
Standard #1: Essential functions/services are identified 

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

Organizations that have taken the time to identify which of their functions and services are essential have greater success 
in handling the disruptions. 

1a. The agency has thoroughly assessed their services, client/community needs and internal capabilities. List service(s) 
you currently provide. 

 List your resource limitations. 

 Explain what people (clients/staff/stakeholders) expected from you in the past? 

 List, specifically, the most important way(s) to be there for your community and clients. 

 Prioritize your services: Maintaining operations during an emergency is critical to provide your clients with 
necessary services. Decide which category the service falls into, to tell you what services absolutely must be 
maintained in an emergency and which you can return to after the situation has stabilized. 

 Critical Services: Cannot be interrupted or suspended 

 Secondary Services: Services/functions that can be suspended for a short period of time (for example, 
services that can be suspended for one month) 

 Non-critical Services: Services/functions that can be suspended for an extended period of time 

1b. The agency has developed a disaster mission statement that identifies the critical services they would provide or the 
role they would play in an emergency or disaster. 

 Using information from indicator 1a, develop a clear disaster statement that articulates both the critical services 
you will provide and the specific populations you will serve in the event of an emergency. 

 Revisit your disaster mission statement every six months or more frequently if needed (as services change). 

1c. Confirm your disaster mission statement with your organization's governing body. 

 Note the date your mission statement was reviewed by the governing body somewhere on the agency emergency 
plan. 

1d. Staff, clients and other key stakeholders are aware of the disaster mission. 

 This is a great way to increase their engagement and awareness of your overall Agency Emergency Plan. Assess 
what level of information will be useful for your clients regarding services that will still be available in the event of an 
emergency. 

Questions to consider:  

 How/when might you make staff, client, and key stakeholders aware of the Disaster Mission Statement?  

 How will you assure that staff are trained on the plan and aware of critical services?  

 Will staff be asked to move from non-critical services to higher priority ones?  
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 How will you regularly test/exercise pieces of the plan to make sure staff and the agency are progressing toward 
their mission?  

Key Tools for This Standard 

Critical Business Functions Worksheet (IBHS)

Equity and Social Justice Maps

King County Demographic Information (CDC, SNAPS) 

U.S. Census Data – 2010 Census Interactive Population Search

Social Vulnerability Index (SoVI)
This is a PDF presentation explaining the Social Vulnerability Index. 

SoVI Interactive Map – Click “Open” and select “Open in ArcGIS Explorer Online”

King County Annual Measures and Indicators  
This is a website that provides demographic information (maps, graphs, charts, and other tools) to help assess 
your community’s needs and capabilities. 

http://www.apctoolkits.com/documents/vp/ph_workbookFINAL.pdf
This is a publication from the CDC on defining, locating, and reaching vulnerable populations in an emergency. 

Agency Emergency Planning Contact Info

Collaborating Agencies Responding to Disasters (CARD) sections A,E, and O

http://www.disastersafety.org/wp-content/uploads/4_Business_Function.pdf
http://www.kingcounty.gov/exec/equity/toolsandresources/maps.aspx
http://www.bt.cdc.gov/snaps/data/53/53033.htm
http://www.census.gov/2010census/popmap/ipmtext.php?fl=53:53033:5303392928:5303392931
http://www.co.pierce.wa.us/DocumentCenter/View/23009
http://www.arcgis.com/home/item.html?id=0a85781f7890497185d6cde6760a20c5
http://your.kingcounty.gov/aimshigh/health-human-potential.asp
http://www.apctoolkits.com/documents/vp/ph_workbookFINAL.pdf
http://www.kingcounty.gov/healthservices/health/preparedness/VPAT/contacts
http://www.kingcounty.gov/~/media/health/publichealth/documents/vpat/AEP-CARD.ashx


Standard #2: The agency has a plan for how it will operate during a disaster, and 
if the agency is unable to operate have a backup plan for how critical services 
will be addressed. 

How will your agency operations adapt to the changing needs of your clients in a disaster? 

2a. The agency has determined which services will be provided in a disaster and which ones will be discontinued. 

 Using information from standard 1 indicator a, determine which services on your list are most appropriate to be 
continued in a disaster. 

 Consider which services you may not be able to continue in a disaster and how this will impact operations. 

2b. If the agency is not able to operate, have a plan for how it will close down. 

 Logistically, think about what may be needed to close down agency location (s) 

2c. The agency has a process to notify clients if they will not be served at/by the agency. 

 Determine how the people you serve will receive critical information about the status of your organization during 
an emergency (examples: electronic, verbal, in-person, recorded message, sign on door). 

 Determine how you will find out about the condition of the people you serve. 

 Determine how you will deliver critical information to the people you serve in the languages they understand. 

