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Introduction 
According to the team at NOAA’s National Centers 

for Environmental Information (NCEI) 2021 was 

another year of frequent and costly disasters. The 

U.S. experienced 20 separate billion-dollar diverse 

weather and climate disasters. These events caused 

at least 688 direct or indirect fatalities and damages 

totaled approximately $145 billion. Education 

and preparation are important to staying safe, 

minimizing your loss and protecting your property 

and your business.

This guide has been developed to assist our valued 

McGriff clients in preparing for, responding to and 

recovering from a severe weather event. Included 

in this resource you will find a variety of helpful 

disaster response resources.

https://www.climate.gov/news-features/blogs/beyond-data/2010-2019-landmark-decade-us-billion-dollar-weather-and-climate
https://www.climate.gov/news-features/blogs/beyond-data/2010-2019-landmark-decade-us-billion-dollar-weather-and-climate
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Long Before the Storm
Business Continuity Planning

Every day your organization is exposed to a variety of weather-related hazards. Some can be easily prepared 

for like a dusting of snow or a heavy rain. Others may be more worrisome due to the strength and duration 

of the storm. A business continuity plan, if properly developed, implemented and maintained, can be the 

difference between successfully recovering from a business interruption and going out of business.

A business continuity plan is strategic in nature and is focused on returning your organization back to normal 

operations as soon as possible. These plans are fairly comprehensive and must be supported by management 

to ensure the necessary steps are taken to identify the impact of potential losses and develop recovery 

strategies. At a minimum your plan should:

• Outline a system for managing resources, analyzing information and making decisions in an emergency.

• Provide a written, solid communication system to keep everyone informed.

• Describe the system for evacuation, accountability, shelter and preparedness during a business interruption.

• Organize a plan for protecting facilities, equipment and vital records.

• Outline how the business will continue during the interruption, and ultimately resume normal operations 

with regards to logistics, distribution, operations, product and service development, marketing, sales, 

management, and human resources.
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The McGriff Business Continuity Plan-Creation 

Toolkit and Sample Business Continuity Plan 

Template will help to guide you through the process. 

The ready.gov website also offers a Business 

Continuity Planning Suite which offers training 

videos and other resources. 

Emergency Action Plan

In addition to your Business Continuity Plan, every 

organization should also have an Emergency 

Action Plan (EAP). An EAP is a planned response to 

incidents that pose an immediate threat to the safety 

and well-being of employees, contractors, visitors, 

and neighboring businesses. EAPs are intended to 

bring a situation under control in a very short period 

of time. Ideally, emergency planning should be a year 

round priority. To the extent possible, actions should 

also be taken to minimize damage to property and to 

the environment.

For many, EAPs are required by the Occupational 

Safety and Health Administration (OSHA). Per 

OSHA’s 20 CFR 1910.38, employers who are subject 

to the regulations must have an EAP. Following are 

the minimum requirements of a written EAP, as 

outlined in the  Evacuation Plans and Procedures 

Tool:

• Means of reporting fires and other emergencies.

• Evacuation procedures and emergency escape

route assignments.

• Procedures for employees who remain to operate

critical plant operations before they evacuate.

• Accounting for all employees after an emergency

evacuation has been completed.

• Rescue and medical duties for employees

performing them.

• Names, titles, departments and telephone

numbers of persons who can be contacted.

https://www.ready.gov/business-continuity-planning-suite
https://www.ready.gov/business-continuity-planning-suite
https://www.osha.gov/SLTC/etools/evacuation/min_requirements.html
https://www.ready.gov/
https://www.ready.gov/evacuation
https://www.ready.gov/evacuation
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While not required, it is recommended the plan also 

include:• Emergency Response Team – The team should

include an emergency coordinator to manage the 

event and someone who will be responsible for 

monitoring the news and weather to disseminate 

weather updates.

• Emergency contact information which is regularly

updated for all associates. Several sample forms

are included in this guide as follows:

- Management Emergency Contact Information

Form

- Employee Emergency Contact Information

Form

- Emergency Contacts Training Questionnaire
- Emergency Contacts – Basic form to record

insurance broker & carrier information

• Weather related storm alert/notification process

for the geographical areas affecting your

business.

• Procedures to communicate how employees are

to report emergencies (i.e. Call 911, emergency

phone numbers, etc.).

• A communication method to alert all individuals

of an emergency.

• A plan for communication after the emergency to

keep customers informed.

• Shelter-in-place procedures including what

actions should be taken before and during

sheltering.

• Checklists created for employees that are

responsible for tasks during an emergency.

• Employee roster sheets maintained and available

to supervisors or designated personnel in an

emergency to account for all individuals in the

facility.

• First aid procedures outlining who can perform 

first aid and to what extent.

• Training for new hires, and existing associates 

whenever the plan changes or the associate’s 

duties change.

• An emergency first aid kit that should be re- 

inspected and replenished annually or after an 

emergency. A sample First Aid Kit Checklist is 

provided.

• Identification and maintenance of respirators, if 

needed.

• Identification and maintenance of sprinklers, fire 

extinguishers and smoke detectors.

• Scheduled inspection and ongoing repair of roof 

and gutters, when needed, to ensure proper site 

drainage.

• If backup power will be used, a procedure to test 

the system and establish contacts for emergency 

fuel supply.

• Establish relationships with local, reliable 

contractors that will be available for any critical 

building repairs after the storm.

• Emergency shutdown and start-up procedures for 

computer systems, special equipment, 

refrigeration systems, electrical and gas systems 

boilers, etc.

• A payroll policy in the event of office closings due 

to an emergency.

• A plan for how documents, records and reports 

will be backed up and protected during a storm.

• A copy of key insurance information like policies 

and contact information are available offsite.
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In addition, a disorganized evacuation can result in confusion, injury and property damage. When developing 

your EAP, it is important to explore the evacuation in detail. Consider the following:

• Identification of the conditions that would make an evacuation necessary and under what conditions it

would be best to shelter-in-place.

• Develop and post evacuation routes and maps throughout the facility, to include specific evacuation

procedures for high-rise buildings. Coastal locations should identify safe routes inland.

• Procedures for assisting visitors and employees to evacuate, especially those with disabilities or who do

not speak English.

• Plan for any special equipment that may be needed for employees to safely evacuate.

• Clearly identify site specific areas of congregation/assembly.

• Determine whether any employees will remain after the evacuation alarm to shut down critical operations or

perform other duties before evacuating.

• Establish a means of accounting for employees after an evacuation. This may include a log that all visitors/

contractors should sign when entering the facility. A supervisor or designated personnel should obtain the

log during an emergency event to be sure all visitors/contractors are safely evacuated. A sample Workplace

Visitor Sign-in/Sign-out Log is provided.

• Establish a clear chain of command and a designated person in the organization with the authority to order

an evacuation or shutdown.

Once the EAP is created it is important that it be periodically tested and updated annually.

The OSHA Emergency Action Plan Program & Training Materials will help to guide you through the process 

of developing your own EAP.
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Insurance Considerations

Understand What Your Policies Cover

Insurance policies may appear confusing and often times contain various coverage exclusions. Review them 

carefully, particularly the insuring clauses and the exclusions. This should be done in conjunction with your 

McGriff insurance team. Look at the policy critically, to figure out what, exactly, is covered. The time to fix 

coverage problems is before the loss.

The most basic “multiple-peril” property insurance policy provides protection for losses caused by things such 

as fire and theft. As part of this policy your business’ physical property and contents are typically covered. All 

claims are not covered within this basic policy, therefore, additional coverages such as business interruption 

and extra expense are often needed to compensate for the negative financial impact of the disaster. Outlined 

below is a description of some of the more common coverages:

• Business Interruption Coverage. A business interruption policy covers the net loss of income that a 

business experiences after a disaster. While general property insurance covers the physical damage to 

the business, business interruption insurance covers the financial damages that result from an interrupted 

income flow. This coverage can be added onto the business’ property insurance policy or comprehensive 

package policy. It is important to talk to your broker about exclusions, business interruption worksheets and 

how to properly capture a list of assets and their values. Update list annually.

• Extra Expense Coverage. Extra expense insurance covers a business from expenses that may occur 

when normal business operations are disrupted and until it has been restored to normal operations. Extra 

expenses are those expenses over and above normal operating expenses, reasonable and necessary, 

to mitigate the loss and return the business to temporary or normal operations during the period of 

restoration. For example, the cost of setting up a temporary office to operate from as well as the ancillary 

expenses such as connecting utilities, new phone and internet network, etc. Your broker can help you 

determine the extra expense coverage needed for your business.

• Ordinance or Law Insurance Coverage. Compliance with ordinances and laws after a loss can add 50% or 

more to the cost of a claim. Most property insurance policies will have an ordinance or law exclusion which 

applies to the physical damage and the time element coverage. The exclusion precludes coverage when 

there is an ordinance or law enforced which:

 - Regulates the construction, use, repair or removal of any property, including debris removal

 - Requires that property be torn down, including the cost of removing debris

 - Results in increased costs in order to comply with any ordinance or law in the reconstruction (such as 

changing codes)
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Additional coverage can be purchased and added to a policy to provide more protection. The insuring 

agreement will usually indicate what causal connection must exist between the covered cause of loss, 

the damage and the applicable ordinances or laws in order for coverage to apply. Typically the coverage 

provides limited protection for costs associated with repairing, rebuilding, or constructing a structure when 

physical damage to the structure by a covered loss triggers an applicable ordinance or law.

• Wind Driven Rain. Wind Driven Rain covers losses resulting from wind driven rain which enters the interior 

of the building even though there is no damage to the exterior. Most property insurance policies exclude 

coverage for wind driven rain. With a hurricane or tropical storm, this is a major cause of damage. Not all 

insurers offer this coverage, but enough do to make it a viable option. 

• Off Premises Utilities Interruption. Off Premises Utilities Interruption typically covers losses sustained 

by your business as a result of a utility interruption off your premises due to an event like a wind storm 

or other peril covered by the policy. Some policies may offer a small limit of coverage for this peril and 

some restrict the coverage to damage on your own premises; however, if you are heavily dependent on 

electricity, gas, water or other utilities, then this coverage can be added to your policy by endorsement for 

limits greater than what is generally offered, if offered at all. Like all coverage under an insurance policy, 

there are conditions to this coverage such as the cause of the interruption must be from a covered peril 

in the insurance policy. This coverage is especially critical in disaster situations where services may be 

unavailable for prolonged periods of time.

Talk with your broker about your business needs and appropriate coverages.
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Anticipate Documents Needed to Support a Property Loss

Most property insurance policies are written on a replacement cost basis, meaning the policy will pay to repair 

and replace damaged property with property of like kind and quality. A decision to replace damaged property 

with property that is not of like kind and quality can result in unreimbursed expenses.  

• Ensure formal appraisals are obtained and regularly updated on all buildings.  If a building is destroyed 

during a loss you must have some way to determine the value for claim purposes.

• Maintain a list of equipment and fixtures.  Ideally you will have a detailed description of each machine 

with its manufacturer, age and cost, including the cost of freight, installation, accessories, attachments 

and modifications. An inventory like this need not be made by a professional or by outsiders; it can be an 

internal project. A photo or video of the objects can show the adjuster what these machines looked like 

when operational. Claim values are based on actual cost to replace at the time of loss, not on the remaining 

book value. For current items obtain estimated replacement costs from manufacturers or dealers.  For 

older items, establish actual cash value. You may have to use a combination of your capital assets ledger, 

acquisition cost, appraisals and maintenance logs to establish the actual cash value of the damaged 

property. Even these records will not be all-inclusive because some accounting systems delete an asset 

from the books when it is fully depreciated. 

• Keep records of physical inventory, purchases and sales related to materials and supplies. The valuation 

method will follow your policy provisions, but be alert to possible problems in treating freight, purchasing 

and selling expense, bad debts, shrinkage, returns and allowances, commissions, and discounts - all will 

likely affect your final figures.

Establish a Process for Gathering Claim Data

Determine who will be responsible for gathering the data necessary to prepare the claim. The responsible 

group will likely consist of people from several departments including production, sales, accounting and 

payroll. Do those individuals know their responsibilities and how quickly they must begin the process? 

Identifying these people ahead of time and giving them a brief training on what record keeping will be required 

will make your claim easier to document, substantiate and collect.

Make Certain Vital Records Will Not Be Destroyed

Some documents are stored on-site and may not be duplicated elsewhere. Problems will result if you have 

to recreate evidence of what existed before the loss without an appraisal, inventory or ledger. If you currently 

store valuable documents on the premises, they should be in a fireproof area. However, the best procedure is 

to keep a copy of these documents at an off-site location. Examples of these documents include:

• Appraisals

• Blueprints, plans, and specifications

• Photographs

• Property records

• Inventory records

• Financial records
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Preparing for the Storm 
General Recommendations

Ideally, emergency planning should be a year round priority. At a minimum, however, the weeks before the start 

of a severe weather season are a good time to refocus your efforts. Below is a summary of the severe weather 

seasons throughout the US according to NOAA.

Types of Severe Weather Season Geographic Location

Severe Winter Weather Nov. 1 - Mar. 1
Northeast, Midwest, Mountain West, Northwest, High 

Elevation in Southeast and Mid-Atlantic

Flooding Mar. 1 - June 30 Northwest, Mountain West, Northwest, Midwest

Flash Flooding Year Round Nationwide

Tornado Mar. 1 - June 30 Midwest, Southeast, Southwest, Mid-Atlantic

Hurricane June 1 - Nov. 30 Gulf Coast and Atlantic Seaboard States

Thunderstorms and Lightning Mar. 1 - Sept. 30 Central Plains, Southeast, Mid-Atlantic, Southwest

Hailstorm Mar. 1 - Sept. 30 East of the Rockies

Wildfire Mar. 1 - June 1 Southeast

Wildfire June 1 - Nov. 1 Mountain West, Pacific West, Southwest
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The Insurance Institute for Business and Home Safety has created a website focused on strengthening homes 

and businesses to prevent injuries and reduce losses. OFB-EZ (TM), a free business continuity tool, is 

designed to help any size business to plan and create their own business continuity plan using the eight 

program modules. The website also offers checklists, toolkits and many other helpful resources. 

The Week Before the Severe Weather is Expected

Preparation taken the days before severe weather is expected can make a significant difference in minimizing 

the damage and the impact of the event. Following are some suggested tasks to address prior to the incident. 

Be sure to designate the person/persons responsible for each task.

• Secure equipment, cabinets and fixtures vulnerable to the approaching severe weather.

• Notify employees of the potential for severe weather and instruct them to review and prepare to implement

the emergency plan, if needed.

• Check to be sure employees have business emergency telephone numbers, contact information for key

personnel, and the communication plan.

• Check emergency supplies and replenish as needed:

- Flashlights and extra batteries

- Battery-powered radio

- Water stored in plastic containers

- Ready-to-eat canned foods and foods that do not require refrigeration, cooking or preparation

- First aid supplies to include adhesive bandages, sterile dressing, roller gauze bandages, gauze pads,

germicidal hand wipes, non-latex gloves, adhesive tape, cold packs, scissors, tweezers and CPR face

shield

https://disastersafety.org/business-protection/ofb-ez/
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72 Hours before the Severe Weather is 
Expected

As the severe weather approaches, additional 

preparation can make a difference as to whether 

a business and their associates survive the storm. 

While this list may not include every possible 

activity that could be impactful, following are some 

suggested tasks to address prior to the event. Be 

sure to designate the person/persons responsible 

in your organization for each task.

• Secure any loose items around the building, 

including trash receptacles, signs, awnings, 

tools, etc.

• Check to be certain fire protection systems 

(sprinklers, extinguishers, etc.) are working.

• Fill emergency generators and fire pump 

fuel tanks with fuel. Contact fuel suppliers to 

schedule post-storm deliveries, if possible.

• Develop scripts and templates that can be 

utilized to update the company’s website, voice 

mail message, etc.

• Communicate to employees the importance of 

checking the hotline, and company website or 

intranet for updates regarding the status of the 

facility.

• Instruct employees that have a company- 

issued laptop to take it with them at the end 

of the day and check to be sure they are able 

to access the business remotely. Employees 

should ensure that their laptop, cellphone 

and any other electronic equipment are fully 

charged. 

• Install emergency backup lights that turn 

on when the power goes out, if not already 

available.  
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24-48 Hours Before the Severe Weather is Expected

While you still have time before the weather event, following are some additional tasks you will want to 

consider as you prepare. Be sure to designate a person /persons to be responsible for each task.

• Decide when the office or facility will close and when employees will be excused from work  to prepare their 

families and homes. Notify employees.

• Notify key customers, suppliers and business partners of the office/facility closing. Included might be 

USPS, the janitorial service, vendors, etc.

• Disconnect electrical equipment and unplug it from any power sources.

• If high-winds are expected, install window protection. If none is available, close blinds and cover equipment 

with tarps to avoid damage from broken glass.

• If flooding is a possibility, seal water entry points and install first-floor drain plugs. Raise equipment and 

furniture as high as possible. Relocate critical records and equipment.

• If employees are going to remain on site, designate a safe place in the office or facility. 

• Ensure that any employees with communication responsibilities have the most updated version of the 

company contact information.

• Advise employees to change their voicemail message and set up an “out of office” response to email.

• Update backup records and move them to a location that is not vulnerable to the same weather event.

• Prepare messages to post to the company’s website, intranet, social media, voice mail system etc.

