Disaster Planning
   - Phase 4: Response

Public perception of how a company responds to a disaster can have an enormous impact on that company's future. The five steps below will help you through this phase.

1. Create a primary emergency control center to serve as the headquarters from which the emergency response team leader can coordinate emergency actions. 

2. Designate a backup emergency control center site(s) should a disaster prevent access to the primary emergency control center. 

3. Supply the primary and backup sites with essentials. 

· Names, home telephone numbers and duties of all response team and emergency organization members. 

· Copies of the disaster plan 

· Communication equipment (e.g. telephones, two-way radios, cellular phones) 

· Facility plans 

· Specifics on how hazardous contents in a facility should be handled in an emergency, including materials safety data sheets 

· Flashlights and batteries 

· Emergency and protective equipment for personnel 

· Customer listings

4. Ensure that effective internal communications plans have been established. 

Such plans

· coordinate emergency response team members 

· inform top management 

· alert and direct available team members 

· establish procedures for shutting down 

· determine which personnel have the authority to order a shutdown of a facility if it becomes necessary, and under what circumstances 

· alert employees of a shutdown 

· establish procedures for protecting equipment 

· establish procedures for securing vital areas swiftly 

· have trained personnel capable of providing accurate and timely descriptions of the current situation and location of the emergency to the appropriate persons 

· coordinate with the fire department and local agencies when necessary

5. Designate a public relations spokesperson for external communications. 

A good spokesperson will

· report the facts accurately and honestly 

· accept responsibility as warranted 

· inform the media as appropriate 

· take positive action in response to valid community concerns 

· demonstrate the organization's continued commitment during the emergency