2d. The safety and care of clients and visitors who are at the agency at the time of a disaster are addressed. 

 If feasible, develop a system for knowing who is in your location, including client and visitors, in case there is an 
emergency.  

 Evacuation plans that assume hearing, comprehension, and mobility mean that a large number of people are 
excluded.  

 Include information on assisting people with disabilities in evacuation in planning and training. 

 Plan how to communicate with people who are hearing-impaired and/or visually impaired or have other disabilities 
and those who have limited English proficiency.  

2e. There is a notification process to communicate changes in services to key partners and disaster responders:  

 Things to consider in the messaging: 

o What hours the agency is open, and if it is closed, when it expects to resume services? 

o If the agency is closed, what the reason is for the closure? 

o How and to whom clients are being referred, if services are not being provided? 

o How the agency will notify key partners that services are resumed, if they had been suspended, and 
under what conditions? 

o How to contact someone at the agency with questions? 
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 How will you get the message out? 

 Who within your agency will deliver the message? 
 
 

Key Tools for This Standard 
 

 Collaborating Agencies Responding to Disaster (CARD), Sections K,L, and O 

 Critical Business Functions Worksheet (IBHS) 

 Overcoming Communication Challenges (PDF) 
This PDF provides practical ideas on alternative methods of communication.  

 ECHO Minnesota 

Provides communication tools in multiple languages to public health and safety agencies during a crisis. 
 

 Occupational Safety and Health Administration (OSHA) Plans and Procedures 
This website provides VERY useful information regarding evacuation plans that encompass staff, clients, and 
visitors in addition to examples and interactive demonstrations. 
 
 

Agency Emergency Planning Contact Info 

http://www.disastersafety.org/wp-content/uploads/4_Business_Function.pdf
http://www.echominnesota.org/in-an-emergency
http://www.kingcounty.gov/healthservices/health/preparedness/VPAT/contacts
http://www.kingcounty.gov/~/media/health/publichealth/documents/vpat/OvercomingCommunicationChallenges.ashx
http://www.kingcounty.gov/~/media/health/publichealth/documents/vpat/AEP-CARD.ashx


Standard #3: Multiple communication tools are identified and established in 
order to contact internal and external stakeholders 

Is there a communication plan in place that addresses internal and external contacts if standard methods of 
communication are unavailable? 

During emergencies communication is frequently disrupted. 

•  Phone lines are overwhelmed -- the phone system is designed to handle a certain number of calls, when too 
many people call, the system can't connect all of the calls. This affects landlines and cell phones. The long 
distance and local calling systems are separate though, so usually it is still possible to receive a long distance 
call. 

•  Even when the larger system is functioning, loss of power may disable your phone system because it requires 
power to operate. 

•  In major events, communication infrastructure can be damaged: this can include wires, and or cell phone towers.  

3a. You have emergency, after-hours contact information for all staff. 

 This information is easily accessible for staff both onsite and offsite.  

3b. Primary and alternate procedures for communicating with critical staff and key partners are in place. 

 Ensure all staff can receive critical information about the status of your organization during an emergency 
(examples: employee emergency hotline, Web site and/or Intranet, radio or TV news reports, communication tree) 

 Establish the following roles: 

o Who approves the messaging (messaging topics include: agency operational status, damage 
assessment, services offered or changed, funds needed, volunteers needed)? Does s/he have a 
designated back-up?  

o Who is authorized to communicate the information? Does s/he have a designated back-up? Are they 
properly trained? 

 Are the messages they share consistent? 

 Messages and spokespeople should be prepared in advance. 
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Key Tools for This Standard 

 Collaborating Agencies Responding to Disaster (CARD), Sections C and L  

 Overcoming Communication Challenges (PDF) 
This PDF provides practical ideas on alternative methods of communication.  

 Information on the Government Emergency Telecommunications Service 

 King County Health Care Coalition recommends asking the following questions while creating your 
communication plan. 

 ECHO Minnesota 
Provides communication tools in multiple languages to public health and safety agencies during a crisis. 

  
 Agency Emergency Planning Contact Info 

http://www.dhs.gov/government-emergency-telecommunications-service
http://www.kingcounty.gov/healthservices/health/preparedness/VPAT/standards/~/media/health/publichealth/documents/hccoalition/br_communication_plan.ashx
http://www.echominnesota.org/in-an-emergency
http://www.kingcounty.gov/healthservices/health/preparedness/VPAT/contacts
http://www.kingcounty.gov/~/media/health/publichealth/documents/vpat/AEP-CARD.ashx
http://www.kingcounty.gov/~/media/health/publichealth/documents/vpat/OvercomingCommunicationChallenges.ashx


Standard #4: Staff is personally prepared to fulfill their role in a disaster 

Does each of your staff have a disaster plan and kit prepared that addresses personal and family safety beyond 
your agency? 