• Recommend employees check the status of the office or facility at least twice daily.

• Place a “closed” sign on the main entrance to the office or facility, and include details about how visitors 

can find information regarding the status of the business operations.

• Conduct the appropriate shutdown procedures.

• Close and lock office doors, particularly those on the perimeter of the building.
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Communicate Appropriately to Key Individuals

• Communication is performed in no particular order and is often conducted simultaneously. It is suggested 

that legal counsel be consulted before making formal statements. 

• Notify the most critical need-to-know employees first (Executives, Senior Leadership, Human Resource, 

Plant Manager, etc.).

• Notify all other company personnel of the status of the event as needed.

• If appropriate, notify customers and clients who will experience a direct impact to their operations as a 

result of the loss.

Public Relations

• If necessary, designate an appropriate management team member or Public Relations firm to speak on 

behalf of the company.

• Remind employees of the media policy and to refer all inquiries to the designated individual or firm.

Refer to the Linked Attachments for Storm Specific Guidance:  
• Earthquake

• Flood

• Hailstorm

• Heat Wave

• Hurricane & Tropical Wind

• Landslide, Mudslide, and 

Debris Flow

• Lightning

• Tornado

• Wildfire

• Winter Storm

• Residential Multi-storm 

Resources
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Claim Handling After the Storm 
Enact Notification Procedures

An important question will arise during an event of this magnitude, which is whether your company should file 

a claim. McGriff always recommends that companies file any claim or potential claim with the carrier as soon 

as possible, according to the policy.

Significant property losses present business continuity challenges for many organizations. Following are some 

strategies which may minimize further damage and help to expedite the claims process.

Prevent Harm to Associates

• If appropriate, call 911 – Report the incident to authorities and follow instruction.

• Evacuate personnel to the designated assembly area or other preferred meeting place.

• Conduct a brief site assessment to eliminate life threatening hazards. For example, turn off and lock-out all 

energy sources in the vicinity of the loss area.

Protect Damaged and Nearby Property From Further Loss

• Take reasonable action to protect the damaged property from further damage. Actions may include 

temporary repairs and protection from elements. Your personnel must take immediate emergency 

measures to minimize the damage. If necessary, call professional vendors for assistance. When possible, 

clear temporary measures and permanent repairs with the adjuster before proceeding. Otherwise, here is a 

general rule to help you make decisions: When in doubt, act as you would if you had no insurance at all.

• Ensure fire protection has been restored.  This may require replacing sprinkler heads, arranging for 

temporary standby hose lines, recharging extinguishers and automatic special protection systems, capping 

broken lines and getting them back into service.

• Take photos of initial damage if possible.
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Begin the Salvage Process

As soon as it is safe, begin cleaning, protecting and salvaging.

• Separate undamaged from damaged goods and begin to segregate what can be saved.

• Dry and protect all motors and electrical equipment.

• Clean, dry and protect machinery to prevent rust.

• Reprocess any damaged material that can be saved.

• Repackage finished goods, if undamaged.

• Do not dispose of any materials until the adjuster agrees they are unsalvageable.

• Prepare an inventory list of damaged property using the “Damaged Property Inventory” form in this guide. 

 - List quantity, description, replacement cost and amount of loss.

 - Attach bills, receipts and other related documents.

 - Retain damaged property until a claims adjuster approves disposal unless unsafe to do so.

In some cases, it may be impractical for you to reprocess or sell damaged property. The adjuster usually 

will arrange for a salvage company to take over the property and dispose of it on your account. Your policy 

normally stipulates who has control of the goods and how the salvage can proceed. You do not have the right 

to abandon it to the insurer’s care without the insurer’s agreement. 
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Track Claim Costs

Many people in your organization (who will have been identified) will need to participate in tracking costs for 

the claim submission. This is important because in the first days after a loss and beyond it is difficult to keep 

track of what costs should be assigned to the claim.

Set up special work orders, job numbers and other accounting procedures which will enable you to identify and 

capture all claim costs.

Examples of claim cost categories are:

• Protection and preservation

• Temporary repairs and replacement

• Permanent repairs and replacement

• Extraordinary and expediting expenses

Describe the tasks assigned to job numbers and make sure to separate overtime pay because you will need 

this breakdown later. The straight-time labor will go into the property damage claim; overtime usually will go 

into the time element claim.

Attempt to secure the adjuster’s agreement to compensate for salaried repair labor, if possible, before a loss 

occurs. Frequently, adjusters will take the position that any repairs or clean-up by salaried/management 

personnel do not represent additional costs since those employees must be paid anyway.

Review all components of overhead charges with the adjuster and try to reach an agreement on mark-ups and 

corresponding amounts to be allowed in this adjustment. Remember to keep records of overhead applied to 

labor, materials, etc.

Obtain Damage Estimates

As time permits, before authorizing permanent repairs, attempt to obtain your adjuster’s agreement on the 

scope of repairs. The scope of work is an important aspect of the loss. Unless you and the adjuster agree on 

what needs to be done, the claim’s monetary value will be in dispute. Delays will result.

• Set up an appointment to meet with the insurance carrier assigned claim adjuster, or the property damage 

appraiser, to view the loss and discuss damage.

• Work with the adjuster/appraiser on the scope of the damage and the necessary repairs.

• Discuss the restoration process with the adjuster/appraiser as well as the estimated length of restoration.

• Note any discrepancies in estimated values.

• Refer to McGriff’s Property Loss – Services & Provider Information resource to help manage repair 

estimates and completed work.



McGriff  |  19

Restoration - Arrange for Repairs

You will need to secure contractors to bid on the job. Adjusters will have their inspectors or independent 

adjusters provide an estimate and you have the right to have your own contractors prepare a basis for 

settlement. Most reputable contractors will give free estimates in the hope of obtaining the job. Some may 

charge for these services and those costs may not be recoverable unless agreed to by the adjuster.

A contractor accustomed to working on insurance claims should know what type of detail the adjuster requires 

in the proposal. If not, arrange a meeting with the adjuster to set up the ground rules. A bid without complete 

back-up details and itemization also will delay settlements.

• When using a restoration company, it is very important not to sign a contract without getting approval from 

the carrier. During catastrophic (CAT) events vendors will often push for signatures to begin cleanup that 

can bind you, not the insurance carrier, to inflated rates. In a severe CAT event it may be difficult to find 

labor at a reasonable and customary rate. If this happens you should ask the adjuster to provide contractors 

that will agree to the rate they feel is reasonable and customary. Typically in severely damaged areas with 

increased demand, adjusters understand there may be an increase in rate needed, and will accommodate. 

• Contact at least two, ideally three, reputable contractors to agree to give you a detailed estimate for repairs. 

If the insurance carrier provides a list of approved contractors, refer to that list. Do not authorize repairs 

until the claim adjuster has given you the authority to do so.

• It is important that the adjuster and your contractor of choice interact and come to an agreement on the 

cost of repairs, method of repairs, etc. If your company’s designated representatives and the adjuster 

disagree on the extent of damage to buildings and this difference cannot be easily resolved, you may need 

an expert’s opinion from a  contractor,  architect  or  licensed  structural or civil engineer. For the same 

situation in connection with machinery and equipment, you may need documents from the equipment 

manufacturer or machinery repair experts. These expert opinions are sometimes required to support your 

position, but you usually cannot recover their cost, unless you can get prior agreement from the adjuster to 

pay them. Some honest differences of opinion are inevitable on any major loss, but if you communicate with 

McGriff and the adjuster we can usually help you resolve them. When the repair estimate is agreed upon, 

you may be asked to file a partial Proof of Loss form for that amount.

• Work with the adjuster and the insurance company to determine how salvage from the loss will be handled.

• Be prepared to provide additional documentation as requested by the adjuster. 
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Resume Operations

Consider whether it is practical to set up temporary facilities in your location or elsewhere while repairs are 

being made. If your operations include manufacturing, you may be able to extend production by adding another 

line or an additional shift, either at the same plant or another facility producing the same product. You may 

be able to maintain sales out of inventory or by shipping from other facilities. Business interruption policies 

require you to make use of finished goods inventory to reduce a loss of sales, but in most cases you may be 

entitled to recover the necessary extra expense to replace the inventory after you get back into production.

Proactively Manage Your Claim

Our experience shows that most problems in adjusting a claim can be traced to three sources:

• Failure to communicate with the adjuster

• Lack of sufficient documentation

• Failure to demonstrate a true loss of business

It is important to create an atmosphere of competence when dealing with insurer representatives. If your facts 

are incorrect or your presentation is confusing, you may reduce the credibility of the claim. 

• Designate claim coordination and communication responsibilities to the appropriate people in your 

organization. This may require additional persons to be designated at the local level. Included is a high level 

“Property Loss Checklist” that should help designated individuals quickly review the loss to determine if 

additional action is needed.

• Maintain a record of all claims related communication with the carrier.

• If the loss is substantial, some carriers will allow policyholders to request a monetary advance to assist with 

the debris removal, protection expenses and any other out-of-pocket expenses incurred as a result of the 

loss.

• Record all expenses, such as:

- Wages for employees involved in clean up or repair

- Overtime paid for employees to fulfill orders that would have been completed during normal hours if not for 

the loss

- Outside vendors involved in clean up, repair, etc.

- Leasing of temporary space until your facility is repaired

- Leasing or purchase of any items necessary to continue operations

- Repairs of damaged property

- Replacement of damaged property

- Expediting expenses
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• Prepare documentation to support your claim:

 - Applicable work orders which capture loss related costs.

 - Profit and loss statements, general ledger, production schedules and records, inventory records, cost 

summary records and sales projections -showing minute detail on elements of the variable and fixed costs.

 - A detailed breakdown of your hourly payroll fringes and the percent of fringe benefit to hourly payroll.

 - Increased costs to get product to customers.

 - Rental costs of any assets while your damaged assets were being repaired or replaced.

 - Documentation on the peaks and valleys of your production and/or sales year.

 - Possible scenarios for the successful transfer of operations to another site.

 - Contracts or agreements with your employees, their bargaining agencies, or vendors that compel you to 

pay employees though no work is available.

 - Schedule of plant maintenance, turnaround, or other downtime that falls within the loss period.

• Document any business lost due to the necessary suspension of your operations, such as canceled or 

refused orders. Some of the above items could be considered Business Interruption expenses and may be 

reimbursable under your policy. Notify the adjuster of any loss of income as a result of the event. While 

this will be the last portion of the claim that is resolved, the insurance carrier should be put on notice. It 

is common for a carrier to assign an accountant to determine the extent of a business income loss. You 

may be asked for detailed financial records. The business income loss will be finalized when the period of 

restoration is complete or the limit of liability is reached. 

McGriff believes in the importance and value of the products and solutions we provide our clients. We 

understand peace of mind and financial security is the reason you have chosen a reputable broker with 

outstanding capabilities. Thank you for the opportunity to assist you in managing your risks.

Additional Loss Considerations 
• Expect to be contacted by 

the claims adjuster within 48 

hours of reporting.

• Document all steps you 

have taken in the claims and 

restoration process.

• Document every expense you 

have and retain all receipts.

• If you are unsure if you 

have Business Income 

insurance or how your policy 

will respond, contact your 

McGriff representative for 

further guidance.

• Advise McGriff immediately if 

your circumstances change, 

particularly if this loss will 

have a greater effect on 

your business than originally 

anticipated.
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Resources
Appendix
• Business Continuity Plan Creation Toolkit
• Sample Business Continuity Plan Template
• Emergency Action Plan Program & Training"

Materials

• Management Emergency Contract Information"
Form

• Employee Emergency Contact Information Form
• Emergency Contacts Training Questionnaire
• Emergency Contacts - Basic form to record"

insurance broker and carrier information

• First Aid Kit Checklist
• Workplace Visitor Sign-in/Sign-out Log
• Damaged Property Inventory
• Property Loss Checklist
• Property Loss – Services and Provider

Information

• Storm Specific Guidance:
- Preparing for and Responding to an

Earthquake

- Preparing for and Responding to a Flood
- Preparing for and Responding to a Hailstorm
- Preparing for and Responding to a Heat Wave
- Preparing for and Responding to Hurricanes

and Tropical Winds

- Preparing for and Responding to Landslide,
Mudslide, and Debris Flow

- Preparing for and Responding to Lightning
- Preparing for and Responding to a Tornado
- Preparing for and Responding to a Wildfire
- Preparing for and Responding to a Winter

Storm

• Residential Storm Resources:
- Are You Prepared: Winter Storms Extreme Cold

– Homes
- Are You Prepared: Winter Storms Extreme Cold

– Vehicles
- Be Prepared – Winter Storms
- Home Matters - Lightning Safety
- Home Matters- Controlling Windstorm Damage
- Home Matters- Preventing Water Damage
- Home Matters- Earthquake Preparedness
- Home Matters- Preparing for the Hurricane

Season

- Infographic – 4 Ways to Prepare Your Home
for Storms

- Live Well Work Well – Health Concerns
Following a Hurricane or Flood

Weather Related Tools and Resources 
• What can I do to make my home/business more disaster resistant?

• Worker Safety and Health during Tornadoes

• Worker Safety and Health for Hurricane and Flood Cleanup and Recovery

• Keeping Workers Safe during Disaster Cleanup and Recovery

• OSHA – NIOSH Heat Safety Tool Smartphone App

• IBHS Fortified Program for Residential and Commercial Properties

https://www.aoml.noaa.gov/hrd-faq/#1569507388495-a5aa91bb-254c
https://www.osha.gov/OshDoc/data_Hurricane_Facts/faq_storms.html
https://www.osha.gov/SLTC/emergencypreparedness/worker_sh_resources_hurricanes_floods.html
https://www.osha.gov/Publications/OSHA3698.pdf
https://www.osha.gov/heat/index.html
https://fortifiedcommercial.org/levels/
https://www.osha.gov/tornado
https://www.osha.gov/emergency-preparedness/hurricane-flood-resources
https://www.osha.gov/tornado
https://www.osha.gov/emergency-preparedness/hurricane-flood-resources
https://www.osha.gov/sites/default/files/publications/OSHA3698.pdf
https://training.fema.gov/emiweb/is/is394a/is%20394a_complete.pdf
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Cited Sources
• NOAA, Adam B. Smith 2021 U. S. billion-dollar weather and climate disasters in historical context

https://www.climate.gov/news-features/blogs/beyond-data/2021-us-billion-dollar-weather-and-climate-

disasters-historical

• Ready.gov Business Continuity Planning Suite. https://www.ready.gov/business-continuity-planning-suite
• Insurance Institute for Business & Home Safety – https://disastersafety.org/ibhs-business-protection/ez-   

prep-emergency-response-planning/

• Are You Prepared for Floods? – https://www.fema.gov/

• Business Flood Plan – Zywave resource

• Business Flood Preparation – Zywave resource

• Insurance Institute for Business & Home Safety – Reduce Hail Damage to Businesses

• The Office of Homeland Security – https://www.ready.gov/wildfires
• Travelers  Insurance  Company  –  https://www.travelers.com/resources/auto/safe-driving/driving-in-fog-  

safely

• The Office of Homeland Security – https://www.ready.gov/tornadoes

• Winter Weather Basics – https://www.nssl.noaa.gov/education/svrwx101/winter/
• The Red Cross – Heat Wave http://www.redcross.org/get-help/how-to-prepare-for-emergencies/types-of-  

emergencies/heat-wave-safety.html

• US Coast Guard – https://www.uscgboating.org/

• Boating in Fog – National Weather Service – https://www.weather.gov/safety/fog-boating

