essiniboino Regional Health Authority

Disaster Planning for
Community Non-Profit Organizations

Adapted from the Winnipeg RHA for use in the Assiniboine RHA (October 2009)
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DISCLAIMER

This resource aims to assist non-profit organizations to prepare for disasters.
However, the Assiniboine Regional Health Authority (ARHA) accepts no
responsibility for the completeness of the material contained in this publication
and recommends that users exercise their own skill and care with respect to its
use.

This resource was prepared based on current information and new information
may become available over time. Readers are advised to visit the Assiniboine
Regional Health Authority website www.assiniboine-rha.ca, the Province of
Manitoba Emergency Measure Organizations website www.gov.mb.ca/emo, the
Manitoba Health website www.gov.mb.ca/health as well as other relevant
reference sources to ensure they have access to the most up to date information to
remain well informed. Please see section L for more relevant reference resources
and links.
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INTRODUCTION

Day in and day out, millions of Canadians receive services from community non
profit organizations. While disaster may affect everyone, high-risk populations*
are hit particularly hard and will depend on services delivered by community non
profit organizations in order to cope. Severe weather is a threat at all times of the
year for all parts of the province, with the potential for tornadoes, blizzards,
windstorms, freezing rain and hail, wildfires and the possibility of human-caused
emergencies, such as fires, chemical and hazardous materials accidents, terrorist
attacks, infrastructure or utility failures, and transportation accidents. It’s
important to understand both the probability and severity of the hazards in the
place you live.

Before a disaster occurs, community non profit organizations can:

-Learn about the risks that affect their community and would emerge during
times of disaster.

-Identify the types of services they might offer during a disaster, beyond their
core services.

-Develop a disaster plan that will safeguard their clients, volunteers and staff
and that allows their organization to maintain their essential services.

- Train their team on exercising your disaster plan.

The ideas and exercises contained in Disaster Planning for Community Non
Profit Organizations are intended to help springboard your organizations’
disaster preparation efforts. It is recommended that you begin the process by
forming a planning/working group made up of key stakeholders to go through the
resource, rather than attempting the work on one’s own. Wisdom from others and
a range of perspectives will inform your plan and increase stakeholder “buy in”.
The end result will be planning that more accurately reflects the unique needs of
your organization.

*High- risk populations, as defined by the Canadian Red Cross www.redcross.ca
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A. Disaster Mission Statement

Objective: Know what role your organization will play in a disaster.

* Who are you going to be for your clients and community when
disaster strikes?

* Does your current mission statement encompass how you see
your agency functioning in a disaster?

» Think about your commitments and your resource limitations and
create a disaster mission statement.

&
. With input from your organizations’ board management
16 DO J and key stakeholders, draft your Organization’s Disaster
7~

Mission Statement
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B. Preparing Staff for Disasters

Objective: To ensure your staff is mentally, physically and
emotionally prepared to respond.

e NN

N—

Knowledge is empowering and is a critical component of stress reduction. Be
transparent and timely in your communications with staff, as this will increase trust
and foster staff cooperation.

Stress Management Strategies:
Provide respite options for staff by offering access to quiet, safe and relaxing
spaces, healthy food choices, and time off from work duties.

Dependent Care:

Ask staff to consider how they would care for dependents (children or aging family
members for example) in times of disaster. Would disaster impact staff’s ability to
report to work?

Staff Work Assignments:
» Support competence and a sense of effectiveness by preparing staff for
various roles needed in times of disaster.
» Have all staff and key volunteers trained in basic first aid and CPR and
exercise * Consider possible rotation of workers between higher and lower
stress positions.

HOT TIP!
To promote a “culture” of preparedness, involve staff

and key stakeholders in your organization’s planning
process and ongoing disaster related activities!
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B. Preparing Staff for Disasters (Continued)

Staff Personal Preparedness:

* Encourage and support staff and key volunteers to have a family or home
emergency plan®. This increases the likelihood that staff and their families
can cope with the disaster.

* Your organization will want to ensure that all staff members have an
opportunity to check on their homes and ensure the safety of their family
members as soon as possible following a disaster.

Emotional Support:

People need to feel safe to express and talk about their emotional reactions.
Acknowledge and address fear, anxiety and other stress reactions. A range of stress
reactions are normal and each person will react differently.

