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ICS 7 Disaster Preparedness/Disaster Plan

Effective Date: October 22, 2013
Last Date Revised: January 18, 2012

Policy
AbleNet has created a Disaster Plan that enables it to respond to serious and potentially life-threatening events, such as weather related conditions including tornadoes, hurricanes and blizzards or facility shut-downs.  The plan is created to provide guidance regarding what actions AbleNet would take in the event of a disaster that limits its services to its customers. 
 
The plan is reviewed for effectiveness at least once per year and revised as necessary. The plan shows how the staff will monitor who is affected by the disaster, identifies any staff or patient/client(s) who are in jeopardy, notes what services may be delayed or canceled and offers provides guidance for managing these situations. Employees are oriented to the disaster plan during their orientation period.

When necessary, AbleNet provides disaster and emergency preparedness information to clients for their use in planning and preparation.

  
Procedure
AbleNet has created a disaster plan that is appropriate for the size and scope of the business. The disaster plan, at a minimum, addresses and identifies:
· What qualifies as a disaster or emergency
· Tornado
· Earthquake
· Hurricane
· Winter Storm/Blizzard
· Terrorist Attack
· Power Outages
· Hazardous Chemical Spill/Release
· Homeland Security Issues
· Any high risk patients who may be affected by the disaster
· AbleNet does not have high risk patients at this time, however, all  of AbleNets clients receive emergency instructions when the equipment is delivered to them. 
· What the staff‘s roles are in the event the plan needs to be implemented 
· In the event of a major physical disruption, standard emergency procedures must be followed. (see Policy ICS 8).  This means at minimum, employees should:
· Activate the standard alarm procedures for the building to insure that medical, security and safety departments and emergency authorities are correctly alerted.
· If necessary, evacuate the premises following the evacuation procedures and assemble outside at the designated location, if it is safe to do so.
· All employees will be contacted via phone to inform them of a disaster that occurs during non-business hours. Gloria Olson will contact employees via telephone. The “call order” for employees will be completed by calling the next employee below on the list.  Employees will be given instructions at that time as to whether to report to the office.

· If for any reason an employee cannot make it to the office due to the disaster, their duties will be covered by the office manager or a co-worker
· Services that may be delayed or interrupted as a result of the disaster.
· Operations will be temporarily provided by AbleNet distributor partners.
· Staff who may be affected as a result of the disaster, and how their duties would be covered if they could not come to work
· Should the facility be unavailable key staff maintain laptops, iPads, and cell phones that allow them to continue to perform critical customer support and business functions.
· [bookmark: _GoBack]Who activates/deactivates the disaster plan and the role of the staff
· Gloria Olson, safety planner
· Arrangements with alternative suppliers in the event that the supplier cannot service its own customers as a result of an emergency or disaster.
· Operations will be temporarily provided by AbleNet distributor partners.
Additional measures that may be considered as components of the Disaster Plan include:
· That local emergency services have the home contact information for supervisors in case a disaster occurs outside regular business hours.
· An evacuation plan is developed and communicated to employees.
· Employees have a designated plan of action if the office’s communications systems are down, but the office is not otherwise in danger.
· Employees have a designated place to assemble if the office is damaged from a fire or natural disaster
· Computer data backup is routinely performed and available from an off-site location in the event systems and records need to be restored.  

The Disaster Plan includes a list of telephone numbers for key companies and agencies that may need to be reached in case of a disaster. The following are examples of agencies that may need to be contacted:  
· Fire Department, Paramedics 
· Local and State Police and Highway Patrol
· Gas company 
· Electric company 
· Water company
· Propane gas company
· Public works department
· Any other relevant agencies and companies

The following are some approaches included in the Disaster Plan:
· Contacting staff as soon as possible (via a calling tree or some other organized contact plan), and have them report to the office.
· Equipping the office with emergency backup systems for critical systems.
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