• OSHA’s Campaign to Keep Workers Safe in the Heat

• CNA – The Flood Preparation Checklist

• CNA – The Cold Weather Preparation Checklist

• CNA – Wildfires: Some Things You Can Do to Reduce the Risk to Your Business

• OSHA eTools – Emergency Action Plan>Evacuation Elements

• The National Severe Storms Laboratory – NSSL

• National Weather Service – Lightning Safety

• Hanover Insurance Company – Business Tips for weathering a hail storm
• The Red Cross – Landslides http://www.redcross.org/get-help/how-to-prepare-for-emergencies/types-of-  

emergencies/landslide.html

• The Red Cross – Earthquakes https://www.redcross.org/get-help/how-to-prepare-for-emergencies/types-of-  

emergencies/earthquake.html

• USGS - https://www.usgs.gov/faqs/what-earthquake-and-what-causes-them-happen?qt-news_science_ 

products=0#qt-news_science_products

https://www.climate.gov/news-features/blogs/beyond-data/2021-us-billion-dollar-weather-and-climate-disasters-historical
https://www.climate.gov/news-features/blogs/beyond-data/2021-us-billion-dollar-weather-and-climate-disasters-historical
https://www.ready.gov/business-continuity-planning-suite
https://disastersafety.org/business-protection/ez-prep/
https://disastersafety.org/business-protection/ez-prep/
https://www.fema.gov/
https://disastersafety.org/hail/protect-your-business-from-hail/
https://www.ready.gov/wildfires
https://www.travelers.com/resources/auto/safe-driving/driving-in-fog-safely
https://www.travelers.com/resources/auto/safe-driving/driving-in-fog-safely
https://www.ready.gov/tornadoes
https://www.nssl.noaa.gov/education/svrwx101/winter/
https://www.redcross.org/get-help/how-to-prepare-for-emergencies/types-of-emergencies/heat-wave-safety.html
https://www.redcross.org/get-help/how-to-prepare-for-emergencies/types-of-emergencies/heat-wave-safety.html
https://www.uscgboating.org/
https://www.weather.gov/safety/fog-boating
https://www.osha.gov/heat/index.html
https://www.cna.com/web/wcm/myconnect/6f3551f9-bc30-4c50-8859-920cb34a3ec6/CNA%2BRisk%2BControl%2BFlood%2BPreparation%2BGuide.pdf?MOD=AJPERES&amp;CONVERT_TO=url&amp;CACHEID=6f3551f9-bc30-4c50-8859-920cb34a3ec6
https://www.cna.com/web/wcm/myconnect/2425cbbc-72b9-41c5-813a-bf75ab4a989f/RC_Property_Bul_ColdWeatherChecklist_CNA.pdf?MOD=AJPERES&amp;CONVERT_TO=url&amp;CACHEID=2425cbbc-72b9-41c5-813a-bf75ab4a989f
https://www.cna.com/web/wcm/connect/cf882f2a-4b97-46f5-ac91-ceef197492fb/RC_Wildfires_ReduceYourRisk_2013.pdf?MOD=AJPERES&amp;CACHEID=cf882f2a-4b97-46f5-ac91-ceef197492fb
https://www.osha.gov/SLTC/etools/evacuation/evac.html
https://www.nssl.noaa.gov/education/svrwx101/lightning/
https://www.redcross.org/get-help/how-to-prepare-for-emergencies/types-of-emergencies/earthquake.html
https://www.redcross.org/get-help/how-to-prepare-for-emergencies/types-of-emergencies/earthquake.html
https://www.usgs.gov/faqs/what-earthquake-and-what-causes-them-happen?amp%3Bqt-news_science_products=&qt-news_science_products=0#qt-news_science_products
https://www.usgs.gov/faqs/what-earthquake-and-what-causes-them-happen?amp%3Bqt-news_science_products=&qt-news_science_products=0#qt-news_science_products
https://www.mcaa.org/wp-content/uploads/2017/09/CNARiskControlFloodPreparationChecklist.pdf
http://www.mpicwi.com/documents/RC_Property_BUL_ColdWeatherChecklist_CNA.pdf
https://www.cna.com/web/wcm/connect/cf882f2a-4b97-46f5-ac91-ceef197492fb/RC_Wildfires_ReduceYourRisk_2013.pdf?MOD=AJPERES&CACHEID=cf882f2a-4b97-46f5-ac91-ceef197492fb
https://www.osha.gov/etools/evacuation-plans-procedures
https://www.nssl.noaa.gov/
https://www.weather.gov/safety/lightning
https://www.hanover.com/resources/tips-individuals-and-businesses/prepare-now-learn-how/tips-weathering-hail-storm-video
https://www.redcross.org/get-help/how-to-prepare-for-emergencies/types-of-emergencies/landslide.html
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All McGriff Risk Solutions Services are advisory in nature and are designed to assist the client in the establishment and maintenance of a safe 
workplace. The responsibility to provide safe and healthful work conditions and operations free from known risk and harm to employees, third 
parties, and the environment is, and shall remain, that of the client. This proposal, and any subsequent reports, is not a warranty that reliance 
upon them will prevent accidents and losses or satisfy local, state or federal regulations, or that any or all unsafe conditions were observed.      
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While the amount of danger from winter weather varies across the country, nearly all Americans, regardless of 


where they live, are likely to face some type of severe winter weather at some point in their lives. Winter storms 


can range from a moderate snow over a few hours to a blizzard with blinding, wind-driven snow that lasts for 


several days. Many winter storms are accompanied by dangerously low temperatures and sometimes by strong 


winds, ice, sleet and freezing rain. 


A primary concern is that winter storms can knock out heat, power and communications services to your home or 


office, sometimes for days at a time. Heavy snowfall and extreme cold can immobilize an entire region. 


The National Weather Service refers to winter storms as “deceptive killers” because most deaths are indirectly 


related to the storm. People die in traffic accidents on icy roads and of hypothermia from prolonged exposure to 


cold. Because of this, it is important to be prepared for winter weather before it strikes. 


Know the Terms 
Familiarize yourself with these terms to help identify winter storm hazards: 


 Freezing rain – Rain that freezes when it hits the ground, creating a coating of ice on roads, walkways, trees 
and power lines. 


 Sleet – Rain that turns to ice pellets before reaching the ground. Sleet also causes moisture on roads to freeze 
and become slippery. 
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 Winter weather advisory – Winter weather conditions are expected to cause significant inconveniences and 
may be hazardous. When caution is used, these situations should not be life-threatening. 


 Winter storm watch – A winter storm is possible in your area. Tune in to National Oceanic and Atmospheric 
Administration (NOAA) Weather Radio, commercial radio or local television for more information. 


 Winter storm warning – A winter storm is occurring or will soon occur in your area. 


 Blizzard warning – Sustained winds or frequent gusts to 35 miles per hour or greater and considerable 
amounts of falling or blowing snow (reducing visibility to less than a quarter mile) are expected to prevail for a 
period of three hours or longer. 


 Frost/freeze warning – Below-freezing temperatures are expected. 


Before Winter Storms and Extreme Cold 
To prepare for a winter storm you should do the following: 


 Add these supplies to your emergency kit: 


o Rock salt or more environmentally safe products to melt ice on walkways 


 Visit the Environmental Protection Agency website for a complete list of recommended 
products. 


o Sand to improve traction 


o Snow shovels and other snow removal equipment 


o Sufficient heating fuel 


 You may become isolated in your home and regular fuel sources may be cut off. Store a good 


supply of dry, seasoned wood for your fireplace or wood-burning stove. 


o Adequate clothing and blankets to keep you warm 


 Make a family communications plan. Your family may not be together when disaster strikes, so it is important 
to know how you will contact one another, how you will get back together and what you will do in case of an 
emergency. 


 Listen to a NOAA Weather Radio or other local news channels for critical information from the National 
Weather Service (NWS). Be alert to changing weather conditions. 


 Minimize travel. If travel is necessary, keep a disaster supply kit in your vehicle. 


 Bring pets/companion animals inside during winter weather. Move other animals or livestock to sheltered 
areas with non-frozen drinking water. 


Winterize Your Home 


 Winterize your house, barn, shed or any other structure that may provide shelter for your family, neighbors, 
livestock or equipment. Clear rain gutters, repair roof leaks and cut away tree branches that could fall on a 
house or other structure during a storm. 


 Extend your fuel supply by insulating walls and attics, caulking and weather-stripping doors and windows and 
installing storm windows or covering windows with plastic. 



http://www.epa.gov/dfe/pubs/projects/formulat/formpart.htm#19

http://www.epa.gov/dfe/pubs/projects/formulat/formpart.htm#19
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 Maintain heating equipment and chimneys by having them cleaned and inspected every year. 


 Insulate pipes with insulation or newspapers and plastic and 
allow faucets to drip a little during cold weather to avoid 
freezing. Running water, even at a trickle, helps prevent pipes 
from freezing. 


 All fuel-burning equipment should be vented to the outside and 
kept clear. 


 Keep fire extinguishers on hand, and make sure everyone in 
your house knows how to use them. House fires pose an 
additional risk, as more people turn to alternate heating sources 
without taking the necessary safety precautions. 


 Learn how to shut off water valves (in case a pipe bursts). 


 Insulate your home by installing storm windows or covering 
windows with plastic from the inside to keep cold air out. 


 Hire a contractor to check the structural ability of the roof to 
sustain unusually heavy weight from the accumulation of snow 
or water, if drains on flat roofs do not work. 


During Winter Storms and Extreme Cold 


 Stay indoors during the storm. 


 Walk carefully on snowy, icy walkways. 


 Avoid overexertion when shoveling snow. Overexertion can 
bring on a heart attack—a major cause of death in the winter. If 
you must shovel snow, stretch before going outside. 


 Keep dry. Change wet clothing frequently to prevent a loss of 
body heat. Wet clothing loses all of its insulating value and 
transmits heat rapidly. 


 Watch for signs of frostbite. These include loss of feeling and 
white or pale appearance in extremities such as fingers, toes, 
ear lobes and the tip of the nose. If you or a loved one shows 
symptoms, get medical help immediately. 


 Watch for signs of hypothermia. These include uncontrollable 
shivering, memory loss, disorientation, incoherence, slurred 
speech, drowsiness and apparent exhaustion. If you or a loved 
one has symptoms of hypothermia, get the victim to a warm 
location, remove wet clothing, warm the center of the body first 
and give warm, non-alcoholic beverages if the victim is 
conscious. Get medical help as soon as possible. 


 Drive only if it is absolutely necessary. If you must drive, travel in the day; don’t travel alone; keep others 
informed of your schedule; stay on main roads; and avoid back road shortcuts. 


Carbon Monoxide Hazards 
The primary hazards to avoid 


when using alternate sources for 


electricity, heating or cooking are 


carbon monoxide poisoning, 


electric shock and fire. Carbon 


monoxide can be deadly, so 


prepare your home with these 


tips: 


 Never use a generator, grill, 
camp stove or other gasoline, 
propane, natural gas or 
charcoal-burning devices 
inside a home, garage, 
basement, crawlspace or any 
partially enclosed area. 
Locate the unit away from 
doors, windows and vents 
that could allow carbon 
monoxide to come indoors. 


 Install carbon monoxide 
alarms in central locations on 
every level of your home and 
outside sleeping areas to 
provide early warning of 
accumulating carbon 
monoxide. 


 If the carbon monoxide alarm 
sounds, move quickly to a 
fresh air location outdoors or 
by an open window or door. 


 Call for help from the fresh air 
location and remain there 
until emergency personnel 
arrive to assist you. 
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 Let someone know your destination, your route and when you expect to arrive. If your car gets stuck along the 
way, help can be sent along your predetermined route. 


 If the pipes freeze, remove any insulation or layers of newspapers and wrap the pipes in rags. Completely 
open all faucets and pour hot water over the pipes, starting where they were most exposed to the cold (or 
where the cold was most likely to penetrate). 


 Maintain ventilation when using kerosene heaters to avoid build-up of toxic fumes. Refuel kerosene heaters 
outside and keep them at least 3 feet from flammable objects. 


 Conserve fuel, if necessary, by keeping your residence cooler than normal. Temporarily close off heat to some 
rooms. 


 If you will be going away during cold weather, leave the heat on in your home, set to a temperature no lower 
than 55° F. 


Dress for the Weather 


 If you must go outside, wear several layers of loose-fitting, lightweight, warm clothing rather than one layer of 
heavy clothing. Outer garments should be tightly woven and water repellent. 


 Wear mittens, which are warmer than gloves. 


 Wear a hat. A hat will prevent loss of body heat. 


 Cover your mouth with a scarf to protect your lungs. 


After Winter Storms and Extreme Cold 


 Go to a designated public shelter if your home loses power or heat during periods of extreme cold. Text 
SHELTER + your ZIP code to 43362 (4FEMA) to find the nearest shelter in your area (example: shelter 12345). 


 Continue to protect yourself from frostbite and hypothermia by wearing warm, loose-fitting, lightweight 
clothing in several layers. Stay indoors, if possible. 


In addition to insuring your home, McGriff   is committed to helping you and your loved ones stay safe when 


disaster strikes. If you would like more information on developing a family emergency plan or building a disaster 


supply kit, please contact us at 855.228.2377 or https://www.mcgriffinsurance.com/  today. 
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While the amount of danger from winter weather varies across the country, nearly all Americans, regardless of 
where they live, are likely to face some type of severe winter weather at some point in their lives. Winter storms 
can range from a moderate snow over a few hours to a blizzard with blinding, wind-driven snow that lasts for 
several days. Many winter storms are accompanied by dangerously low temperatures and sometimes by strong 
winds, ice, sleet and freezing rain. 


A primary concern during winter storms and extreme cold is commuting safely. Most businesses, events and 
activities will only close down during the worst storms or extreme temperatures during winter. Because of this, it’s 
important that vehicles are properly prepared for winter conditions to make commuting in these conditions as safe 
as possible. 


Winterize Your Vehicle 
Check or have a mechanic check the following items on your car: 


• Antifreeze levels—ensure they are sufficient to avoid freezing. 


• Battery and ignition system should be in top condition, and battery terminals should be clean. 


• Brakes—check for wear and fluid levels. 


• Exhaust system—check for leaks and crimped pipes, and repair or replace as necessary. Carbon monoxide 
is deadly and usually gives no warning. 
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• Fuel and air filters—replace filters and keep water out 
of the system by using additives and maintaining a full 
tank of gas. A full tank will keep the fuel line from 
freezing. 


• Heater and defroster—ensure they work properly. 


• Lights and flashing hazard lights—check for 
serviceability. 


• Oil—check for level and weight. Heavier oils congeal at 
low temperatures and do not lubricate as well. 


• Thermostat—ensure it works properly. 


• Windshield wiper equipment—repair any problems 
and maintain proper washer fluid level. 


• Install good winter tires—make sure the tires have 
adequate tread. All-weather radials are usually 
adequate for most winter conditions. However, some 
jurisdictions require that to drive on their roads, 
vehicles must be equipped with chains or snow tires 
with studs. 


Update the emergency kit in your vehicle with the following: 


• A shovel 


• Windshield scraper and small broom 


• Flashlight 


• Battery-powered radio 


• Extra batteries 


• Water 


• Non-perishable snack food 


• Matches 


• Extra hats, socks and mittens 


• First aid kit with pocket knife 


• Necessary medications 


• Blanket(s) 


• Tow chain or rope 


Know the Terms 
Familiarize yourself with these terms 
to help identify winter storm hazards: 


• Freezing rain – Rain that freezes 
when it hits the ground, creating 
a coating of ice on roads, 
walkways, trees and power lines. 


• Sleet – Rain that turns to ice 
pellets before reaching the 
ground. Sleet also causes 
moisture on roads to freeze and 
become slippery. 


• Winter weather advisory – 
Winter weather conditions are 
expected to cause significant 
inconveniences and may be 
hazardous. When caution is used, 
these situations should not be 
life-threatening. 


• Winter storm watch – A winter 
storm is possible in your area. 
Tune in to National Oceanic and 
Atmospheric Administration 
Weather Radio, commercial radio 
or local television for more 
information. 


• Winter storm warning – A winter 
storm is occurring or will soon 
occur in your area. 


• Blizzard warning – Sustained 
winds or frequent gusts to 35 
miles per hour or greater and 
considerable amounts of falling or 
blowing snow (reducing visibility 
to less than a quarter mile) are 
expected to prevail for a period of 
three hours or longer. 


• Frost/freeze warning – Below-
freezing temperatures are 
expected. 
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• Road salt and sand 


• Booster cables 


• Emergency flares 


• Fluorescent distress flag 


If You Are Stranded in a Vehicle 
If a blizzard traps you in the car: 


• Pull off the highway. Turn on the hazard lights and hang a distress flag from the radio antenna or window. 


• Remain in your vehicle where rescuers are most likely to find you. Do not set out on foot unless you can 
see a building close by where you know you can take shelter. Be careful—distances are distorted by 
blowing snow. A building may seem close, but be too far to walk to in deep snow. 


• Run the engine and heater for about 10 minutes each hour to keep warm. When the engine is running, 
open a downwind window slightly for ventilation and periodically clear snow from the exhaust pipe. This 
will protect you from carbon monoxide poisoning. 


• Exercise to maintain your body heat, but avoid overexertion. In extreme cold, use road maps, seat covers 
and floor mats for insulation. Huddle with passengers and use your coat for a blanket. 


• Take turns sleeping. One person should be awake at all times to look for rescue crews. 


• Eat regularly and drink ample fluids to avoid dehydration, but avoid caffeine and alcohol. 


• Be careful not to waste battery power. Balance electrical energy needs—the use of lights, heat and 
radio—with supply. 


• Turn on the inside light at night so work crews or rescuers can see you. 


• If stranded in a remote area, stomp large block letters in an open area spelling out HELP or SOS and line 
with rocks or tree limbs to attract the attention of rescue personnel who may be surveying the area by air. 


• Leave the car and proceed on foot—if necessary—once the blizzard passes. 


In addition to insuring your home, McGriff   is committed to helping you and your loved ones stay safe when 
disaster strikes. If you would like more information on developing a family emergency plan or building a disaster 
supply kit, please contact us at 855.228.2377 or https://www.mcgriffinsurance.com/  today. 





		Winterize Your Vehicle

		Know the Terms

		If You Are Stranded in a Vehicle






 


 
Provided by:  McGriff Insurance Services, Inc. 


© 2010, 2014, 2017 Zywave, Inc. All rights reserved. 


 


WINTER STORMS 


Preparing for winter storms is crucial to your safety. As such, it’s important to become familiar with winter storm 


warning signals and appropriate prevention measures so that you can avoid cold weather injuries.  


Winter Weather Warnings 


Familiarize yourself with the following weather alerts in order to know what actions you may need to take: 


 Winter storm watch—Be alert, because a storm is likely. 


 Winter weather advisory—Experts expect conditions to cause significant hazards, especially to motorists. 


 Frost/freeze warning—Experts expect below-freezing temperatures and potential damage to plants or crops. 


 Winter storm warning—Take action, because a storm is entering—or is already in—the local area. 


 Blizzard warning—A combination of snow and strong winds will produce blinding snow, minimal visibility, deep 


drifts and life-threatening temperatures. Seek refuge immediately. 