* Depending on the size of your organization, you may want to:

» Organize a team of staff trained to provide **psychological first aid;

= Activate a “buddy system” to monitor health and well being and
recognize fatigue;

» Tap into supports provided by Employee Assistance programs;

= Distribute workforce support materials about stress reactions staff
may experience or observe, and strategies to cope. Describe support
services that will be available.

» Offer all of the above!

Note: The Assiniboine RHA has a Community Response Trauma Team whose
purpose is to help individuals and communities affected by crisis. This service is
available 24 hours per day/7 days per week by calling 1-888-379-7699 or 204-725-
4411.

@ WEB RESOURCES

*Create a household emergency plan by visiting www.getprepared.ca.
**Disaster Behavior Health: Free, on-line course offered by Public Health Agency of
Canada: http://www.phac-aspc.gc.ca/cepr-cmiu/tr-fo/dis-enq.php
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C. Personnel

Objective: To determine your staffing requirements in times of
disaster.

1. Who can you count on to deliver services to your clients

a. If a disaster strikes on a weekday
b. If a disaster strikes on a weekend/after hours
c. If the disaster requires staff to work for longer than normal shifts or on an

unusual schedule?

2. Which staff or key volunteers should automatically report to work in the event of
a disaster?

i/ Develop a list of home/cell phone numbers for staff

&
'fO D 0 0 and key volunteers for emergency use.
7~

&1 Update this list at least every 6 months.

3. Will staff carry on their normal work duties or will staff take on different roles in
a disaster? Consult existing collective agreements for limitations or guidelines.

4. If a disaster response is prolonged, consider who can provide backup to avoid
staff burn-out.

HOT TIP!

The HR Council for the Voluntary & Non profit Sector
(www.hrvs-rhsb.ca) offers comprehensive online
resources designed to help managers, employees and
board members better understand, address and manage

human resource issues.
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D.Volunteers

Objective: To determine how volunteers may be used to support
your agency in times of disaster.

1. Are your current volunteers appropriate for
disaster related work? What training could you
offer to fill gaps in knowledge? What
opportunities might you offer volunteers to
develop skills and confidence?

2. Do your current practices of recruiting or accepting volunteers include your
disaster preparedness and response needs?

3. What activities can be assigned to spontaneous or “walk up” volunteers?

4. What activities should only be assigned to experienced volunteers or
volunteers with specific knowledge/skills?

5. Safety or legal considerations you should include in your plan:
* Insurance for volunteers (third party liability and personal injury)

 Screening/background checks required (level of screening is based on
requirements of the position or role they will have in your organization)

6. Do you currently have a staff member or designated volunteer to oversee the
volunteer program? Who (else) might take on that role or identified functions within
that role in the event of a disaster?

HOT TIP!

The Cooperators Insurance Company offers an insurance
solution for the non-profit, voluntary sector called
“Community Guard” which offers personal injury
coverage for volunteers.
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E. Service Continuity

Objectives: To ensure you can continue to meet the needs of the
populations you serve and be clear on your service priorities.

Your organization should clarify what its mission and priorities will be in the
aftermath of a major disaster. It is important for agencies working with at-risk clients
on a daily basis to know their clients’ needs and how to support their recovery
following a disaster.

Some questions to ask:

» What are the predictable needs of the people you serve in emergencies?
» Will the needs of the people you serve require you to expand services in a
disaster’s aftermath?

» Will you need to consider providing new or different services?

In times of disaster:

* How many clients in total would most likely be at your site(s) in a disaster? Hint:
look at both maximum client load and maximum staff availability for day,
evening/after hours.

* How will you find out about the condition of people your serve who are offsite?

* What skills can you instill in your clients to let them take part in your preparations
and response efforts as full partners and helpers?

» What are the special needs of the people you serve? Are these needs of a group or
individuals?

i List the primary services you will continue to provide
following an emergency

&
. K1 List the critical material resources necessary to
O I 0 . maintain these operations
/ i/ Contact neighboring agencies or businesses you

can form a connection with in order to share
resources in an emergency, to maintain operations
and to ensure the care of people you serve.