An effective emergency plan relies on having your staff and volunteers personally prepared at home, in their cars and at 
work. After a disaster staff and volunteers who are personally prepared will be more likely to be available to support your 
agency's services at a time when they are most needed by your clients. Many free resources are available to help your 
staff and volunteers to be personally prepared. 

4a. Staff is identified who are willing and able, and they have been prepared to respond to a disaster. 

 Encourage staff and volunteers to make their own disaster plan, build a home disaster kit and get involved in 
community disaster planning and training. Distribute the following personal preparedness information 

 Contact your local emergency manager or the Red Cross to schedule personal disaster preparedness trainings 
for your agency. Include preparedness training in your next staff /volunteer meeting. Schedule these trainings 
twice or more each year. Visit the links below for more information. 

Key Tools for This Standard 

• Collaborating Agencies Responding to Disaster (CARD), Sections B and C

• Centers for Disease Control and Prevention (CDC) Zombie Preparedness

This tool was launched in 2011 and quickly gathered buzz for its creative approach to engaging new and diverse 
audiences. Capitalizing on the popularity of zombies in the media, the CDC’s campaign remains an effective 
educational platform for personal preparedness. 

• American Red Cross Serving King & Kitsap Counties

• Seattle Office of Emergency Management

• King County Office of Emergency Management

• 3 Days 3 Ways (multiple languages) 
This is an easy to follow guide on getting started with personal disaster preparedness. 

Agency Emergency Planning Contact Info
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http://www.seattleredcross.org/show.aspx?mi=4003
http://www.seattle.gov/emergency/prepare/personal
http://www.kingcounty.gov/safety/prepare.aspx
http://www.xmarksthesound.org/pdfs/
http://www.kingcounty.gov/healthservices/health/preparedness/VPAT/contacts
http://www.kingcounty.gov/~/media/health/publichealth/documents/vpat/AEP-CARD.ashx
http://www.cdc.gov/phpr/zombies.htm


Standard #5: Staff and key stakeholders have been trained on the agency's 
emergency plan 

How will you ensure that your agency’s emergency plan is accessible and familiar to staff and key stakeholders? 

An emergency plan can be meticulous and well-written, but won’t provide any benefit if the knowledge it contains is 
shared by only a few within your agency while the document itself collects dust. Staff and key stakeholders should be 
familiar with the agency emergency plan and regularly exercised on its content.   

5a. Staff are trained on the agency emergency plan and new staff are trained as part of their orientation. 

 Incorporate training about your agency's emergency plan in new staff orientations. Provide a basic introduction 
about the plan, and clarify what the new staff persons' role will be in a disaster. Show new staff where they can 
access copies of the emergency plan and where emergency supplies are located. 

5b. The agency emergency plan is accessible to all staff. 

 Place a binder with a copy of your agency's emergency plan at the front desk of your agency's facilities and in 
employee break rooms so that staff can have quick and easy access to the emergency plan.  

 Locate a copy of the agency emergency plan off-site to ensure that evacuated staff will have access to a print 
copy of the emergency plan.  

 Maintain an electronic copy of the plan as well, so that as the plan is updated -- new updated versions can be: 
copied to employees, distributed electronically to employees, and/or posted in a prominent location to the 
agency's website.  

5c. The agency emergency procedures are regularly exercised and tested. 

 Establish an annual schedule for key staff to conduct exercises to test the agency's emergency plan and the 
agency's response to a variety of disaster situations with the subjects of these exercises (e.g., a natural 
emergency such as a flood or earthquake, a biological emergency such as H1N1 flu, and an electrical emergency 
(power outage, computer virus, etc.), rotating each year. Track trainings using a form such as a Training and 
Exercise Calendar. 

Key Tools for This Standard 

FEMA: Emergency Planning Exercises for Your Organization
Tabletop exercises developed by FEMA in 2010 as a tool to help agencies advance their organization’s continuity, 
preparedness and resiliency. 

FEMA Emergency Management Institute: IS-139 Exercise Design
This course developed by FEMA covers the purpose, characteristics, and requirements of three main types of 
exercises: (1) Tabletop, (2) Functional, and (3) Full-scale. In addition this course will cover: Exercise evaluation 
and enhancements, as well as tips for designing a functional exercise.  

Oak Ridge Institute for Science and Education: A Guide for the Conduct of Emergency Management Tabletop 
Activities
A collection of trainings and products from the Emergency Management Issues Special Interest Group. 