Preventing Cold Weather Injuries 


To prevent serious injuries from extreme cold, do the following: 


 Select proper clothing for cold, wet and windy conditions, and layer clothing when possible, making sure to 


include layers that repel moisture away from the skin. 


 Take frequent breaks in warm, dry shelters whenever possible. 


 Avoid overexerting yourself, as your body needs this energy to keep your muscles warm.  


 When you know you will be exposed to extreme cold, prepare yourself warm beverages to drink and high-


calorie foods to consume. However, avoid drinks containing caffeine or alcohol. 


Other Winter Storm Hazards 


Be on the lookout for the following winter storm hazards: 


 Adverse driving conditions, such as low visibility and slippery roadways 


 Icy walkways and sidewalks, which could cause slips and falls  


 Falling objects, like icicles, tree limbs and utility poles  


 Electrocution due to downed power lines or downed objects in contact with power lines 


 Exhaustion, dehydration and back injuries from conducting manual labor in the snow 


For more winter storm safety tips, consult your supervisor.  
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Our Company Toolkit 


 


What is business continuity planning? 


Business continuity planning is the process of creating a plan now, so that you will be able to 


recover the most vulnerable parts of your company after a business interruption occurs. Your 


company’s business continuity plan, in conjunction with business interruption insurance, form 


your business continuity management (BCM) program. Businesses with strong BCM programs 


are more resilient in the face of emergencies and disasters.  


 


Why is business continuity planning important? 


Despite growing evidence that preparation is key to surviving a business emergency, more than 


60 percent of small businesses do not have a formal emergency response plan. A business 


continuity plan, if implemented and maintained, can be the difference between successfully 


recovering from a business interruption and going out of business. 


How do I use this guide? 


The Business Continuity Planning Toolkit pairs with the Business Continuity Sample Plan, 


providing descriptions of the purpose of each section of the sample plan. This toolkit follows the 


same format as the sample plan, making it easy to use as guidance when piecing the sample 


plan together.  


 


This toolkit is divided into six sections: 


1. Direction and Control 


2. Communication 


3. Life Safety 


4. Property Protection 


5. Community Outreach 


6. Recovery and Restoration 


7. Implementation and Maintenance 


 


Each section goes over the critical activities your organization needs to implement before, during 


and after a business interruption. 
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Direction and 
Control 
The system for managing resources, analyzing information and making decisions in an 


emergency is called direction and control. This section describes the configuration of your 


direction and control system, which will depend on the size of your company and your existing 


resources. 
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Business Mission Statement 


A mission statement is a clear, concise declaration of your business' goals and the philosophies 


underlying them. It distills what your business is all about for customers, employees and the 


market. It should reflect every facet of your business and is crucial to developing a 


comprehensive and meaningful business continuity plan. 


 


 


Business Continuity Policy 


A Business Continuity Policy (BPC) is a plan, supported by senior management, to ensure that 


the necessary steps are taken to identify the impact of potential losses, maintain viable recovery 


strategies and supervise the continuity of operations through personnel training, plan testing and 


maintenance. The BCP should contain all the procedures necessary to continue business 


operations during or after an emergency. 


 


A typical BCP should contain documents outlining the following: 


 


- Duties of the Emergency Management Group 


- Duties of the Incident Commander 


- Location of the Emergency Operations Center 


- Emergency Communication Procedures 


- Notification procedures 


- Warning procedures 


- Confidentiality requirements 


- Organizational chart 


- Customer lists 


- Utility provider information 


- Suppliers and equipment providers 


 


 


Emergency Management Group 


The Emergency Management Group (EMG) is responsible for controlling all incident-related 


activities. The EMG allocates resources to a single Incident Commander, who oversees the 


technical aspects of the response. EMG members should be senior managers who have the 


authority to: 


- Determine the short- and long-term effects of an emergency 


- Order the evacuation or shutdown of the facility 


- Implement the emergency management plan 


- Determine response strategies 


- Activate resources 


- Oversee all incident response activities 


- Declare that an incident has ended 


- Interface with outside organizations and the media 


- Issue press releases 


 


 


Incident Commander 


The Incident Commander (IC) is the spokesperson for the EMG and is responsible for planning 


and execution, managing the incident from the front line, determining whether outside 


assistance is needed, and relaying requests for internal resources or outside assistance through 
the Emergency Operations Centre. 


 


The IC can be any employee, but a member of management with authority to make decisions is 


usually the best choice. 







  


  


6  


Our Company Toolkit 


 


Team Processes and Procedures 


All teams have workflows that they need to follow. In an emergency, you may need to outsource 


help to keep a team functioning. Make sure to attach the team processes and procedures (or 


provide a link to where they are stored) so any new employees know how to work on the team. 


 


Because managers are not always present during times of crisis, clearly articulated processes 


and procedures for all team members are essential in order to avoid confusion and ensure 


business operations continue. 


 


 


Incident Commander Workflow 


The IC needs to be agile and respond to an emergency immediately with a checklist of tasks to 


accomplish. Compile a list of what you want the IC to do immediately in the event of a business 


interruption. Specifying which tasks you want completed immediately will help your business 


stay nimble and minimize the negative effects of an interruption. 


 


 


Emergency Operations Center 


The Emergency Operations Center (EOC) serves as a centralized management center for 


emergency operations. Here, decisions are made by the EMG based upon information provided 


by the IC and other personnel. Every facility should designate an area where decision makers 


can gather during an emergency.  


 


The EOC should be located in an area of the facility not likely to be involved in an incident and 


the EMG should designate an alternate EOC in case the primary location is not usable. 


 


Each facility must determine its requirements for an EOC based upon its functions and the 


number of people involved. Ideally, the EOC is a dedicated area equipped with all the tools 


necessary to respond quickly and appropriately to an emergency. 


 


EOCs must be stocked with: 


- Communications equipment 


- A copy of the emergency management plan and EOC procedures 


- Blueprints, maps and status boards 


- A list of EOC personnel and descriptions of their duties 


- Technical information and data for advising responders 


- Building security system information 


- Information and data management capabilities 


- Telephone directories 


- Backup power, communications and lighting 


- Emergency supplies
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Communication 
Communications are essential to any business operation. A solid communication system is 


needed to report emergencies, warn personnel of any danger, keep families and off-duty 


employees informed about events happening at the facility, coordinate response actions and 


keep in contact with customers and suppliers. This section describes your communication system 


during an emergency.
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Emergency Considerations 


Consider the functions your facility might need to perform in an emergency and the 


communications systems needed to support those functions. Consider communications between: 


- Emergency responders 


- Responders and the IC 


- The IC and the EOC 


- The IC and employees 


- The EOC and outside response organizations 


- The EOC and neighboring businesses 


- The EOC and employees’ families 


- The EOC and customers 


- The EOC and the media  


 


In an emergency, personnel will need to know whether their families are safe—taking care of 


loved ones is always a first priority. Make plans for communicating with employees’ families in an 


emergency. Encourage employees to: 


- Consider how they would communicate with their families in case they are 


separated from one another or injured in an emergency. 


- Arrange for an out-of-town contact for all family members to call in an 


emergency. 


- Designate a place to meet family members in case they cannot get home in an 


emergency. 


 


 


Notification 


Communication with employees in an emergency is crucial for establishing safety and ensuring 


business can continue.  


 


Accomplish the following to ensure communication stays clear and open during an emergency: 


 


- Establish procedures for employees to report an emergency. 


- Inform employees of reporting procedures. 


- Train personnel in specific notification tasks. 


- Post emergency telephone numbers near each telephone, on employee bulletin 


boards and in other prominent locations. 


- Maintain an updated list of key emergency personnel’s addresses and telephone 


numbers. 


- Listen for tornado, hurricane and other severe weather warnings. 


- Determine government agencies’ notification requirements in advance. 


Notification must be made immediately to local government agencies when an 


emergency has the potential to affect public health and safety. 


- Prepare announcements that could be made over public address systems. 


 


 


Warning 


In the event of an emergency, it is imperative that employees are properly alerted of dangers 


they may face.  


 


Establish a system for warning personnel of an emergency. The system should: 


- Be audible or within view by all people in the facility,  


- Have an auxiliary power supply, and 


- Have a distinct and recognizable signal. 
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After implementing your warning system, accomplish the following: 


- Make plans for warning people with disabilities, such as using a flashing strobe 


light to warn hearing-impaired people. 


- Familiarize personnel with procedures for responding when the warning system is 


activated. 


- Establish procedures for warning customers, contractors, visitors and others who 


may not be familiar with the facility’s warning system. 


- Test your facility’s warning system at least on a monthly basis. 


 


 


Confidentiality Requirements 


Do you have any agreements with other companies you work with that require you to keep 


certain things confidential? Make sure to attach these agreements so you have a copy in an 


emergency. 


 


 


Organizational Chart 


Your organizational chart shows the hierarchy of employees and the chain of command. It is 


important to have this information on hand in an emergency. List your organizational chart or 


attach it here. 


 


 


Customer Lists 


Customers are the lifeblood of a business, so contact with them is a top priority. Without a list of 


customers to contact in the event of an emergency, you risk alienating past, present and future 


business contacts. Customers, especially those with pending orders, need to be contacted 


immediately and convinced that business will continue despite the emergency. Swift, confident 


communication to your customers following an emergency helps soothe current business 


partners and stop them from defecting to the competition. Attach (or write in) contact 


information about your key contact(s) at each company. Update this list at least quarterly. 


 


 


Utility Provider Information 


When a disaster strikes, utilities such as electricity and gas may be temporarily suspended. For 


the safety of your employees and the health of your business, it is imperative that you restore 


utilities as soon as possible. To do that, you need the contact information of your utility provider. 


Immediately contacting the emergency line of your utility provider can help you restore power, 


save money—and even save lives. 


 


 


Suppliers and Equipment Providers 


Where does your company buy the materials needed to produce its product or service? List your 


supplier contracts and their contact information here. To expedite recovery, find backup suppliers 


for each. 
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Life Safety 
Protecting the health and safety of everyone in the facility should be your first priority during an 


emergency. This section describes your system for evacuation, accountability, shelter and 


preparedness during a business interruption, which is key for a successful business continuity 


plan.
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Evacuation Planning 


Establishing clear, easy-to-follow evacuation procedures is a basic requirement to ensuring your 


employees’ safety. In the event of fire, an immediate evacuation to a predetermined area away 


from the facility is necessary. In the event of a natural disaster, evacuation could involve the 


entire community and take place over a period of days. 


 


To develop a thorough evacuation policy, accomplish the following: 


- Determine the conditions under which an evacuation would be necessary. 


- Establish a clear chain of command and identify personnel with the authority to 


order an evacuation. Designate “evacuation wardens” to assist others in an 


evacuation and to account for personnel. 


- Establish specific evacuation procedures and a system to account for personnel. 


Consider employees’ transportation needs for community-wide evacuation.  


- Post evacuation procedures in prominent locations so all employees can learn 


them. 


- Designate personnel to continue or shut down critical operations while an 


evacuation is underway. They must be capable of recognizing when to abandon 


the operation and evacuate. 


- Coordinate plans with the local emergency management office. 


 


Evacuation Routes and Exits 


Designate primary and secondary evacuation routes and exits that are clearly marked and well 


lit. Post signs and install emergency lighting in case a power outage occurs during an evacuation. 


 


To facilitate a smooth, speedy evacuation, ensure your evacuation routes are: 


- Wide enough to accommodate the number of evacuating personnel;  


- Clear and unobstructed at all times;  


- Unlikely to expose evacuating personnel to additional hazards; and 


- Evaluated by an external expert. 


 


Assembly and Accountability 


Assembling and accounting for all employees in the wake of a disaster is crucial to quelling 


confusion and ensuring safety. But obtaining an accurate account of personnel after a site 


evacuation requires planning and practice. Follow these guidelines to improve the effectiveness 


of your assembly and accountability procedures:  


- Designate assembly areas where personnel should gather after evacuating. 


- Take a head count after the evacuation. The names and last-known location of 


personnel not accounted for should be compiled and given to the EOC. Confusion 


in the assembly areas can lead to unnecessary and dangerous search and rescue 


operations. 


- Establish a method for accounting for nonemployees such as suppliers and 


customers. 


- Devise procedures for further evacuation in case the incident expands. This may 


consist of sending employees home by normal means or providing them with 


transportation to an off-site location. 


 


Shelter 


In some emergencies, the best means of protection is to take shelter either within the facility or 


away from the facility in a public building. Determine the conditions that would force you and 


your employees to take shelter, and accomplish the following to guarantee you have access to 
suitable shelter: 


- Identify shelter space in the facility and in the community. Establish procedures 


for sending personnel to the shelter. 
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- Decide what type of emergency supplies you need, such as water, food and first-


aid kits. 


- Designate shelter managers. 


- Coordinate plans with local authorities. 


 


Employee Training 


A comprehensive evacuation plan means nothing if your employees do not know it. Train all 


employees in evacuation, shelter and emergency procedures. Conduct training sessions at least 


annually or when the following occurs: 


- Employees are hired 


- Evacuation wardens, shelter managers and others with special assignments are 


designated 


- New equipment, materials or processes are introduced 


- Procedures are updated or revised 


- Exercises show that employee performance must be improved 


 


To ensure your employees stay aware of emergency procedures all year long, provide them with 


checklists and evacuation maps. Post additional evacuation maps in strategic locations, and 


consider the informational needs of customers and others who visit the facility. 


 


Family Preparedness 


Since employees are your most valuable asset, consider the range of services that you could 


provide or arrange for after an emergency, including the following: 


- Cash advances 


- Salary continuation 


- Flexible work hours 


- Reduced work hours 


- Crisis counselling 


- Care packages 


- Day care 


 


Investigate ways to help employees prepare their families for emergencies. This will increase 


their personal safety and help the facility get back up and running. Employees who are prepared 


at home will be better able to carry out their responsibilities at work. 
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Property Protection 
Organizing a system for protecting facilities, equipment and vital records is essential to restoring 


operations once an emergency has occurred. This section describes your property protection 


plan.
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Protection Systems 


Protection systems safeguard your assets when you cannot. Determine what you need in order 


to install systems that detect abnormal situations, provide warning and protect property, such as 


the following: 


- Fire protection systems 


- Lighting protection systems 


- Water-level monitoring systems 


- Overflow detection devices 


- Automatic shutoffs 


- Emergency power generation systems 


 


Mitigation 


Explore ways to reduce the effects of emergencies, such as moving or constructing facilities 


away from flood plains and fault zones. Also consider ways to reduce the chances of emergencies 


from occurring, such as changing processes or materials used to run the business. Consider 


implementing the following physical measures to mitigate the effects of an emergency: 


- Upgrade facilities to withstand the shaking of an earthquake or high winds. 


- “Floodproof” facilities by constructing flood walls or other flood protection devices. 


- Install fire sprinkler systems. 


- Install fire-resistant materials and furnishing. 


- Install storm shutters for all exterior windows and doors. 


 


There are also nonstructural mitigation measures to consider, including those listed below: 


- Install fire-resistant materials and furnishing. 


- Secure light fixtures and other items that could fall or shake loose in an 


emergency. 


- Move heavy or breakable objects to low shelves. 


- Attach cabinets and files to low walls, or bolt them together. 


- Place Velcro strips under tabletop computers and television monitors. 


- Move work stations away from large windows. 


- Install curtains or blinds that can be drawn over windows to prevent glass from 


shattering onto employees. 


- Anchor water heaters and bolt them to all wall studs. 


 


Facility Shutdown 


Facility shutdown is generally a last resort but always a possibility. Improper or disorganized 


shutdown can result in confusion, injury and property damage. Some facilities require only 


simple actions such as turning off equipment, locking doors and activating alarms. Others require 


much more complex shutdown procedures. 


 


Work with department heads to establish shutdown procedures. Include information about when 


and how to shut off utilities. Identify the following factors to improve the effectiveness of your 


shutdown procedures: 


- The conditions that could necessitate a shutdown 


- Who can order a shutdown 


- Who will carry out shutdown procedures 


- How a partial shutdown would affect other facility operations 


- The length of time required for shutdown and restarting 
 


Records Preservation 


Vital records are essential to resuming business after an emergency. Vital records may include 


the following:
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- Financial and insurance information 


- Engineering plans and drawings  


- Product lists and specifications 


- Employee, customer and supplier databases 


- Formulas and trade secrets 


- Personnel files 


 


Analyzing and prioritizing vital records is a difficult task that involves doing the following: 


- Classifying operations into functional categories, e.g., finance, production, sales, 


administration 


- Determining essential functions for keeping the business up and running, such as 


finance, production and sales 


- Identifying the minimum information that must be readily accessible to perform 


essential functions, e.g., maintaining customer collections may require access to 


account statements 


- Recognizing the records that contain the essential information and where they are 


located 


- Distinguishing the equipment and materials needed to access and use the 


information. 


 


After identifying your vital records, establish procedures for protecting and accessing them. 


