Planning for Disruption Caused by Fire, Smoke & Water


Worksheet 7: Time Disruption
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For the work area described as: 
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The Business Recovery Team will assemble as soon as contacted by                                  , who is in charge of the business recover team or when notified of a disaster affecting any of our business locations.
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Arrangements have been made for a temporary base of operations at the location listed directly below.


	Location Name
	

	Address
	

	City
	

	State
	

	Zip Code
	

	Specific Directions to 
this Location


	


	Telephone communications will be through the following phone number:
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 Insurance Company Representative to Contact.


	Name of company
	

	Representative’s Name
	

	24-hour telephone number to claim department
	

	Insurance policy number
	


This is a plan for addressing three priority post-incident considerations:

1. Establishing a base for business operations, within hours of a disaster.
2. Communications with employees and the media.
3. Employee considerations.

Post-incident Consideration #1: Base for business operations 

· Arrangements will have already been made and are outlined above.
· Arrangements have been made for a temporary base of operations listed above.
· The Business Recovery Team should activate the Damage Assessment Team.
· The business recovery team will make the determination on when the damage assessment team can safely enter the fire area and begin assessment of damages.
· Safety precautions will be reviewed with the assessment team and a check to see that proper safety equipment has been issued to the assessment team members will be made.
· The business recovery team and damage assessment team will make business disruption time estimates as soon as possible.
· A determination will be needed from the damage assessment team on support equipment needed to start the restoration of the business operation.
· The business recovery team will be responsible for getting approval for support equipment.

Keeping a record of cost factors related to the fire and business disruption.

As soon as the damage is assessed and information on disruption time is obtained professional support services (CPA, lawyer and financial advisor) will be contacted.

Professional support individuals to contact:

	Name of Professional
	Company Affiliation
	Phone Number (Primary)
	Phone Number – Cell (Emergency)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Post-incident Consideration #2: Communications with employees and the media
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The business management team has appointed                                         to be the only person to release information to outside sources. 

These outside sources may include emergency services, news media, employees, and insurance inquiries.

A statement will be formalized for release to employees and the media concerning what is expected to happen in regards to the restoration of business operations.

Post-incident Consideration #3: Employee Considerations

The Business Recovery Team will address employee considerations as soon as information is developed from the damage assessment team. The business recovery team will address the following employee considerations:

1. Who will be needed to assist in business restoration and equipment salvage?
2. If there will be any financial assistance.
3. How long will it be before they can resume work?
4. Are they eligible for workers compensation?
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