Guide to Test, Training, and Exercise Programs for IT Plans and Capabilities

Robin Pfohman, VPAT Program Manager
206-263-8759    Robin.Pfohman@kingcounty.gov

Vulnerable Populations
Action Team
Inclusive. Connected. Prepared. |

http://www.fema.gov/emergency-planning-exercises
http://training.fema.gov/EMIWeb/IS/courseOverview.aspx?code=is-139
http://orise.orau.gov/emi/training-products/default.htm
http://csrc.nist.gov/publications/nistpubs/800-84/SP800-84.pdf


A guide from the National Institute of Standards and Technology that provides guidance on designing, developing, 
conducting, and evaluating test, training, and exercise events so that organizations can improve their ability to 
prepare for, respond to, manage, and recover from adverse events that may affect their missions. 
 

 Formidable Footprint-A National and community exercise series 
This series of free exercises serves as an opportunity for community based organizations to assess their 
capability to prepare for, respond to and recover from a variety of natural disasters. 

 Agency Emergency Planning Contact Info 

http://www.drc-group.com/project/footprint.html
http://www.kingcounty.gov/healthservices/health/preparedness/VPAT/contacts


Standard #6: Staff is prepared to be self-sufficient in the work place for a 
minimum of three days 

Do all staff have the essentials to survive for 72 hours in the workplace without outside resources/supplies? 

An effective emergency plan relies on having your staff and volunteers personally prepared at home, in their cars and at 
work. After a disaster staff and volunteers who are personally prepared will be more likely to be available to support your 
agency's services at a time when they are most needed by your clients. Many free resources are available to help your 
staff and volunteers to be personally prepared. 

6a. Staff are familiar with shelter-in-place and lock-down procedures. 

 Staff are aware of shelter-in-place procedures for various emergency scenarios such as: 

•  A severe snow or ice storm  

•  Civil activity such as a demonstration or protest  

•  A large earthquake has extensively damaged bridges and roads  

•  Police activity in the immediate area  

•  A release of hazardous materials from an accident or a terrorist act.  

 Make sure staff know what their role would be and how to communicate with their loved ones that they will not be 
leaving the building. 

 All locations are able to operate independently. 

 Provide cross training between job functions to increase the number of people available to accomplish key 
function in case key personnel cannot be contacted. 

6b. Food, water and sanitation supplies are easily accessible. 

 Determine a location that can be reached even in the case of structural damage.  

 Store supplies in a way that they will survive the disaster -- out of areas that can flood, secured in case of 
earthquake. 

 Ensure each of the locations have the supplies, skills, and authority to function independently if contact between 
locations is lost. 

6c. All staff know where emergency supplies are located. 

 Put up signs indicating where emergency supplies are and include their location in any new employee tours.  

 If you have a map up in your facility showing where exits and bathrooms are, mark the supplies on the map.  

 Safety signage should include emergency supplies, emergency exits, utility shutoffs, and other safety equipment.  
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Key Tools for This Standard 
 

 Collaborating Agencies Responding to Disaster (CARD), Sections B and F 
 

 Food/Water/Sanitation 
Food and Water in an Emergency (American Red Cross) 
3 Days 3 Ways (multiple languages) - Easy to follow guide on personal disaster preparedness 
 

 Centers for Disease Control and Prevention (CDC) Zombie Preparedness 

This tool was launched in 2011 and quickly gathered buzz for its creative approach to engaging new and diverse 
audiences. Capitalizing on the popularity of zombies in the media, the CDC’s campaign remains an effective 
educational platform for personal preparedness. 

 
 
 Workplace Disaster Preparedness 
 Red Cross Workplace Preparedness Page 
  
 Shelter in Place 

OSHA Shelter in Place Procedures and Information 
 Red Cross: How to Shelter in Place 
 Boston Marathon: Largest Historical Magnitude of Shelter in Place 

 
 Lockdown 

University of Chicago Lockdown Procedures 
 CDC: Violence on the Job 
  

 Agency Emergency Planning Contact Info 
  

http://www.redcross.org/images/MEDIA_CustomProductCatalog/m4440181_Food_and_Water-English.revised_7-09.pdf
http://www.xmarksthesound.org/pdfs/
http://www.redcross.org/www-files/Documents/pdf/Preparedness/WorkplaceDisasterKit.pdf
https://www.osha.gov/SLTC/etools/evacuation/shelterinplace.html
http://www.redcross.org/images/MEDIA_CustomProductCatalog/m4340182_shelterinplace.pdf
http://www.theatlanticcities.com/neighborhoods/2013/04/boston-one-best-prepared-us-cities-handle-crisis/5308/
http://emergency.uchicago.edu/emp/appendices/appendix7.shtml
http://www.cdc.gov/niosh/docs/video/violence.html
http://www.kingcounty.gov/healthservices/health/preparedness/VPAT/contacts
http://www.kingcounty.gov/~/media/health/publichealth/documents/vpat/AEP-CARD.ashx
http://www.cdc.gov/phpr/zombies.htm


Standard #7: Vital information is backed-up and accessible 
Is your vital information stored and protected in a secure, accessible location? 