There are many tasks to complete when protecting vital records, including those listed below:  


- Labeling vital records 


- Backing up computer systems 


- Making copies of records 


- Storing tapes and disks in insulated containers 


- Storing data off-site where it would not likely be damaged by an event affecting 


your facility 


- Increasing security of computer facilities 


- Arranging for evacuation of records to backup facilities 


- Backing up systems handled by service bureaus 


- Arranging for backup power 


 


 


Building Information 


Attach all appropriate information pertaining to building and site maps that indicate the 


following: 


- Utility shutoffs  


- Water hydrants  


- Water main valves  


- Water lines  


- Gas main valves  


- Gas lines  


- Electrical cut-offs  


- Electrical substations  


- Storm drains  


- Sewer lines  


- Location of each building (include name of building, street name and number)  


- Floor plans  


- Alarms and enunciators  


- Fire extinguishers 
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- Fire suppression systems  


- Exits  


- Stairways  


- Designated escape routes  


- Restricted areas  


- Hazardous materials (including cleaning supplies and chemicals)  


- High-value items 
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Community Outreach 
Your facility's relationship with the community will influence your ability to protect personnel and 


property and return to normal operations. This section describes ways to involve outside 


organizations in the emergency management plan. 
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Mutual Aid Agreements 


To avoid confusion and conflict in an emergency, establish mutual aid agreements with local 


response agencies and businesses. Include these agencies in facility training exercises whenever 


possible. These agreements should:  


- Define the type of assistance;  


- Identify the chain of command for activity; and 


- Define communications procedures. 


 


Mutual aid agreements can address any number of activities or resources that might be needed 


in an emergency, such as the following: 


- Providing for firefighting and HAZMAT response 


- Allocating shelter space, emergency storage, supplies, and medical support 


- Establishing which businesses will allow neighbors to use their property to account 


for personnel after an evacuation 


 


Community Service 


In community-wide emergencies, business and industry are often needed to assist the 


community with the following: 


- Personnel 


- Equipment 


- Shelter 


- Training 


- Storage 


- Feeding facilities 


- EOC facilities 


- Food, clothing, building materials 


- Funding 


- Transportation 


 


While there is no way to predict what demands will be placed on your company's resources, 


consider how the community's needs might influence your corporate responsibilities in an 


emergency. Also, consider the opportunities for community service before an emergency occurs. 


 


Public Information 


When site emergencies expand beyond the facility, the community will want to know the nature 


of the incident, whether their safety or health is in danger, what is being done to resolve the 


problem, and what was done to prevent the situation from happening in the first place. 


Determine the audiences that may be affected by an emergency and identify their information 


needs. Be sure to consider the needs of the following audiences: 


- The public 


- The media 


- Employees and retirees 


- Unions 


- Contractors and suppliers 


- Customers 


- Shareholders 


- Emergency response organizations 


- Regulatory agencies 


- Appointed and elected officials 


- Special interest groups 


- Neighbors 
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The community will want to know answers to the following questions: 


- What does the facility do? 


- What are the hazards? 


- What programs are in place to respond to emergencies? 


- How could a site emergency affect the community? 


- What assistance will be required from the community? 


 


Media Response 


In an emergency, the media are the most important link to the public. Try to develop and 


maintain positive relations with media outlets in your area. Consider their particular needs and 


interests, and explain to them your plan for protecting personnel and preventing emergencies. 


 


Determine how you would communicate important public information via the media in an 


emergency. Designate a trained and an alternate spokesperson. Set up a media briefing area 


and establish security procedures. When releasing information to the media, follow procedures 


for ensuring that information is complete, accurate and approved for the public. Prepare 


background information about your facility so you can control how the media and public perceive 


your organization. 


 


When providing information to the media during an emergency, follow these guidelines: 


- Give all media equal access to information. 


- When appropriate, conduct press briefings and interviews. Give local and national 


media equal time. 


- Try to observe media deadlines. 


- Escort media representatives to ensure their safety. 


- Keep records of information released. 


- Provide press releases when possible. 


- Avoid speculating about the incident. 


- Never permit unauthorized personnel to release information. 


- Do not cover up facts or mislead the media. 


- Refrain from placing blame for the incident. 


 


 


Local Emergency Information 


Gather contact information and response plans from these local services: 


- Fire 


- Police 


- Ambulance 


- Hospital 


- Poison Control 


 


Have regular meetings with community crisis personnel to review emergency plans and 


procedures. Discuss what you are doing to prepare for and prevent emergencies and emphasize 


your concern for the community's welfare. When meeting with community crisis personnel, 


accomplish the following to foster organization and communication: 


- Look for common interests and concerns and identify opportunities for sharing 


resources and information. 


- Conduct confidence-building activities such as facility tours. 


- Involve community fire, police and emergency management personnel in drills 


and exercises. 


Make sure to meet with your neighbors to determine how you could assist each other in an 


emergency. Communication begets organization. 
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Recovery and Restoration 
Business recovery and restoration, or business resumption, goes right to a facility's bottom line: 


keeping people employed and the business running. This section describes your plan during a 


business interruption for logistics, distribution, operations, product and service development, 


marketing, sales, management, human resources and more.
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Procurement, Logistics and Distribution 


Procurement, logistics and distribution are those activities associated with obtaining and storing 


inputs along with storing and transporting finished products to customers. This can include 


sourcing goods and services, purchasing those goods and services from suppliers, storing goods 


in warehouses, and transporting your finished products to customers. 


 


Consider the crucial, time-sensitive tasks any departments involved in procurement, logistics and 


distribution need to complete. To help you identify these crucial tasks, ask yourself the following 


questions: 


 


- Which business functions are critical and time-sensitive? Which can wait? 


- Which functions are high-priority? Which functions are low-priority? 


- How much downtime can each business function tolerate? 


- Which business functions are required to fulfill my legal and financial obligations 


and keep cash flowing? 


- Which business functions are necessary to maintain a good reputation and market 


share? Which business functions are necessary to adjust to changed 


circumstances?  


 


For each function you enter, be sure to include: 


- Recovery time objectives (how long your business can survive without the 


function before it goes under) 


- Short-term plans to recover the business function 


- Long-term plans to restore the function to its pre-emergency level 


 


Attach any raw materials and supply lists that are necessary to recovering your procurement, 


logistics and distribution functions here. 


 


Would you like more structure? Download the Business Impact Analysis Template. 


 


Operations 


Operations are those activities associated with transforming inputs into final outputs, which can 


include the processing, refining and packaging of your goods or services.  


 


Consider the crucial, time-sensitive tasks any departments involved in operations need to 


complete. To help you identify these crucial tasks, ask yourself the following questions: 


 


- Which business functions are critical and time-sensitive? Which can wait? 


- Which functions are high-priority? Which functions are low-priority? 


- How much downtime can each business function tolerate? 


- Which business functions are required to fulfill my legal and financial obligations 


and keep cash flowing? 


- Which business functions are necessary to maintain a good reputation and market 


share? Which business functions are necessary to adjust to changed 


circumstances?  


 


For each function you enter, be sure to include: 


- Recovery time objectives (how long your business can survive without the 


function before it goes under) 


- Short-term plans to recover the business function 


- Long-term plans to restore the function to its pre-emergency level 


 


Attach any raw materials and supply lists that are necessary to recovering your operations 


functions here.
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Would you like more structure? Download the Business Impact Analysis Template. 


 


 


Product or Service Development 


Product or service development is those activities associated with bringing a new, improved or 


redesigned product or service to market. This can include research, marketing analysis, design, 


and engineering.  


 


Consider the crucial, time-sensitive tasks any departments involved in product or service 


development need to complete. To help you identify these crucial tasks, ask yourself the 


following questions: 


 


- Which business functions are critical and time-sensitive? Which can wait? 


- Which functions are high-priority? Which functions are low-priority? 


- How much downtime can each business function tolerate? 


- Which business functions are required to fulfill my legal and financial obligations 


and keep cash flowing? 


- Which business functions are necessary to maintain a good reputation and market 


share? Which business functions are necessary to adjust to changed 


circumstances?  


 


For each function you enter, be sure to include: 


- Recovery time objectives (how long your business can survive without the 


function before it goes under) 


- Short-term plans to recover the business function 


- Long-term plans to restore the function to its pre-emergency level 


 


Attach any raw materials and supply lists that are necessary to recovering your product or 


service development functions here. 


 


Would you like more structure? Download the Business Impact Analysis Template. 


 


 


Marketing, Sales, and Customer Accounts 


Marketing, sales and customer accounts are those activities associated with informing existing or 


potential buyers. This can include promotion, advertising, telemarketing, selling, and retail 


management. 


 


Consider the crucial, time-sensitive tasks any departments involved in marketing, sales and 


customer accounts need to complete. To help you identify these crucial tasks, ask yourself the 


following questions: 


 


- Which business functions are critical and time-sensitive? Which can wait? 


- Which functions are high-priority? Which functions are low-priority? 


- How much downtime can each business function tolerate? 


- Which business functions are required to fulfill my legal and financial obligations 


and keep cash flowing? 


- Which business functions are necessary to maintain a good reputation and market 


share? Which business functions are necessary to adjust to changed 


circumstances?  


 


For each function you enter, be sure to include: 


- Recovery time objectives (how long your business can survive without the 


function before it goes under)
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- Short-term plans to recover the business function 


- Long-term plans to restore the function to its pre-emergency level 


 


Attach any raw materials and supply lists that are necessary to recovering your marketing, sales 


and customer accounts functions here. 


 


Would you like more support? Download the Business Impact Analysis Template. 


 


Customer or Aftersales Services 


Customer and aftersales services are those activities provided to customers after they purchase 


your goods or services. This can include training, help-desk services, call-center services, and 


customer support for guarantees and warranties. 


 


Consider the crucial, time-sensitive tasks any departments involved in customer and aftersales 


services need to complete. To help you identify these crucial tasks, ask yourself the following 


questions: 


 


- Which business functions are critical and time-sensitive? Which can wait? 


- Which functions are high-priority? Which functions are low-priority? 


- How much downtime can each business function tolerate? 


- Which business functions are required to fulfill my legal and financial obligations 


and keep cash flowing? 


- Which business functions are necessary to maintain a good reputation and market 


share? Which business functions are necessary to adjust to changed 


circumstances?  


 


For each function you enter, be sure to include: 


- Recovery time objectives (how long your business can survive without the 


function before it goes under) 


- Short-term plans to recover the business function 


- Long-term plans to restore the function to its pre-emergency level 


 


Attach any raw materials and supply lists that are necessary to recovering your customer and 


aftersales services functions here. 


 


Would you like more structure? Download the Business Impact Analysis Template. 


 


General Management and Firm Infrastructure 


General management and firm infrastructure are those activities associated with corporate 


governance. This can include accounting, building services, management and administrative 


support.  


 


Consider the crucial, time-sensitive tasks any departments involved in general management and 


firm infrastructure need to complete. To help you identify these crucial tasks, ask yourself the 


following questions: 


 


- Which business functions are critical and time-sensitive? Which can wait? 


- Which functions are high-priority? Which functions are low-priority? 


- How much downtime can each business function tolerate? 


- Which business functions are required to fulfill my legal and financial obligations 


and keep cash flowing? 


- Which business functions are necessary to maintain a good reputation and market 


share? Which business functions are necessary to adjust to changed 


circumstances?
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For each function you enter, be sure to include: 


- Recovery time objectives (how long your business can survive without the 


function before it goes under) 


- Short-term plans to recover the business function 


- Long-term plans to restore the function to its pre-emergency level 


 


Attach any raw materials and supply lists that are necessary to recovering your general 


management and firm infrastructure functions here. 


 


Would you like more structure? Download the Business Impact Analysis Template. 


 


Human Resource Management 


Human resource management are those activities associated with managing your employees. 


This can include recruiting, hiring, training, compensating and dismissing personnel. 


 


Consider the crucial, time-sensitive tasks any departments involved in human resource 


management need to complete. To help you identify these crucial tasks, ask yourself the 


following questions: 


 


- Which business functions are critical and time-sensitive? Which can wait? 


- Which functions are high-priority? Which functions are low-priority? 


- How much downtime can each business function tolerate? 


- Which business functions are required to fulfill my legal and financial obligations 


and keep cash flowing? 


- Which business functions are necessary to maintain my reputation and market 


share? Which business functions are necessary to adjust to changed 


circumstances?  


 


For each function you enter, be sure to include: 


- Recovery time objectives (how long your business can survive without the 


function before it goes under) 


- Short-term plans to recover the business function 


- Long-term plans to restore the function to its pre-emergency level 


 


Attach any raw materials and supply lists that are necessary to recovering your human resource 


management functions here. 


 


Would you like more structure? Download the Business Impact Analysis Template. 


 


Technology and Process Development 


Technology and process development are those activities associated with technical knowledge 


and maintenance. This can include automating, designing or redesigning equipment, hardware, 


software and procedures.  


 


Consider the crucial, time-sensitive tasks any departments involved in technology and process 


development need to complete. To help you identify these crucial tasks, ask yourself the 


following questions: 


 


- Which business functions are critical and time-sensitive? Which can wait? 


- Which functions are high-priority? Which functions are low-priority? 


- How much downtime can each business function tolerate? 


- Which business functions are required to fulfill my legal and financial obligations 


and keep cash flowing?
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- Which business functions are necessary to maintain a good reputation and market 


share? Which business functions are necessary to adjust to changed 


circumstances?  


 


For each function you enter, be sure to include: 


- Recovery time objectives (how long your business can survive without the 


function before it goes under) 


- Short-term plans to recover the business function 


- Long-term plans to restore the function to its pre-emergency level 


 


Attach any raw materials and supply lists that are necessary to recovering your technology and 


process development functions here. 


 


Would you like more structure? Download the Business Impact Analysis Template. 


 


 







  


  


  


 26 


Our Company Toolkit 


 


 


 


 


 


Implementation and Maintenance 
It is extremely important to keep your plan current by exercising, maintaining and reviewing it. 


You should be integrating your plan into company workflows and training employees on their 


roles. This section describes your plan implementation and maintenance.
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Integrate the Plan into Company Operations 


Implementation means more than simply exercising the plan during an emergency. It means 


acting on recommendations made during the vulnerability analysis, integrating the plan into 


company operations, training employees and evaluating the plan. 


 


Emergency planning must become part of the corporate culture. Look for opportunities to build 


awareness, train personnel and test procedures. Be sure to involve all levels of management, all 


departments and the community in the planning process. Make emergency management part of 


what personnel do on a day-to-day basis. Test how completely the plan has been integrated into 


your company operations by asking the following questions: 


- How well does senior management support the responsibilities outlined in the 


plan? 


- Have emergency planning concepts been fully incorporated into the facility's 


accounting, personnel and financial procedures?  


- How can the facility's processes for evaluating employees and defining job 


classifications better address emergency management responsibilities?  


- Are there opportunities for distributing emergency preparedness information 


through corporate newsletters, employee manuals or employee mailings?  


- What kinds of safety posters or other visible reminders would be helpful?  


- Do personnel know what they should do in an emergency?  


- How can all levels of the organization be involved in evaluating and updating the 


plan? 


 


Business Interruption Insurance 


Most companies discover that they are not properly insured only after they have suffered a loss. 


Lack of appropriate insurance can be financially devastating. Ask your insurance advisor the 


following questions to determine your individual needs: 


- How will my property be valued? 


- Does my policy cover the cost of required upgrades to code? 


- How much insurance am I required to carry to avoid becoming a co-insurer? 


- What perils or causes of loss does my policy cover? 


- What are my deductibles? 


- What does my policy require me to do in the event of a loss? 


- What types of records and documentation will my insurance company want to 


see? 


- To what extent am I covered for loss due to interruption of power? Is coverage 


provided for both on- and off-premises power interruption? 


- Am I covered for lost income in the event of business interruption because of a 


loss? Do I have enough coverage? For how long is coverage provided? How long is 


my coverage for lost income if my business is closed by order of a civil authority? 


- To what extent am I covered for reduced income due to customers' not all 


immediately coming back once the business reopens? 


- How will my emergency management program affect my rates? 


 


Conduct Drills and Exercises 


Conduct periodic drills and exercises to ensure emergency preparedness that involve community 


responders. After each training activity, review what worked and what needs improvement. 


Involve both personnel and community responders in the evaluation process. 


Training can take many forms, including those listed below: 


- Orientation and education sessions: These are regularly scheduled discussion 


sessions to provide information, answer questions and identify needs and 


concerns. 
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- Tabletop exercises: Members of the emergency management group meet in a 


conference room setting to discuss their responsibilities and how they would react 


to emergency scenarios. These exercises are a cost-effective and efficient way to 


identify areas of overlap and confusion before conducting more demanding 


training activities.  


- Walk-through drills: During these drills, the emergency management group and 


response teams actually perform their emergency response functions. This activity 


generally involves many people and is more thorough than a tabletop exercise.  


- Functional drills: These drills test specific functions such as medical response, 


emergency notifications, warning and communications procedures, and 


equipment—though not necessarily at the same time. Personnel are asked to 


evaluate the systems and identify problem areas.  


- Evacuation drills: Personnel walk the evacuation route to a designated area where 


procedures for accounting for all personnel are tested. Participants are asked to 


make notes of what might become a hazard during an emergency, such as 


stairways cluttered with debris or smoke in the hallways. Plans are then modified 


accordingly.  


- Full-scale exercises: Full-scale exercises simulate real-life emergency situations as 


closely as possible. These exercises involve company emergency response 


personnel, employees, management and community response organizations. 