@ WEB RESOURCES

Create a Service Continuity Plan at www.readyforcrisis.ca
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F.Go-Kit

Objective: To ensure you can operate even if you evacuate

If you need to evacuate your facility, a Go-Kit will allow you to continue providing

your most vital services wherever you go. This small, portable container should hold

copies of every vital document as well as some basic office supplies such as pens

and paper.

Basic contents of a Go-Kit may include:
* Your disaster plan

* |nsurance documentation

» The deed or lease for your facilities

* Legal identification, such as your charitable
registration documentation or contracts/Memorandum of Understanding or
Service Purchase Agreement
» Banking information including your account numbers and personnel contacts
* Documentation for lines of credit or other emergency funds

* Emergency contact information for your staff and key contacts

* Media Contact information and Emergency Press Release (see section H.
Communications for more information).

« Some cash, including coins for pay phones
You may wish to maintain more than one kit. Creating two or more is no harder than

creating one, and an off-site back up may be what ensures that you have what you
need when you need it most.
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G. Supplies

Objective: To ensure you have required supplies available in times
of disaster.

Create and maintain a cache of emergency preparedness supplies. The exact
contents will depend on the size and diversity of your staff, volunteers and clients.

Store these supplies in multiple locations so if one cache becomes unusable or
unreachable, you will still have options. The supply cache complements your Go-Kit.
Some suggestions for a supply cache are:

* Food and water » Whistles * Medications*

* First aid supplies * Blankets * Alcohol hand cleaner*

* Lights/Flashlights « Garbage bags « Thermometer*

- Battery powered/hand * Duct tape * Personal Hygiene
cranked radio(s) supplies™

- Batteries  Extra cash * Other?

*Especially recommended for Pandemic Flu preparedness.

i1 Develop a list of supplies, the quantity of each
item and where they are located. Review this list
and check supply stock on a regular basis.

&
T I 0 . If supplies are perishable or will expire, document
O special handling/storage requirements and a
7~

scheduled date for replacement.
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H.Communications (Part 1 of 2)

Objective: To be ready to communicate with staff, clients, funders
and your community

Communication will make or break a disaster response. From a simple note on the
door identifying your new location to a Public Information Officer correcting news
reports about your organization, communication is the key to letting people make the
right decisions.

WHAT should you communicate? WHO are you communicating to?
» Disaster services partners
» Agency Operational Status reports « Staff and volunteers
* Damage Assessment * Clients
* Services offered or changed » Anyone else who may need
* Appeals for Funds information about the status of the
* Volunteer recruitment people you serve such as off site staff,
families of clients
* Funders
* Media
» General Public

/1 List the most critical contacts that need to be
& made in a disaster. Be sure to have all necessary
. phone/cell/pager numbers for each contact.
’r‘o DO . Contacts may include: Police & Fire Department,
/ RM/Town representatives, Volunteer Groups,
Handivan Services, local hospital, hotels, schools,
community halls, MB Hydro, MTS.
i1 Prepare talking points/key messages and a
Disaster/Emergency response press release in
advance.
Designate someone to communicate messages on behalf of your organization
and ensure they have the proper training and authority to do so.
1 Consider developing a policy on communication for staff and volunteers outlining

who is/not responsible for communication and how to handle media inquiries. Be
sure to include this information during orientation for new staff and volunteers
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Communications (Part 2 of 2)

Objective: Know all the communication tools available to you.

Mastering how you send and receive information will help you in both crisis

and opportunity. A variety of options is the key to maintaining
communications.

Disaster Communication Tools
There are many communication tools we don’t normally consider that may become
useful if a disaster cuts off your normal channels.

* Bulletin Board/White Board » Megaphones/Bullhorns/Drums/Whistle
» Carbon Paper * Cell phones/pagers/Blackberries

» CB radios * Public Signage

* Digital telephones * Runners

» Walkie-Talkies * Flag Pole

Community Outreach Options

What are all the different ways you can speak to your community? Different methods
have different advantages, and may help you reach people you had not reached
before.

= American Sign Language = In person events, workshops

» Facebook, Twitter, email = Fact Sheets or FAQs

= Mailing Lists = Radio, Television

» Fax Machines » [nformation phone lines (1-800s)
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I. Neighborhood Resources

Objective: To know your local resources to increase resiliency to
disasters.