7a. Critical documents, contact information for key employees and the agency emergency plan are included in the 
agency Go-Kit. Critical documents include 

 Agency emergency plan  

 Lists of Staff and Board members  

 Suppliers/Vendors  

 Key Contacts  

 Information for Critical Business Functions  

 Recovery Location  

 Critical Telephone Numbers  

 Supplies  

 List of Equipment/Vehicles  

 Computer Equipment and Software  

 Voice/Data Communications  

 Miscellaneous Resources 

7b. Key staff have a copy of the Agency Go-Kit.  At least one copy is stored in an off-site location. 

 Ensure the off-site location is accessible in the event of an emergency. 

 
7c. Critical client and billing data, if applicable, is backed up in a secure, off-site location, preferably out of state. 

 Create backups for electronic information 

 Choose a remote online backup provider. 

Key Tools for This Standard 

• Collaborating Agencies Responding to Disaster (CARD), Sections K,G, and N

• Recovery Location Worksheet 

• Key Supplier/Vendor Worksheet

• Critical Supplies Worksheet

• Miscellaneous Resources Worksheet

• How Do You Identify A Vital Record?

• Tech Soup: Creating Backups for Organizational Information
Informative article 
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http://www.disastersafety.org/wp-content/uploads/5_Recovery_Location.pdf
http://www.disastersafety.org/wp-content/uploads/2_Key_Vendors.pdf
http://www.disastersafety.org/wp-content/uploads/8_Supplies.pdf
http://www.disastersafety.org/wp-content/uploads/13_Misc_Resources.pdf
http://f2.washington.edu/fm/recmgt/managing/vitalrecords/identify
http://www.techsoup.org/support/articles-and-how-tos/implementing-your-backup-strategy
http://www.kingcounty.gov/~/media/health/publichealth/documents/vpat/AEP-CARD.ashx


 Tech Soup: Storing Data on the Cloud 
Informative article 

 National Archives: Records Emergency Information 
This website provides useful information on minimizing damage to records and preserving important documents. 

 IRS How to Reconstruct Vital Records  
Information restoring damaged records. 

 Environmental Requirements To Ensure Media Stability 
Environmental considerations for storing vital records 

 Agency Emergency Planning Contact Info 

http://www.techsoup.org/support/articles-and-how-tos/ngos-and-the-cloud
http://www.archives.gov/preservation/records-emergency/public.html
http://www.irs.gov/uac/Reconstructing-Your-Records
http://f2.washington.edu/fm/recmgt/managing/vitalrecords/appendices/appendices3
http://www.kingcounty.gov/healthservices/health/preparedness/VPAT/contacts


Standard #8: Emergency payment procedures and emergency financing options 
are established and maintained 
Are you prepared to operate financially without access to electronic systems? 

To fulfill the disaster mission statement, organizations need to be able to pay their staff and suppliers on time. 

8a. Backup plans enable key financial procedures and payroll processing to continue. 

 Moving towards electronic payroll and payments (encourage this). 

 Off-site payroll processing: outsourcing, or agreement.  

 Flexible policies: Analyze your policies to see what needs to be changed to allow the creation of payroll and 
payment solutions on short notice. 

 Keep a list of credit cards that your organization maintains: 

•  Where are they?  

•  What are the limits of each?  

•  Who can sign on each?  

•  Do they have emergency credit extensions? 

 Consider setting up a Line of Credit reserved for use in emergencies 

 Be sure your organization is adequately insured for damage incurred by likely disasters in our region.  

8b. Emergency contact information is identified for key vendors and suppliers. 

 Use critical documents lists as starting points for gathering this information. 

8c. Resources are prioritized for procurement. 

 Use critical services list and other relevant lists as a starting point. 

8d. Procedures are in place to track disaster/emergency expenditures. 

 Think about ways to track expenditures without the use of technology. 

 Be able to respond to the needs of a disaster and keep track of receipts and time keeping. 

 Maintain a level of "petty cash" for emergencies  

 Include $15-$20 in coins for pay phones 

Key Tools for This Standard 

• Collaborating Agencies Responding to Disaster (CARD), Sections E, N, and O

• Key Supplier/Vendor Worksheet

• How Payless Paid Employees in the September 11 Aftermath 
PDF Article 

• Federal Disaster Aid Information
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http://www.disastersafety.org/wp-content/uploads/2_Key_Vendors.pdf
http://legacy.americanpayroll.org/pdfs/pt2g/g0702.PDF
http://www.fema.gov/assistance/process/individual_assistance.shtm
http://www.kingcounty.gov/~/media/health/publichealth/documents/vpat/AEP-CARD.ashx


Application and answers to common questions 

 Disaster Declaration Process 

 Fundraising and Development After a Disaster 
Seven tips for fundraising in the aftermath of a disaster 
 

Agency Emergency Planning Contact Info 

http://www.fema.gov/rebuild/recover/dec_guide.shtm
http://atlantablog.foundationcenter.org/2012/11/fundraising-in-the-wake-of-disaster.html
http://www.kingcounty.gov/healthservices/health/preparedness/VPAT/contacts


Standard #9: Partner organization(s) are identified to share support/resources in 
event of a disaster 

Have you identified community assets that can assist your efforts to serve your clients during times of 
disruption?