 


Train Employees 


Employee training is crucial to ensuring a speedy evacuation and minimizing injuries and 


damage. General training for all employees should address the following: 


- Individual roles and responsibilities  


- Information about threats, hazards and protective actions  


- Notification, warning and communications procedures  


- Means for locating family members in an emergency  


- Emergency response procedures  


- Evacuation, shelter and accountability procedures  


- Location and use of common emergency equipment  


- Emergency shutdown procedures  


 


The scenarios developed during the vulnerability analysis can serve as the basis for training 


events. 


 


Everyone who works at or visits the facility requires some form of training. This could include 


periodic employee discussion sessions to review procedures, technical training in equipment use 


for emergency responders, evacuation drills and full-scale exercises.  


 


Assign responsibility for developing a training plan. Consider the training and information needs 


for employees, contractors, visitors, managers and those with an emergency response role 


identified in the plan.  


 


Determine the following for a 12-month training period: 


- Who will be trained?  


- Who will do the training?  


- What training activities will be used?  


- When and where will each session take place?  


- How will each session be evaluated and documented?
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Annual Plan Audit 


To ensure the plan is relevant at all times, conduct a formal audit of the entire plan at least once 


a year. There are many issues to consider when auditing your plan, including the following: 


- How can you involve all levels of management in evaluating and updating the 


plan?  


- Are the problem areas and resource shortfalls identified in the vulnerability 


analysis being sufficiently addressed?  


- Does the plan reflect lessons learned from drills and actual events?  


- Do members of the emergency management group and emergency response 


team understand their respective responsibilities? Have new members been 


trained?  


- Does the plan reflect changes in the physical layout of the facility? Does it reflect 


new facility processes? Are photographs and other records of facility assets up to 


date?  


- Is the facility attaining its training objectives?  


- Have the hazards in the facility changed?  


- Are the names, titles and telephone numbers in the plan current?  


- Are steps being taken to incorporate emergency management into other facility 


processes?  


- Have community agencies and organizations been briefed on the plan? Are they 


involved in evaluating the plan? 


- In addition to conducting a formal audit of the entire plan at least once a year, 


evaluate and modify the plan at these times: 


 After each training drill or exercise and after each emergency 


 When personnel or their responsibilities change  


 When the layout or design of the facility changes  


 When policies or procedures change  


 


Remember to brief personnel on changes to the plan every time it is modified. 
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Business Continuity Planning - Vendor Questionnaire   
 


As a key supplier of Our Company, it is important that we understand your level of 


readiness in the event of a disaster. To assist us with our business continuity planning, 


please fill out the information below. 


Company name:  


Company address:  


City, state and zip:  


Disaster recovery contact: 


Contact’s work phone:  


Equipment, supplies, materials, goods or services provided:  


 


 


 


 


Please answer the following questions (circle either “yes” or “no”):        


1. Do you have a formalized business continuity program? Yes    No 


2. Do you have a recovery plan? Yes    No 


3. Is your recovery plan documented?  Yes    No 


4. Have you tested your recovery plan? Yes    No 


5. Do you conduct employee disaster recovery training 


regularly? 


 


Yes    No 


6. Do you maintain a copy of your recovery plan off-site? Yes    No 


7. Do you back up critical data on a regular basis? Yes    No 


8. Do you send your backups off-site on a regular basis? Yes    No 


9. Do you have a formalized process to update your recovery 


plan? 


 


Yes    No 


   


   


Briefly describe your business continuity program: 


 


 


 


 


Return completed questionnaire to: 


   


 Our Company 
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[Insert Vendor Name] 
[Insert Vendor Street Address] 
[Insert Vendor City], [Insert Vendor State] [Insert Vendor Zip] 
 
 
Dear [Insert Vendor Contact Name]: 
 
Our Company is currently developing a formal Business Continuity Plan to provide for the 
recovery and/or continuation of our business functions following a disaster event. As part of that 
process, we have identified your company as a critical supplier to Our Company’s day-to-day 
operations.   
 
To assist us in our planning, it is important that we understand your ability to respond to a 
disaster event. Please fill out the attached questionnaire. It will take just a few minutes to 
complete and your prompt reply will be greatly appreciated.  
 
Return completed questionnaire to: 
 
  ,  
 Our Company 
  
 ,   
 
 
Upon review of your reply, we reserve the right to contact you to further discuss your business 
continuity program.  
 
Thank you in advance for your assistance. 
 
Sincerely, 
 
  
 
 
 







  


 


 


 


Disaster Recovery 


For: Our Company                         Area:       


Conducted by:       Date:       


 
In the aftermath of a man-made or natural disaster, you and your company will have a number of concerns to account for as you 
prepare to reopen for business. Follow this checklist to ensure that you take the proper steps to recover after a disaster strikes.  
 


Recovery Steps COMPLETE 


Decide with your partners or co-owners to dissolve your business entity. Document the decision with a 
written agreement.  


Contact your insurance provider(s) to start the claims process.  


Assess damage: 
- Make note of any structural damage to building(s). 
- Note any damage to equipment, machinery or company vehicles. 
- Note any lost or damaged inventory (both materials for business use and products for sale). 


 


As they come to your attention, compile a list of concerns that must be addressed before you are 
able to reopen.   


Contact employees, suppliers and customers to inform them of any disruptions in operation and an 
expected date when they can anticipate it to resume.  


If you have concerns that damage to a building could pose a safety hazard to employees or 
customers, have the building professionally inspected.  


Properly secure the building while repairs are being made or if relocation of business activity is 
necessary.  


Ensure utilities are restored and in safe working order before resuming business operations.  


Properly repair and clean facility to ensure the environment is free of any safety hazards before 
resuming business operations.  


  
Financial Considerations COMPLETE 


File a claim with your business interruption insurance provider.  


Determine the amount of lost income the disaster has caused.  


Compile the following information to share with you insurance adjuster:  


- Sales records and history  


- Profits and loss statements or income tax forms  


Consider any financial responsibilities you may have, such as payroll or scheduled payments to 
creditors.  


Keep detailed records of all expenses incurred during the recovery process.  
This checklist is not intended to identify all hazards, or reflect all requirements of federal, state or local law. Additional measures may be required 


beyond those identified by this checklist.
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This form is of general interest and is not intended to apply to specific circumstances. It does not purport to be a comprehensive analysis of all matters relevant to its subject matter. The 
content should not, therefore, be regarded as constituting legal advice and not be relied upon as such. In relation to any particular problem which they may have, readers are advised to seek 
specific advice. Further, the law may have changed since first publication and the reader is cautioned accordingly. © 2014 Zywave, Inc. All rights reserved. 


FORM 


Business Impact 
Analysis 
 


Definitions: 
- Business Impact Analysis (BIA): examines the potential result of disruption to key business functions and collects the 


information necessary to determine short-term and long-term recovery objectives. A BIA includes analysis of both 
operational and financial impacts that could stem from the loss of key business functions. The following negative outcomes 
should be considered as part of a BIA: 


 Personnel impacted (potential for outsourcing, overtime labor) 


 Lost or delayed sales  


 Regulatory fines 


 Financial and relationship penalties for not fulfilling contractual obligations 


 Customer dissatisfaction  


 Customer loss 


 Delay of new business plans 


- Business Function: an operation or process that is necessary to the ongoing success of an organization. Examples of 
business functions include: 


 Customer service call centers 


 Print and web advertising plans 


 Maintenance of relationships with suppliers 


 Employee recruitment 


- Recovery Time Objective: the time within which a business function must be restored after a business interruption occurs in 
order to prevent irreversible damage. 


 


How to use this document: 
Every business has distinct business functions in place in order for the company to operate and thrive. Some businesses will 
identify just a few key functions, while others will identify many. Copy and paste the table on page 2 onto subsequent pages as 
needed. When complete, reorder the pages by priority, with the highest priority business functions listed first. Delete this initial 
direction page prior to saving. 


 


How to save this document: 
It is recommended that this document be added to your Business Continuity Plan as a PDF to discourage readers from 
modifying the content. To do this, go to File>Save As. In the “Save as Type” menu, select “PDF.”  


Save an editable version to a safe location as well. 
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Business Impact – Key Function Priority 1 


Business Function:       Recovery Time Objective:       


Business Category (delete all that do not apply):  


Procurement, Logistics and Distribution 


Operations 


Product or Service Development 


Marketing, Sales, and Customer Accounts 


Customer and Aftersales Services 


General Management and Firm Infrastructure 


Human Resource Management 


Technology and Process Development 


Departments Affected: 


      


      


      


Key Personnel:  


      


      


      


Lost Sales and Income: 


One week estimate:       


One month estimate:       


Regulatory Fines:       


Contractual Penalties:       


Short-term Recovery Plans:       


 


Long-term Recovery Plans:       
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Employee Emergency Contact Information 


Employee Name 


      
 


Home Phone Number                                                 Cell 


                                                                       
 


Home Email Address 


      


Address 


      
 


In Case of Emergency 
Name of Primary Contact 


      
 


Relationship to You 


      
 


Phone Number: Home                                 Cell                                       Work 


                                                                                               
 


 


Name of Secondary Contact 


      
 


Relationship to You 


      
 


Phone Number: Home                                Cell                                       Work 


                                                                                              
 


 


Name of Physician or Preferred Hospital 


      
 


Phone Number 


      


Address 


      
 


O
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o
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p
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y
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 Management Emergency Contact Information 


In case of an emergency, use the management personnel contact information provided 


below. If unable to reach the first contact, call the second person listed, etc., as 


necessary. Follow the left column, then the right. 


 


 


 Emergency Contacts  
 


    


Name: 


 


Title: 


 


Home Phone: 


 


Cell: 


 


 Name: 


 


Title: 


 


Home Phone: 


 


Cell: 


Name: 


 


Title: 


 


Home Phone: 


 


Cell: 


 


 Name: 


 


Title: 


 


Home Phone: 


 


Cell: 


 


Name: 


 


Title: 


 


Home Phone: 


 


Cell: 


 


 Name: 


 


Title: 


 


Home Phone: 


 


Cell: 


 


Name: 


 


Title: 


 


Home Phone: 


 


Cell: 


 


 Name: 


 


Title: 


 


Home Phone: 


 


Cell: 


 


O
u
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o


m
p


a
n


y
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Our Company 


Employee Emergency Preparedness Survey 
 
Our Company is conducting an anonymous survey about our emergency preparedness. The intent of this survey is to 
gather information to evaluate our employees’ ability to respond should an emergency or disaster occur. The results will 
help us determine what additional training may be necessary. 
 
Your input is important to us. Please take a few moments to complete this survey and return to (insert name) by (insert 
date). Thank you! 
 
 


1. I know where the fire extinguishers are and have been trained to use them.  
 Yes  
 No  


2. If the building is evacuated, I know where to report. 
 Yes  
 No 


3. I know where to go in the event of a tornado.  


 Yes  
 No 


4. I know how to respond in case of fire. 
 Yes  
 No 


5. I know what to do if there is a chemical spill. 
 Yes  
 No 


6. I know who to alert if an emergency occurs. 
 Yes  
 No  


7. I know the emergency exits in the building and how to determine which one to take. 
 Yes  
 No 


8. I know where emergency supplies are stored at work and/or in my vehicle. 
 Yes  
 No 


 
I would like to receive training in: 
_____________________________________________________________________________________________
_____________________________________________________________________________________________
______________________________________________________ 
 
I would like to receive more information on: 
_____________________________________________________________________________________________
_____________________________________________________________________________________________
______________________________________________________ 
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Provided by: McGriff   


    ,      
  https://www.mcgriffinsurance.com/  


Discontinued Operations: 
Business Closing 


 
Whether you’re closing a branch or shutting down your business completely, there are a variety of factors 
you need to consider as you go through the process of discontinuing operations. The IRS and the Small 
Business Administration recommend the following steps to help you tie up any loose ends and ensure 
your affairs are in order. 
 


General Considerations DONE IN 
PROGRESS 


NOT 
STARTED NA 


Decide with your partners or co-owners to dissolve your business entity. 
Document the decision with a written agreement.     


Enlist the help of a professional advisor such as a lawyer or accountant who is 
familiar with business closings.     


Develop a written schedule outlining the steps that your closing procedure will 
take from beginning to end.     


Compile a list of all assets. This should include preforming a physical inventory 
of all products, materials and equipment.     


Notify all employees and customers of the closing.     


If you lease any property, buildings or other equipment, alert the leasing entity 
of your decision to discontinue operations.     


Collect any outstanding accounts.     


Resolve or transfer all contractual obligations.     


Liquidate or transfer all assets.     


Close or transfer all accounts used for business operations.     


Legally dissolve your business if it is an LLC or corporation. Consult your 
attorney if you are unsure if you need to file dissolution papers.     


Cancel all registrations, licenses and permits, along with any business names 
they may be in.     


Store business records. Legally you may be required to keep certain tax and 
employment records for up to seven years.     


Address any outstanding tax responsibilities, specifically the ones discussed 
below.     


 


Federal Tax Responsibilities DONE IN 
PROGRESS 


NOT 
STARTED NA 


Make your final federal tax deposits.     


File your final quarterly or annual employment tax form.      


Issue final wage and withholding information to employees.     


Report information from issued W-2s.     
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File final tip income and allocated tips information return.     


Report capital gains or losses.     


Report partners’/shareholders’ shares.     


File final employee pension/benefit plan.     


Issue payment information to subcontractors.     


Report information from issued 1099 forms.     


Consider allowing S corporation election to terminate.     


Report business asset sales.     


Report the sale or exchange of property used in your trade or business.     
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Contact McGriff   for a copy of these Microsoft Excel worksheets. 
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Prepare Your Business For the 
Unexpected with Tabletop 
Exercises 
Insight for business owners and risk managers 
provided by McGriff   


Statistics show that approximately 25 percent of 
businesses affected by disasters never reopen their doors. 
Small business owners and individuals who are self-
employed are especially vulnerable to the loss of income 
that business interruptions can cause. To protect yourself 
from losses in the event of a forced shutdown, you must 
purchase adequate business interruption insurance and 
create a thorough business continuity plan.  


Implementation of your business continuity plan means 
more than simply exercising the plan during an 
emergency. It means integrating the plan into your 
company operations, training employees and evaluating 
the plan.  


What is a tabletop exercise? 
Tabletop exercises provide a means of practicing your 
company’s business continuity plan and evaluating the 
result—without waiting until an actual emergency occurs. 
A tabletop exercise asks the emergency management 
group (EMG) to address a simulated problem—focusing on 
the efficiency and effectiveness of the business continuity 
plan. Following a tabletop exercise, many companies find 
there are weak points in their business continuity plans 
that need to be addressed. 


What does it look like? 
During a tabletop exercise, the EMG is asked to consider: 


 What is expected of the EMG and all other 


employees in the event of an emergency; 


 What specific risks the company carries in light of 


the particular business interruption; 


 Resources available to combat the business 


interruption; 


 Communication options available to the EMG and 


all other employees; 


 How customers will be affected and what to do in 


that situation; 


 Security of company data and the assets; and 


 The order in which to respond to certain 


situations.  


 
After the EMG has discussed the issues 
presented in the exercise, the group has the 
opportunity to determine what was missing 
from the company’s business continuity plan 
and to revise the plan accordingly. 
 
Conducting a tabletop exercise with your EMG is essential 
for the success of your business continuity plan. These 
exercises should be conducted regularly to provide 
practice for your EMG and to allow timely evaluation of 
your business continuity plan.  


For more information about creating and implementing a 
business continuity plan, contact your McGriff   
representative.  
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Sample Tabletop Exercise: Power Outage 
 


Conducted by: _______________ Exercise date: _______________ Next exercise date: ___________ 


      


1) It’s 9 a.m. on a Wednesday. You’re sitting at your desk on the fourth floor of the building when suddenly your 


computer shuts off and the lights go out.   


 


a. Take ten minutes to discuss what you would do in this situation.  


 


2) Two hours later, the power is still not on. You have not been contacted by the electric company and have no 


way of knowing how much longer the power is going to be out.  


 


a. Discuss what action you will take now.  


b. What risks are associated with this power outage concerning: 


i. Surges 


ii. Phone systems 


iii. Technology room 


 


3) Another three hours pass and there is still no update on the outage.  


 


a. Discuss whether it is appropriate to send employees home.  


b. Do you activate your business continuity plan? 


c. How are you going to handle customers and vendors? 


 


It is important in these situations to know as much information as possible. Discuss what plan of action you will employ 


given this situation by agreeing on: 


a. A meeting place. 


b. How communication will be handled for employees, customers, vendors, media, etc.  


c. A convenient way to retrieve your business continuity plan, should you need it.  


d. What actions to take in regards to your employees’ safety.  


e. How to ensure data is not lost or damaged.  


 


 


 


4) Discuss what you will do in the event that the power is still out three days later.  
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Now that the situation has been discussed, consider: 


a. What is missing from the plan? 


b. Were there any new ideas that were not previously noted but should be implemented? 


c. What realistic solutions would work for this situation?  


d. What did not seem to work well? 


e. How can you, overall, improve this plan? 


Everyone participating in this exercise should now write down any questions, concerns or comments about what was 


discussed for future reference.  


 


Notes: 
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Damaged Property Inventory


© 2021 McGriff Insurance Services, Inc. All rights reserved. McGriff Insurance Services, Inc. is a subsidiary of Truist Insurance Holdings, Inc.