A few questions to ask yourself:

1. If you do not have a back up generator, in an extended power outage, where
can you rent or borrow a generator? Create a written agreement with a
supplier and file in your Go-Kit.

2. Do you have emergency phone numbers on hand for utilities such as hydro,
gas, water and communications?

3. If land-line communications are not working at your location, can you quickly
access cell phones/blackberries assigned to staff?

4. Where is the nearest Emergency department? Walk in/Public Health Clinic?

5. Where are the nearest fire and police stations? Do they know about you?

N> Obtain a map of your community/area and note on the map the
R proximity of your location to hazards such as industrial sites,
’r‘o ‘DO . railway lines, major flight paths, trucking routes, and bodies of
/ water that may flood, etc. Also consider highlighting the location
of the following:

Public Services: Food/Drink and Supplies:
* Police * Restaurants

* Fire/Ambulance » Soup Kitchens

* Hospital » Grocery Stores

» Clinic » Corner Stores
 Transportation * Pharmacies

Possible gathering/evacuation « Hardware Stores
points: » Sports/camping Stores
* Churches, halls * Big Box Stores

» Schools

* Recreational Facilities

* Open spaces

Page 15 of 18



J. Evacuation/Transportation

Objective: To make sure you can get people safely from your
location to a safe alternate site.

Fire,

hazardous materials, a bomb threat or structural damage may require you to

evacuate your facility.

1.

5.

Are there program participants who will need assistance evacuating your
facility? Remember to assign staff/volunteers to help and any aids/devices as
needed available to help with their evacuation.

. If your facility must be evacuated, assign a staff person the responsibility of

taking a head count to ensure all staff, volunteers and program participants
have exited.

3. Practice (drill) your evacuation plan.
4.

Keep an “Agency Go-Kit”. Include copies of your emergency plan, action
checklists, phone rosters, copies of vital documents, credit cards, etc.
Post a notice indicating where you have gone.

The following suggestions anticipate that you must evacuate your building
and that you are responsible for the care and shelter of the people you serve.

1.

(S22

Locate and secure a temporary shelter to be used (consider churches, nearby
community centers, schools, arenas, other residential facilities). You may want
to develop mutual aid agreements with these sites.

. Create a phone list and a system for letting the authorities, family and friends

know where you are sheltering your program participants. “Date created”
should appear on this and all lists and documents.

. Designate and identify alternative transportation for moving your program

participants to your temporary shelter, or to clients’ homes, if necessary.

. Assign responsibility for the care of your clients at the alternate site(s).
. If evacuated, what will your clients need that may not be available in the

temporary shelter?
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K. Financial Resources

Objective: To ensure you know your organizations’ financial assets,
limitations and commitments.

It is a good idea for your organization to be aware of its cost of normal
operations; estimate cost increases that might arise from emergencies and be
familiar with eligibility and other prerequisites for aid and reimbursements
from Manitoba Emergency Measures (EMO) and insurance/social service
agencies.

Some topics to explore include the following:

1. Copies of Financial Support Documentation to have ready:
» Insurance policies
» The deed or lease for your facilities
» Bank information, including all of your account
numbers, including personnel contacts
= Memorandum of Understanding (MOU'’s) / J
= Service Purchase Agreements (SPA’s)

SN
2. Liquid Assets P
= How much cash do you keep in “petty cash?” ;\%@
= Do you have $15 - $20 in coins for pay phones? %M

3. Credit Cards / Lines of Credit
» What credit cards does your agency own?
Where are they?
What are the limits of each?
Who can sign on each?
Do they have emergency credit extensions?
Do you have a line of credit immediately available?
Who can access the money?

Reminder: Keep this information updated; be sure it reflects any staff or policy
changes!
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L. Important Resources & Links

Assiniboine RHA website — www.assiniboine-rha.ca
e Pandemic Plan: Community Services — Section 13

e Disaster Plan

Manitoba Health — www.qgov.mb.ca/health

Manitoba Emergency Measures Organization — www.gov.mb.ca/lemo
e Emergency Measures Operations (EMO) for Communities

www.qgov.mb.ca/emo/community

e Emergency Preparedness for Persons with Special Needs

www.gov.mb.ca/emo/general/downloads

e Emergency Information for Seniors

www.gov.mb.ca/emo/general/downloads
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