This effort draws on the resources of agencies and businesses that are in geographic proximity of one another to mutually 
provide assistance when the community needs it the most. Depending on the level of support needed, sometimes an 
agreement between organizations can be reached informally. A "Mutual Aid Agreement" might be appropriate for more 
formal arrangements. 

9a. The agency has identified and mapped community assets. 

 Meet with your agency's management team to brainstorm possible service gaps during times of disruption.  

 Determine what extra assistance you might need for continuity of service. 

 Identify prospective agencies or businesses that could help assist.  

 Identify the assets your agency could share with another agency.  

9b. Conversations have been initiated and necessary agreements are in place. 

 Collaborate, make a plan, write a mutual aid agreement or informally agree to synergize assets to serve the 
community.  

Key Tools for This  

• Collaborating Agencies Responding to Disaster (CARD), Sections J and O

• Asset Mapping Guide (HUD)

• Use 2-1-1’s Online Search Function to Map Resources

•  Establishing a "Mutual Aid Agreement" with another agency helps to determine the level of assistance that can 
be provided. A mutual aid agreement is a written or oral agreement between and among agencies/organizations 
that provides a mechanism to quickly obtain emergency assistance in the form of personnel, equipment, 
materials, and other associated services. The primary objective is to facilitate rapid, short-term deployment of 
emergency support prior to, during, and/or after an incident. » Mutual Aid Agreement Sample Template

Agency Emergency Planning Contact Info
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http://www.hud.gov/offices/hsg/mfh/nnw/resourcesforcenters/assetmapping.pdf
http://www.resourcehouse.info/WIN211/keyword_search.aspx
http://www.kingcounty.gov/healthservices/health/preparedness/VPAT/standards/~/media/safety/prepare/documents/Debris/Appendix_X_Sample_Mutual_Aid_Agreement_Template.ashx
http://www.kingcounty.gov/healthservices/health/preparedness/VPAT/contacts
http://www.kingcounty.gov/~/media/health/publichealth/documents/vpat/AEP-CARD.ashx


Standard #10: Local emergency responders are familiar with staff and agency 
Who are the emergency responders in your area and have you established a connection with them? 

An effective emergency plan relies on having your staff and volunteers personally prepared at home, in their cars and at 
work. After a disaster staff and volunteers who are personally prepared will be more likely to be available to support your 
agency's services at a time when they are most needed by your clients. Many free resources are available to help your 
staff and volunteers to be personally prepared. 

10a. The names and contact information of emergency providers is gathered and accessible to staff and volunteers. 

 Local emergency manager  

 Local police and fire departments  

 Public Health - Seattle & King County  

 Seattle Office of Emergency Management  

 King County Office of Emergency Management  

 American Red Cross serving King & Kitsap counties  

 Post emergency provider responder information in public places such as the lunchroom or coffee station. 

 Emphasize calling 911 for emergencies. 

10b. Emergency service providers, such as the local office of emergency management, Public Health and American 
Red Cross, are aware of the role the agency is likely to play in a response or recovery phase of a disaster or 
emergency. 

 Communicate the services your agency will perform during a disaster to your local emergency responders (see 
Standard 1, Indicator b). 

10c. Key agency staff have been identified to develop and maintain relationships with local emergency service 
providers. 

 Identify a representative in your organization who has authority to make decisions regarding participation in 
emergency management planning activities. 

 Build a relationship with your emergency providers. 

 Invite a representative from the fire department to evaluate your evacuation drills and to discuss potential fire 
hazards at your facility. 

 Invite a representative from the police department to discuss security concerns. 

10d. Procedures for communicating with local government, including providing situational assessment information are 
in place. 

 Contact your local office of emergency management to determine efficient communication procedures with 
government agencies. 
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206-263-8759    Robin.Pfohman@kingcounty.gov
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Key Tools for This Standard 
 

 Collaborating Agencies Responding to Disaster (CARD), Sections J and L 

 
 Find local emergency management contact information 

This is an interactive map providing information for both county and city level officials. 
 

 How to Map Local Resources  
This is a fillable PDF that guides business in locating a variety of local resources. 