Item/Description Quantity Cost to Replace
Receipt for Purchase or 


Estimate Replacement? Y or N


$


$


$


$


$


$


$


$


$


$


$


$


$ 


$


$


$


$


$


$


$


$


$


$ 


$


$


$


$


$


After a loss it is important to separate contents according to damaged and undamaged items. Prepare an inventory list of damaged property:


 a) List quantity, description, replacement cost and amount of loss.


 b) Retain bills, receipts and other related documents.


McGriff.com
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Emergency Action Plan 
Program


Reference Standard
Occupational Safety and Health Administration Subpart E, Emergency Action Plans:
29 CFR 1910.38


Purpose   
This procedure establishes minimum procedures for responding to various emergencies in our 
facility. 


Scope  
This procedure applies to all of our company employees, all contractors and vendors performing 
work on company property, and all other individuals who are visiting or have business with our 
company.


Responsibilities  
 Management is responsible for plan development and periodic review of this plan. 


Management is also responsible for appropriate employee training.  


 Management and supervisors are responsible for enforcement of this program.  


 Employees shall comply with all procedures outlined in this policy.


 Contractors and vendors shall comply with all procedures outlined in this policy.


Definitions
911 Notification System: Method that is used by our facility to call outside emergency 
services (police, fire, EMS)
Contractor:  A non-company employee being paid to perform work in our facility.
Defensive Action: Response to a chemical spill or release that does not require personal 
protective equipment or hazardous material response training. Examples are: closing an open 
valve, placing absorbent material in front of a running spill or closing a door.
Emergency: An unplanned event that could jeopardize the safety of people or property in our 
facility. An emergency can originate on our site or off-site: either can impact the people and 
property within our facility.
Emergency Coordinator: A staff member who is responsible for decision making during the 
initial phase of an emergency (generally this stage is defined by: discovery, activating the 
alarm, evacuation, employee accounting, initial response by off-site emergency services, etc.) 
An Emergency Coordinator will be assigned whenever the facility is operating.
Evacuation Location: The location that employees, visitors and contractors report to following 
an evacuation.
Vendor:  A non-company employee being paid to perform a service in our facility.


Our Company


Effective Date: 
Revision #:
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Visitor/Contractor Log: A written log maintained at the entrance for visitors, contractors and 
vendors. Each non-employee is required to sign-in upon entering our facility and sign-out when 
leaving.


Procedure
Overview
All actions taken during an emergency will serve to protect the life and safety of employees, 
contractors, visitors and our facility neighbors. To the extent possible, we will minimize damage 
to property and the environment. Our emergency response activity will never knowingly 
jeopardize the safety of any individual. 


Evacuation Routes and Maps
All evacuation exit routes are permanent and are maintained as accessible and passable at all 
times. Evacuation maps are posted at various locations throughout our facility. These maps 
reflect the location of the evacuation routes, exits and evacuation destination locations. 
Appendix A contains copies of these maps.


Accounting for Personnel
Employee roster sheets will be used for personnel accounting following an evacuation. 
Supervisors or designees will be responsible for using the roster sheets to accomplish a head 
count immediately following evacuation. Visitor, Contractor and Vender Logs will be used to 
account for individuals in these groups. 


Individuals who have disabilities that may impair their ability to evacuate will be encouraged to 
discuss the issue with Human Resources or another member of management. Necessary 
arrangements will be made confidentially to assist with evacuation.


Contractors, Vendors and Visitors
Contractors, vendors and visitors should evacuate to the outdoor area adjacent to the door 
through which they entered and signed the Visitor/Contractor Log. The receptionist or an 
alternate will perform the head count. During severe weather evacuations contractors, vendors 
and visitors should evacuate to the Shelter area assigned to their host.


Emergency Alarm System and Emergency Services Notification
In the event of an emergency the following methods can be used to communicate:


 Our plant alarm system is ____________ and annunciates an emergency condition as 
follows: ______________________________________________________________.


 Word of mouth
 The paging system (if facility is so equipped)
 Air horn


911 Notification System: Outside emergency services (police, fire, EMS) will be contacted as 
follows: ___________________________________________________________________
_________________________________________________________________________.


Fire Emergency
Employees discovering a fire will take the following action:


1. Alert others in the area who are at risk and notify a member of management who will 
initiate the 911 Notification System


2. Initiate the fire alarm procedure
3. Turn off involved equipment 
4. Consider using a fire extinguisher, if trained and authorized to do so
5. Evacuate
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Upon being alerted of a fire evacuation, all employees, visitors, contractors and vendors will:
1. Turn off equipment (if safe to do so)
2. Walk in an orderly and quiet manner to the exit closest to you not blocked by fire, 


smoke or other hazards and exit the building
3. Do not delay evacuation or re-enter hazardous areas to retrieve personal possessions 


such as keys, coats purses, or lunches
4. Report to designated fire Evacuation Location for head count. See Appendix B for 


Evacuation Locations 
5. Stay together with their assigned group until further instructions are given
6. The facility will not be reoccupied until approved by the fire department


Note: The supervisor or other designated employee will be the last to exit the department. 
S/he will check lavatories and other cut-off rooms to assure evacuation and will close doors 
upon leaving. 
 


Medical Emergency
In the event of a medical emergency the following actions will be taken:


1. Notify a member of management who will initiate the 911 Notification System Evaluate 
scene safety-if there is any concern all personnel should stay at a safe distance


2. Do not move the ill/injured person (unless s/he is in danger from their surroundings)
3. Avoid all contact with blood and other bodily fluids (never attempt to provide first aid 


unless you are trained and equipped to do so)
4. A calm employee may stay with the ill/injured person to provide comfort
5. The supervisor will assign at least two employees to wait for the EMS responders at the 


parking lot entrance and guide the responders to the scene of the emergency
6. All uninvolved personnel should clear the area
7. If there has been any blood or bodily fluid release, trained personnel will clean and 


sanitize the area after the emergency phase has concluded


Severe Weather 
A weather alert radio is monitored in our facility at all times. In the event that a warning is 
issued for our facility the following actions will be taken:
1. Turn off equipment (if safe to do so)
2. Walk in an orderly and quiet manner to the designated severe weather Evacuation 


Location. See Appendix B for Evacuation Locations 
3. A head count will be conducted to account for all personnel  
4. When the severe weather warning expires personnel will be released from the shelter


Note: The supervisor or other designated employee will be the last to exit the department. 
S/he will check lavatories and other cut-off rooms to assure evacuation and will close doors 
upon leaving.


Hazardous Chemical Spill or Release 
Hazardous chemical spills or releases can be recognized visually by seeing evidence of a 
chemical escaping from its’ normal containment or by detecting an unusual odor. If a chemical 
spill is suspected all personnel will do the following:


1. Alert others in the area who are at risk and notify a member of management who will 
initiate the 911 Notification System  


2. Turn off equipment (if safe to do so)
3. Walk in an orderly and quiet manner to the exit closest to you not blocked by the 


chemical release
4. Report to designated fire Evacuation Location for head count. See Appendix B for 


Evacuation Locations
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5. The Emergency Coordinator or another member of management will observe the wind 
direction if applicable and determine the best shelter area for evacuated personnel 


6. Stay together with their assigned group until further instructions are given
7. The facility will not be reoccupied until approved by the fire department


No employee will take any action other than defensive actions to attempt to control a 
hazardous chemical spill or release unless s/he has been trained and equipped to respond.


Electrical Utility Failure
In the event of an electrical failure the following procedure will be followed:


1. If the failure is in a partial area of the facility notify a supervisor or member of 
management    


2. Turn off equipment using normal controls
3. Expect sudden equipment restart-stay away from the point of operation and other 


moving surfaces
4. Do not attempt to move around dark areas-supervisors will use flashlights to guide 


employees to a safe area to wait for power restoration
5. After power is restored follow supervisor’s directions for equipment restart


Workplace Violence
Workplace violence will be handled as follows:


1. Any employee who witnesses a violent act, threat of violence or is otherwise 
concerned should report it to a member of management


2. If immediate action is necessary, s/he will:
a. advise personnel most at risk to take shelter behind closed doors or to 


evacuate to other areas of the facility
b. contact emergency services or delegate another person to do so
c. notify the Emergency Coordinator who will evaluate the situation, meet the 


police, expand the evacuation and coordinate a head count
3. If immediate action is not deemed necessary, the member of management will notify 


the Emergency Coordinator of the incident. The Emergency Coordinator will begin an 
immediate investigation and evaluate the threat to personnel.


Emergency Duties
Emergency Coordinator


1. Verify that necessary Emergency Services have been notified
2. Coordinate the employee accounting procedure in the case of evacuation emergency
3. Meet responding Emergency Service units and:


a. issue a situation report 
b. keep in contact to provide needed information
c. advise them of evacuation status (during evacuation emergencies)


4. Issue updated instructions to personnel as necessary taking into account comfort of 
evacuees, duration of the evacuation, time of day, etc.


5. Coordinate incidents of workplace violence


Supervisors
1. Assist with responding to all emergencies and communicate emergency instructions 


to employees
2. Communicate facts surrounding an emergency occurring in their area to the 


Emergency Coordinator
3. Develop plans to assist employees with disabilities to evacuate safely
4. Verify all employees are evacuated before leaving 
5. Perform the head count procedure to account for all employees and communicate 


missing personnel to the Emergency Coordinator
6. Be the initial contact and coordinator for incidents involving workplace violence
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Critical Operations Duties
Employees who are required to remain behind during evacuation, or who are assigned special 
response duties, will be fully trained and equipped to ensure their safety and readiness.


Training
At a minimum, training will be conducted:
 Upon hire 
 When this plan changes
 When employee duties change


Training will consist of:
1. Methods of alerting employees of an emergency
2. Employee duties upon discovering an emergency
3. Evacuation routes and Evacuation Locations
4. Procedures to be followed upon notification of emergency
5. Special Critical Operations duties assigned to employees


Revision History Record:
Revision
Number Section Revised By Description


0 NA NA Original document.
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Evacuation Maps 
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Evacuation Locations
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Emergencies in the Workplace
REMEMBER YOUR RESPONSIBILITY IN EMERGENCY 
SITUATIONS: 


 FOLLOW YOUR TRAINING


 REACT CALMLY AND QUICKLY


 DON’T BE A HERO


IF YOU DISCOVER A FIRE
- Alert others at risk
- Notify a manager
- Activate the alarm system
- Turn off involved equipment
- Evacuate


FIRE ALARM
- Turn off equipment
- Take the closest safe exit
- Go to the evacuation location
- Stay with your group
- Do not re-enter building


MEDICAL EMERGENCY
- Alert a manager
- Follow procedure for Fire Alarm


SEVERE WEATHER
- Turn off equipment
- Report to evacuation location


HAZARDOUS CHEMICAL SPILL
- Report to a manager
- Follow procedure for Fire Alarm


WORKPLACE VIOLENCE
- Report concerns to a manager
- Remove yourself from the area
- Follow management directions


Important Things For 
You to Remember …
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EMERGENCY ACTION PLAN
INSTRUCTOR NOTES


The following provides a useful preparation outline for use by trainers presenting the Emergency Action 
Plan training presentation to employees.


Training Objectives


- Review the rules and procedure for the Emergency Action Plan


- Train employees to react quickly to emergency events in and around the facility with the goal of 
minimizing the impact on people and property


Before Training
- Read the OSHA standard and the model Emergency Action Plan program
- Complete the blank sections in the written program: 


1. Under the Emergency Alarm System and Emergency Services Notification heading-the first 
section asks that you describe your facility alarm system-a requirement of the OSHA standard. 
If your facility is not equipped with an actual alarm system, delete the highlighted bullet point. 
If there is no actual alarm system in place you will have to use a paging system and/or word of 
mouth, or air horn as your alarm system. 


2. Also under the Emergency Alarm System and Emergency Services Notification heading-you are 
asked to describe the mechanism used in your facility to call outside emergency services. This 
duty could be assigned to a receptionist, shift supervisor, plant manager, Human Resources 
rep, etc. Even if your facility is equipped with a Central Station alarm system it is always an 
industry best practice to follow-up an automatic alarm with a phone call.


3. Evacuation Locations: you must choose evacuation locations outside the building for fire and 
chemical release incidents and an inside location for weather related emergencies and 
document in Appendix B. 
 For the outdoor location choose one or several locations that are: well away from the 


building and hazardous areas such as chemical or fuel storage, out of the traffic flow 
patterns of responding emergency vehicles, if possible upwind considering prevailing winds, 
and within easy communication distance for the Emergency Coordinator to see or be able to 
reach all locations.


 For the indoor location, choose one or several locations that are: away from exterior walls, 
do not have windows, are in the basement or interior of the building and if possible, have a 
substantial secondary roof.


 Evacuation locations can be documented on a plot plan, drawing or can be listed in narrative 
form.


4.  Evacuation Maps are required by the OSHA standard. These maps can be hand or computer 
generated. They should be posted in the facility. Copy the maps and include in Appendix A.
- Appoint Emergency Coordinators who will be responsible for coordinating activities through 


the initial phase of an emergency. There should always be a Coordinator on duty when there 
are people in the facility. The Coordinator must be calm, knowledgeable of the facility and 
able to make decisions. Very basic responsibilities are outlined in the procedure and you 
may want to add more.


- Under Accounting for Personnel, this plan utilizes employee rosters to complete the head 
count function. OSHA requires that the method of accountability be included in the plan. If 
you use a different system (e.g. card access attendance list) change the written program. It 
can be very helpful to have copies of employee lists by department available for supervisors 
or others charged with the head count duty.
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- Often local police and fire agencies can assist with emergency preparedness; do not hesitate 
to ask for assistance


- After implementing this training it is worth conducting a drill. The initial drill can be 
announced and be a simple walk through. Often, problems are not evident until an actual 
drill is conducted.


- Consider providing some additional training for supervisors and others with special 
emergency response duties so that everyone is aware of their responsibilities under the 
plan.


- Some tools that can simplify emergency activities are:
High visibility traffic vests to be worn by employees assigned to meet emergency responders


- A high visibility traffic vest to be worn by the Emergency Coordinator
- A bull horn and/or portable two way radios to facilitate communication
- Flashlights to assist with after dark emergencies and power outages


- If you maintain emergency response equipment, designate a special storage area that is accessible 
and away from high hazard areas


Introduction for Training
- Begin by stressing the overall importance of safety in your facility.
- Instruct students that in the event of an emergency, heroes are not wanted; people who follow 


procedures are!
- As a ground breaker you can ask an employee who has been involved in an emergency, what they 


experienced. 


General Guidelines 
- Stress the importance of the bullet points on these slides
- Stress the importance of the individual employee being committed to his/her own safety
- Be sure to be open to questions or comments
- Teach preparation for, not fear of emergencies
- Physically show the employee the Evacuation Locations that s/he must know


Student Exercise
1.    Ask the student to explain how s/he would react to the various types of emergencies.


Quiz Answers


1) A


2) B


3) A


4) B


5) (Fill in correct answer)


6) B


7) (Fill in correct answer)


8) B


9) A


10)B
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EMERGENCY ACTION PLAN
QUIZ


Name: ______________________________ Date: ____________ Score: __________


Please complete each of the following statements with the best answer:


1. We take the fear out of emergency situations by:
a.___ By following our training
b.___ Running very fast to get away


2. During an emergency our facility needs:
a.___ Heroes
b.___ People who follow their training


3. One method of emergency communication is word of mouth:
a.___ True
b.___ False


4. If you discover a fire, your first action should be:
a.___ To use a fire extinguisher
b.___ Alert others at risk


5. Your fire Evacuation Location is ________________________________.


6. If a medical emergency occurs close to you one very important action to take is:
a.___ Perform CPR
b.___ Avoid all contact with blood and other bodily fluid


7. Your severe weather Evacuation Location is __________________________.


8. Two methods of detecting a chemical spill or release are to visually see a chemical out of its’ 
container and:


a.___ Perform advanced lab tests
b.___ Smell an unusual chemical odor


9. If a power failure occurs you should stay away from machines because equipment could 
restart unexpectedly:
a.___ True
b.___ False


10. If you become aware of another employee committing a violent act or threat, you should:
a.___ Cut her/him some slack (they might be having a bad day)
b.___ Immediately report the concern to a manager
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Safety Training Log


Our Company’s Safety Training Log


Brought to you by McGriff  


SUBJECT: Emergency Action 
Plan


DATE: INSTRUCTOR: LOCATION:


The employees listed below have satisfactorily participated in and completed all requirements of 
the above training.


NAME (Print) DEPARTMENT NAME (Signature) DATE
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Safety Training Log


NAME (Print) DEPARTMENT NAME (Signature) DATE








© 2008, 2011-2012 Zywave, Inc. All rights reserved. 


Emergency Contacts and 
Emergency Response Training Questionnaire 


 
Please complete the following by either typing in the gray fields or clicking on the chosen boxes. 
 
Name:       Today’s date:       
 
Emergency Contact #1: 
Name:        Spouse  Parent  Sibling  Friend  Other:       
Home phone:       Work phone:       Other phone:       
 
Emergency Contact #2: 
Name:        Spouse  Parent  Sibling  Friend  Other:       
Home phone:       Work phone:       Other phone:       
 
Do you have any medical conditions of which you would like us to be aware in the event of a 
medical emergency?  No  Yes, please explain:       
 
Your response to the following is completely voluntary. Your ‘affirmative’ answers will not 
automatically assign you responsibility — you will receive more information before being 
identified as someone who can administer first aid in case of an emergency. 
 


