Starting the Business Contingency Plan

Worksheet 7: Planning Considerations 


Get to know the Emergency Response Organizations you rely on to respond to many of your emergency and disaster needs. The first order of business is obtaining the phone numbers for your emergency services organizations. 911 is not enough. Ever try to call 911? There are times when it’s hard to get through and if you don’t have a full-blown emergency they will not take your call.

Contact your emergency services and tell them your working on an emergency / disaster plan and your doing a little research as to normal response time.

	Category
	Phone Number
	Normal Response Time

	
Police
	

	


	
Fire
	
	

	
Rescue
	
	

	
Ambulance
	
	

	
Security
	
	

	Emergency Room 
Location and Directions
	
	

	BEFORE AN EMERGENCY EVACUATION OF THE OFFICE AREA: 

1. Shut down all computer operations and cover computer equipment for protection 
2. Remove RED FOLDER at main computer, titled EMERGENCY BACKUP INFO 
(Note: Prepare this folder is prepared ahead of time and kept current) 
3. Close metal door at back of office 
4. Close main office door as you leave 

DO NOT LOCK ANY DOORS 
This check off sheet covers all procedures for a small office area. Long written instructions are not needed. Check Sheets could be designed for each area of the building with simple list of what to do. More complex areas would require instructions and training exercises to familiarize personnel with the procedures.



Depending on the size of your company and number of people involved you may choose to use a series of “Check Sheets” rather than a formal written plan. Planning time is about the same for both. You may find it useful to have both forms of plans. 

Check Sheets vs. a Written Plan 
Check Sheets are made to simple check off a series of tasks that need to be done. Below is an example of an office evacuation check off sheet: 