 

 Agency Emergency Planning Contact Info 

 

http://www.emd.wa.gov/myn/myn_contact_info.shtml
http://www.kingcounty.gov/healthservices/health/preparedness/VPAT/standards/~/media/health/publichealth/documents/hccoalition/br_mapping_resources.ashx
http://www.kingcounty.gov/healthservices/health/preparedness/VPAT/contacts
http://www.kingcounty.gov/~/media/health/publichealth/documents/vpat/AEP-CARD.ashx


Standard #11: Staff are trained in the Incident Command System (ICS) 
Are staff equipped to perform their ICS roles in the event of an emergency? 

The Incident Command System (ICS) is a standardized management tool developed by FEMA to help you make your 
best decisions during an emergency. ICS is flexible and can be used for incidents of any type, scope, and complexity. ICS 
consists of procedures for coordinating your agency's staff/volunteers, facilities, equipment, and communications. The 
system is designed to be applied from the time an incident occurs until the requirement for management and operations 
ends. 

11a. Staff understand the organizational structure of the ICS. 

 Explain each of the 5 major management activities (command, operations, planning/intelligence, logistics, and 
finance and administration) and each person’s related role in relationship. 

11b. If organizing by ICS, agency leadership staff have taken on-line courses (FEMA ICS 100 & 200) and the ICS 
structure is incorporated into training and exercises.  

 FEMA ICS 100 

 FEMA ICS 200 

Key Tools for This Standard 

• Collaborating Agencies Responding to Disaster (CARD), Section M

• More information on ICS from FEMA

• FEMA offers free online ICS training:

Incident Command System (ICS) 100 Training: Provides training on and resources for staff for a basic 
understanding of the Incident Command System (ICS). All staff should complete this online training. 

Incident Command System (ICS) 200 Training: Provides training on and resources for staff who are likely to 
assume a management position within the Incident Command System (ICS).  

•  Encourage your staff to participate in these online Community Emergency Response Team (CERT) trainings.
CERT is about readiness, people helping people, rescuer safety, and doing the greatest good for the greatest 
number. CERT is a positive and realistic approach to emergency and disaster situations where citizens will be 
initially on their own and their actions can make a difference. Through training, citizens can manage utilities and 
put out small fires; treat the three killers by opening airways, controlling bleeding, and treating for shock; provide 
basic medical aid; search for and rescue victims safely; and organize themselves and spontaneous volunteers to 
be effective. 
 
CERT Home Page and CERT Video Training  

Agency Emergency Planning Contact Info

Robin Pfohman, VPAT Program Manager
206-263-8759    Robin.Pfohman@kingcounty.gov
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http://www.fema.gov/emergency/nims/IncidentCommandSystem.shtm#item1
http://training.fema.gov/EMIWeb/IS/ICSResource/TrainingMaterials.htm
http://www.citizencorps.gov/cert/IS317/
http://www.fema.gov/community-emergency-response-teams
http://www.fema.gov/video-materials#action
http://www.kingcounty.gov/healthservices/health/preparedness/VPAT/contacts
http://www.kingcounty.gov/~/media/health/publichealth/documents/vpat/AEP-CARD.ashx


Standard #12: Physical safety of facility/ies is/are addressed (hazard reduction & 
mitigation)
Has your building been inspected and deemed safe in the face of various hazard scenarios?

12a. The agency has conducted a hazards and vulnerability analysis of facility(ies). 

 Consider the various hazards listed below (earthquake, severe wind, flood, tsunami, hazardous materials, arsenic 
contamination, landslides) and use the tools to complete your analysis. 

 Consider the needs of potentially vulnerable populations as you conduct your analysis. 

12b. The agency has taken action to minimize facility risks to staff and clients. 

 The physical environment of your facility has been prepared for a variety of hazardous situations. 

 Assign tasks throughout the year for staff to complete based on your vulnerability analysis. 

Key Tools for This Standard 

• Collaborating Agencies Responding to Disaster (CARD), Section H

• FEMA Risk Assessment and Other Planning Tools
Use this tool to complete you hazards and vulnerability analysis. 

•  Earthquake 

Business Quake Safety Quiz
King County Shake Intensity Map

•  Severe Wind 
NOAA

•  Flood 
King County Regional Preparedness Site
FEMA Flood Insurance

•  Tsunami 
Tsunami Hazard Map

•  Hazardous Materials 
EPA Data on Superfund Sites
EPA Enviromapper

•  Arsenic Contamination from Tacoma Smelter Plume 
Seattle/KC Public Health Smelter Plan

•  Landslides 
KC Interactive GIS Map
KC GIS Maps
NW Maps.net GIS
Dept. of Ecology Landslide Warnings 

