plan for all types of emergencies—fires, explosions, biohazards, etc. 
 Share it with local authorities—local fire departments, office of emergency management 
 

Team 
 Build your team. 
 Decide, in advance, who can make decisions—onsite/real time 
 Employees need to know who to take direction from during and after a disaster 
 

Document 
 Put your responses in writing in an accessible area 
 Flash drives, USB drives, hard copy, app on smart devices 
 Know the who, what, where and when of your responder’s contact information 
 Maintain a vendor list with names, phone numbers, email addresses to contact quickly 
 

Train 
 Identify who needs training  
 Identify what types of training: 

 CPR, first aid, use of fire extinguishers 
 Media training 
 Incident management 

Update 
 Review policies and procedures twice a year 
 Reinforce knowledge of procedures, facilities, equipment and systems 



 

 SecureCore.com 800.231.1281 

What to Include in Your Disaster Plan 
1. Prepare corporate procedures for dealing with the most common types of disasters: 

   Active Shooter     Bomb threats     Crime 
   Earthquake     Fires     Floods  
   Gas Leaks     Hurricanes     Nuclear Power Plant 
   Resident Death     Severe Storms     Terrorism 
   Tornadoes     Work Place Violence     Winter Storms 
  

2. Alarm Systems: 
 Document the location(s) of the fire and security systems throughout the property. 
 

3. Command Centers: 
   Operations         Resident  
   Media         Emergency Management Personnel   

 
4. Call Lists: 

   Community Service Agencies     Corporate       Employee  
 

5. Evacuation Procedures: 
 Building Evacuation     Shelter In Place Policy      Evacuation Routes 

 
6. Insurance: 

 Include name of company, agent, local phone number and policy number 
 

7. Media: 
 Pre-determine a designated spokesperson and prepare a generic statement 
 

8. Office Relocation: 
 Select a temporary office set up location 

 
9. Hazardous Materials: 

 List all hazardous chemicals/substance and where they are stored 
 

10. Shut Offs: 
 Document each utility main shut off location and include shut off instructions 
 

11. Vendors 
 Compile a comprehensive list of all vendors that would be critical in or after an emergency 

 Restoration Company    Plumber    Electrician 
 Locksmith    Carpenter    Mason 
 Trash Removal    Painter    Roofer 
 HVAC Contractor    Carpet Installers    Alarm Company 

  