Agency Emergency Planning Contact Info

Robin Pfohman, VPAT Program Manager
206-263-8759    Robin.Pfohman@kingcounty.gov
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http://www.ready.gov/planning
http://www.abag.ca.gov/bayarea/eqmaps/business/quiz
http://www.kingcounty.gov/operations/GIS/Maps/VMC/environment.aspx#Predicted%20ground%20acceleration
http://www.wrh.noaa.gov/sew/WindstormBro.pdf
http://www.kingcounty.gov/safety/FloodPlan.aspx
http://www.floodsmart.gov/floodsmart/
http://www.pmel.noaa.gov/pubs/PDF/wals2794/wals2794.pdf
http://yosemite.epa.gov/r10/cleanup.nsf/3b7470610048bf9c882564fe00751c81/3b6ddd8a5c3f41ca882564fe00815c48?OpenDocument
http://www.epa.gov/emefdata/em4ef.home
http://www.kingcounty.gov/healthservices/health/ehs/toxic/TacomaSmelterPlume.aspx
http://www.kingcounty.gov/operations/GIS/Maps/iMAP/MapSets/SensitiveAreas.aspx
http://web1.seattle.gov/dpd/maps/dpdgis.aspx
http://www.nwmaps.net/
http://www.ecy.wa.gov/programs/sea/landslides/signs/signs.html
http://www.kingcounty.gov/healthservices/health/preparedness/VPAT/contacts
http://www.kingcounty.gov/~/media/health/publichealth/documents/vpat/AEP-CARD.ashx


Standard #13: Facility and staff are prepared for an evacuation 

Have you conducted regular evacuation drills? 

13a. Evacuation routes and exit signs are clearly marked and posted throughout the facility. 

 Locate and make copies of building and site maps with critical utility and emergency routes clearly marked. 
Identify and clearly mark entry-exit points both on the maps and throughout the building.  

 Post maps for quick reference by employees.  

 Keep copies of building and site maps with your crisis management plan and other important documents in your 
Go Kit and also at an off-site location. Identify which person will be responsible for taking the Go Kit during 
evacuation. 

 Make copies of building and site maps available to first responders or other emergency personnel.  

 Plan two ways out of the building from different locations throughout your facility.  

 Consider the feasibility of installing emergency lighting or plan to use flashlights in case the power goes out.  

13b. Staff and volunteers are familiar with the evacuation protocols and know where to rally after evacuating the facility. 

 Some disasters will require people to leave the building quickly. The ability to evacuate staff, clients and visitors 
effectively can save lives. People who plan and practice how they will get out of the building in an emergency are 
better prepared than those who do not. 

 Decide in advance who can order an evacuation. Create a chain of command so that others are authorized to act 
in case your designated person is not available. If local officials tell you to evacuate, do so immediately. 

 Be sure to take time to specifically account for diversity in how information is received and acted upon. 

 Identify who will shut down critical operations and lock the doors, if possible, during an evacuation. Emphasize 
personal safety first.  

 Identify roles to help in evacuation. Alarm systems, flashing lights and announcements do not ensure that 
everyone on site will be aware of the need to evacuate. Identify people in each area of your building who will 
sweep the area as they exit.  

 Train others who can serve as a back-up if the designated person is unavailable. 

 Write down, distribute and practice evacuation procedures.  

 Establish a warning system. Test systems frequently. 

 Designate an assembly site. Pick one location near your facility and another in the general area in case you have 
to move farther away.

 Talk to staff in advance about the importance of letting someone know if they cannot get to the assembly site or if 
they must leave it. Have sign in sheets and designate certain staff responsible for retrieving these to account for 
guests and customers when you get to the assembly site.  

Robin Pfohman, VPAT Program Manager
206-263-8759    Robin.Pfohman@kingcounty.gov
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Key Tools for This Standard 
 

 Collaborating Agencies Responding to Disaster (CARD), Sections I and K  

 Ready.gov - Planning 
This is a FEMA website that assists businesses with conducting risk assessments, business impact analyses, 
hazard prevention and deterrence, and risk mitigation. 

 Orientation Manual for First Responders on the Evacuation of People with Disabilities 

 Americans with Disabilities Act (ADA) Checklist for Readily Achievable Barrier Removal  

 Occupational Safety and Health Administration (OSHA) Plans and Procedures 
This website provides VERY useful information regarding evacuation plans that encompass staff, clients, and 
visitors in addition to examples and interactive demonstrations. 

Agency Emergency Planning Contact Info 

http://www.ready.gov/business/plan/evacplan.html
http://www.usfa.dhs.gov/downloads/pdf/publications/FA-235-508.pdf
http://www.adachecklist.org/checklist.html
http://www.kingcounty.gov/healthservices/health/preparedness/VPAT/contacts
http://www.kingcounty.gov/~/media/health/publichealth/documents/vpat/AEP-CARD.ashx