1. Have you ever held any of the following medical licenses? 
  M.D.  P.A.  R.N.  L.P.N.  C.N.A.  Other:        No licenses held 
 Are these licenses current?  Yes  No 


 
2. Have you ever held any of the following certifications? 
  First Responder  CPR-Adult  CPR-Infant  First Aid 


 Bloodborne pathogens  Other:        No certifications held 
 When do these certifications expire?       


 
3. Other than above, have you ever received any specialty medical training? 
 If yes, please describe:       


 
4. Have you ever received any specialty safety training? 
  Accident Investigation  Hazcomm/MSDS  Internal Emergency Response 


 Other:          No specialty safety training 
 


5. If you affirmatively answered any of the above, might you be willing to use your 
training/skills at work in an emergency?  Yes  No 
If yes, how?       


 
6. Do you have any ideas or comments regarding workplace safety at Our Company?       


 
 


 
Thank you for  your  response!  








 


FIRE          POLICE         HAZMAT 


Line of Insurance: 
Address: 
City/State/Zip 
Phone #: 
After Hours #: 


Insurance Carrier: 


Line of Insurance: 
Address: 
City/State/Zip 
Phone #: 
After Hours #: 


Insurance Carrier: 


Line of Insurance: 
Address: 
City/State/Zip 
Phone #: 
After Hours #: 


Insurance Carrier: 


© 2004, 2011 Zywave, Inc. All rights Reserved. 


Broker Name: McGriff   
Address:   
City/State/Zip:  ,     
Phone #: 855.228.2377 


Agency Information: 








© 2014 Zywave, Inc. All rights reserved. 


 


 
 
 
 


Employee Emergency Contact Information 
Employee Name 


      
 


Home Phone Number                                                 Cell 


                                                                       
 


Home Email Address 


      


Address 


      
 


In Case of Emergency 
Name of Primary Contact 


      
 


Relationship to You 


      
 


Phone Number: Home                                 Cell                                       Work 


                                                                                               
 


 


Name of Secondary Contact 


      
 


Relationship to You 


      
 


Phone Number: Home                                Cell                                       Work 


                                                                                              
 


 


Name of Physician or Preferred Hospital 


      
 


Phone Number 


      


Address 


      
 


O
u


r C
om


p
an


y 








 


This checklist is merely a guideline. It is neither meant to be exhaustive nor meant to be construed as legal advice. It does not 
address all potential compliance issues with federal, state or local standards. Consult your licensed commercial property and 
casualty representative at McGriff   or legal counsel to address possible compliance requirements. © 2010, 2017 Zywave, Inc. All 
rights reserved. 


FIRST AID KIT 
 


 


Date:                                                                    Review conducted by:            


Under OSHA’s general industry regulations, an employer must train a person (or persons) to provide first aid if there 
is no clinic, infirmary or hospital near the workplace. In these situations, employers must also make first-aid supplies 
readily available. These supplies are often provided by employers as first-aid kits.  


To create first-aid kits, employers must evaluate the hazards present in their workplace and determine what tools 
and supplies their employees will most likely need to provide first aid. OSHA offers employers two guidelines for 
building a first-aid kit:  


• Employers should look at their workplace injury and illness records to determine the types of injuries their 
employees are most likely to encounter at their establishment; and 


• Employers should refer to the American National Standard Institute’s (ANSI) 1998 publication titled 
“Minimum Requirements for Workplace First-aid Kits” and use it an illustration of what should be included 
in a basic first-aid kit. 


However, the specific supplies an employer must provide may vary depending on the employer’s industry, 
operations and the unique hazards that may be present in its establishment. Employers should also consider 
whether additional national, industry, state or local regulations may apply.  


 


SPECIAL NOTE: 


This document presents the minimum requirements for workplace first-aid kits and supplies as outlined in the current 
OSHA regulations. Although these regulations reference the 1998 ANSI standard, employers should know that ANSI 


has updated this standard multiple times, most recently in 2015. 


 


 DONE 


Absorbent compress, 32 sq. in. (81.3 sq. cm) with no side smaller than 4 in. (10 cm) ☐ 


Adhesive bandages, 1 in. x 3 in. (2.5 cm x 7.5 cm) ☐ 


Adhesive tape, 5 yd. (457.2 cm) total ☐ 


Antiseptic, 0.5 g (0.14 fl. oz.) applications ☐ 


Burn treatment, 0.5 g (0.14 fl. oz.) applications ☐ 


Pairs of medical exam gloves ☐ 


Sterile pads, 3 in. x 3 in. (7.5 cm x 7.5 cm) ☐ 


Triangular bandage, 40 in. x 40 in. x 56 in. (101 cm x 101 cm x 142 cm) ☐ 


Presented by McGriff   








 


 


Preventing Windstorm Damage 
Homeowners can suffer a significant amount of property damage from windstorms and hurricanes. 


Before hurricane season hits, homeowners like you can help mitigate these losses by protecting the 


roof, windows, entry doors and garage doors. Consider these tips for preventing windstorm damage. 


Roof Protections 


 Have your roof inspected to make sure that it’s up to code and has enough nails per shingle.  


 Make sure gables are securely attached and reinforced to the frame walls. 


 Consider installing hurricane clips, as they will prevent high winds from ripping off your roof.  


Entry Door Protections 


 Install solid wood or hollow metal doors with at least three hinges and a deadbolt lock.  


Window Protections 


 Install impact-resistant shutters on your large windows and glass doors to reduce damage 


caused by pressure changes when windows and doors break. These shutters also protect glass 


from windborne objects. 


 Consider installing impact-resistant windows and patio doors. 


Garage Door Protections 


 Install singlewide garage doors versus doublewide doors because they are not as susceptible to 


wind damage due to their size. 


 Choose heavy hinges to the strengthen doors.  


Be Prepared to Weather the Storm 


Approximately 50% of all Americans live within 50 miles of a coastline, and are consequently 


exposed to hurricanes. To prevent excess property damage, plan for a storm by keeping your 


homeowners policy up to date, considering additional coverage (e.g., flood insurance) and practicing 


a family evacuation plan.  


When a storm hits, you may have only minutes to gather your most important belongings and leave 


your home—maybe for good—so it’s important to be prepared. 


For further personal risk management guidance and homeowners insurance solutions, contact us 


today. 


McGriff    


https://www.mcgriff.com/  


855-228-2377 


This flyer is for informational purposes only and is not intended as 
professional advice. © 2008-2009, 2016, 2021 Zywave, Inc. All rights reserved. 
 


 








 


 


Earthquake Preparedness Tips 
Earthquakes are unpredictable and can strike without warning. What’s more, they can also cause 


serious harm to you and your family. That’s why it’s important to know how to prepare for an 


earthquake and develop a plan to react quickly and safely if a disaster strikes. Keep reading for 


earthquake preparedness and response tips.  


Preparing for an Earthquake 


 Locate and learn how to use the shutoff valves for water, gas and electricity in your home.  


 Prepare an emergency earthquake kit with a first-aid kit, warm clothing, nonperishable food 


items and bottled water to last you and your family for at least 72 hours. 


 Bolt down and secure to the wall studs your water heater, refrigerator, furnace and gas 


appliances. 


 Hold earthquake drills with your family members. Specifically, make sure to practice the “drop, 


cover and hold on” method. 


During an Earthquake 


 Remain inside of your home and seek shelter under a heavy table or desk, or brace yourself 


inside a doorframe or inside wall. 


 Stay at least 15 feet away from windows and out of kitchens and garages, if possible. 


 Stay under the structure that is protecting you. If the shaking causes the table or desk to move, 


then you should move with it so you remain protected. 


 Don’t panic. Encourage the rest of your family to stay calm. 


After the Earthquake 


When the earthquake is over, remain in place for at least a few minutes, in case there are any 


aftershocks. Don’t leave your home unless it is necessary to do so. Then, check on your family 


members to see if they are injured. Administer first aid, if needed. If any family members are 


severely hurt, contact emergency services immediately.  


For more household safety guidance and homeowners insurance solutions, contact us today. 


Source: FEMA 


McGriff    


https://www.mcgriff.com/  


855.228.2377 


This flyer is for informational purposes only and is not intended as 
professional advice. © 2008, 2013, 2016, 2021 Zywave, Inc. All rights reserved. 
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Lightning Safety Considerations 


Lightning storms are incredibly dangerous and more deadly than tornadoes, floods and 


hurricanes. When a storm is on the verge of striking your area, you need to know the steps to 


take in order to protect your family and home. 


 


 


 


 


 


Use these tips to stay safe during a 


lightning storm: 


 Seek shelter in an enclosed building, if 


possible. 


 If you are in a car, stay inside and keep 


the windows securely rolled up. 


 Do not use a small shed, pavilion or 


lean-to as shelter—they do not 


provide enough protection. 


 Do not use a landline telephone 


during a storm. Instead, use a cellular 


or cordless phone that is not 


connected to the building’s wiring.  


 If you’re outside during a lightning 


storm, get as close to the ground as 


possible without placing your hands 


or knees on the ground.  


 Avoid seeking shelter near trees, 


metal fences, pipes or tall and long 


objects. 


 If you are swimming, boating or 


fishing, seek shelter on land 


immediately. 
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Safety First 


 


If someone you know is struck by lightning, contact emergency personnel 


immediately. A lightning strike can cause the heart to stop and a person to stop 


breathing. 


If you have the proper medical training, administer CPR to victims who do not 


have a pulse and treat conscious victims for burns, fractures and other wounds. 


 


LIGHTNING SAFETY 








 


 


Preparing for Hurricane Season 
Hurricane season lasts from June through November. During a hurricane, heavy rains and 


catastrophic winds barrel through coastal areas and can severely damage or destroy nearby 


properties—including your home. The best way to minimize damage from a hurricane is to be 


prepared before one strikes. Follow this guidance to prepare for hurricane season. 


During Hurricane Season 


 Plan evacuation routes and designate a contact person who family members know to call once 


the storm is over. 


 Stock up on items such as bottled water, flashlights, battery-operated radio, nails, tarps and 


plywood. 


 Keep an up-to-date log of all of your possessions with photographs and videos, and review your 


home insurance policy. 


When There’s a Hurricane Threat 


 Cover windows and doors and secure outdoor furniture. 


 If you are told to evacuate, do so immediately. 


 Refill your prescriptions, fill up your gas tank and withdraw a week’s worth of cash so you are 


prepared in the event of a power outage. 


When a Hurricane Strikes 


 Listen to your battery-operated radio for instructions from the local authorities on evacuation 


and safety guidelines. 


 Seek shelter in an interior room away from windows, such as a closet.  


 If the electricity goes out, use a flashlight to see—do not use candles.  


 If you hear the winds subside, do not assume that the storm is over. The calm may be the eye 


of the storm, and the worst part may still be coming. 


After the Hurricane 


After a hurricane is over, stay inside until you hear that an “all clear” notice has been issued. If you 


were told to evacuate, do not return home until you have been given permission by the authorities. 


Additionally, exercise extreme caution when inspecting your home for damage and do not try to 


inspect damaged utilities and appliances. For more home safety tips and homeowners insurance 


solutions, contact us today. 
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Preventing Water Damage 
One of the most common causes of water damage within your home is often preventable. After all, 


this form of damage isn’t always due to heavy rainstorms or melting snow. Rather, water damage 


often stems from a lack of home maintenance.  


What’s worse, such damage is usually excluded from your homeowners coverage if the cause is 


connected to poor maintenance practices—leaving you to pay out-of-pocket for any home repair 


costs. With this mind, be sure to follow this guidance to keep water damage from wreaking havoc on 


your home (and your wallet). 


 Make sure you know the location of your home’s main water shut-off valve. This will allow you to 


respond quickly and efficiently in the event of a water disaster, such as a burst pipe.   


 Have appliances such as water heaters, showers, tubs, toilets, sinks, dishwashers, refrigerators 


and washing machines reviewed on a routine basis by a qualified professional. Make repairs as 


needed. 


 Conduct your own inspections of the following items on a regular basis: 


o Check the caulking surrounding showers, tubs, sinks and toilet bases. Reseal any openings. 


o If your refrigerator includes an ice machine or water dispenser, analyze the hose between 


the wall and the refrigerator for signs of pinching or stress. Make adjustments as needed. 


o Ensure that your sump pump is in good condition and operating properly. Consult a qualified 


professional if you detect any problems. 


o Inspect supply lines, connections, hoses, fittings, pipes and valves for potential leaks, cracks 


or corrosion. Schedule repairs as soon as possible to avoid more severe damage. 


 Check the lifespan for each of your appliances. Make replacements when necessary. 


 Clean your roof and gutters regularly to prevent ice or debris buildup. In addition, monitor your 


roof for loose shingles or other damages and make repairs as needed.  


 Consider installing a water flow monitoring system or smart water sensors for further protection. 


Review Your Coverage 


Apart from these practices, review your homeowners insurance policy with an insurance 


professional to ensure you will be adequately covered if sudden or accidental water damage occurs 


within your home. Keep in mind that some specific causes of water damage—such as flooding and 


sewer backups—are typically excluded from standard homeowners policies and often require 


additional, specialized coverage. For more home maintenance guidance and homeowners insurance 


solutions, contact us today. 
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Call us at 855.228.2377 to 
review your insurance 
policies and ensure that 
you’re financially 
protected.
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Health and wellness tips for your work, home and life—brought to you by the insurance professionals at 


McGriff   


HEALTH CONCERNS FOLLOWING A 


HURRICANE OR FLOOD 
A natural disaster can be one of the most devastating 


events in a person’s lifetime. Families can be uprooted 


and entire neighborhoods can be destroyed in the blink 


of an eye. If you ever have to endure such a crisis, it is 


important to know what resources can help you in the 


wake of a disaster. 


While many people are concerned with preparing for a 


crisis, the aftermath can be overlooked. Coping with the 


effects of a disaster are as important as preparing for 


the crisis itself. 


Unhealthy Conditions 


After a hurricane or large flood, there are huge amounts 


of water in places where there usually is not. This can 


cause a variety of health concerns for people living in or 


around the affected areas. 


Floodwaters often contain sewage, chemicals and 


submerged objects like glass or sharp metal. In addition, 


the water can contain disease. For these reasons, you 


should avoid wading in the contaminated water or 


consuming food that was submerged, even if it is in 


sealed containers.  


The Centers for Disease Control and Prevention (CDC) 


urges parents to thoroughly wash and disinfect any toys 


that were exposed to floodwaters before letting 


children play with them. The CDC warns that not doing 


so can result in diarrhea or other stomach issues. 


Anyone living in an affected area should also take 


precautions against mosquitoes, which breed 


rapidly in standing water. An influx in mosquitoes 


means a higher chance of contracting the West Nile or 


Zika viruses, both of which are carried by the insects. 


The CDC recommends using bug spray with DEET to 


stay protected. 


Proper Cleanup 


Improper cleanup after a disaster can lead to more 


health issues, according to the CDC. Mold grows 


quickly in warm, damp environments and can cause 


respiratory infections or worsen allergies.  


When cleaning, the CDC recommends wearing rubber 


gloves and boots to minimize direct contact with the 


contaminated areas. Hard surfaces must be cleaned 


with soap and water and disinfected with bleach. 


Fabrics should be washed in warm water, and 


upholstered furniture should be dried in the sun and 


sprayed with disinfectant. Simply drying things will not 


be sufficient; everything must be disinfected. 


Help Coping 


Beyond physical stress, mental and emotional stress 


runs high during and after a disaster. It is important 


you have the resources to cope with the devastating 


experience so you can move on. This means talking 


with loved ones, seeking professional help or taking 


advantage of your company’s employee assistance 


program, which can put you in touch with coping 


services. 


Call 1-800-985-5990 or text TalkWithUs to 66746 to 


speak with mental health professionals. The hotline 


was established by the Health and Human Services 


Department and is available anytime.  


Visit the CDC website for more information on coping 


with a disaster and resources for recovery. 
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Management Emergency Contact Information 
In case of an emergency, use the management personnel contact information provided 
below. If unable to reach the first contact, call the second person listed, etc., as 
necessary. Follow the left column, then the right. 
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Preparing for and 
Responding to 
Lightning 


Lightning is a giant spark of electricity in the atmosphere between clouds, the air or the ground. In 
the early stages air acts as an insulator between the positive and negative charges in the cloud and 
between the cloud and the ground. When the opposite charges build up, the insulating capacity of the 
air breaks down and there is a rapid discharge of electricity that we know as lightning.


According to the National Weather Service, lightning strikes the United States about 25 million times a 
year. Most lightning occurs during the summer months, but it can strike at any time. It kills an average 
of 47 people in the US each year and if you hear thunder, lightning is close enough to strike you. 
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Some General Tips for Lightning Safety Include: 


• If possible, get indoors and monitor the weather.


• Keep away from electrical equipment and plumbing, including sinks, baths and faucets.


• Avoid open areas and don’t be the tallest object in the area.


• Stay away from isolated trees, towers and utility poles.


• Stay away from wires, fences and other metal conductors.


• If you are with a group of people, spread out.


• Stay off corded phones, computers and other electrical equipment that puts you in direct contact with electricity.


• Stay away from windows and doors and stay off porches.


• Do not lie on concrete floors or lean against concrete walls.


• Never lie flat on the ground or use a cliff or rocky overhang for shelter.


• Get away from bodies of water such as ponds and lakes.


• If in a vehicle and caught in a lightning storm, the National Lightning Safety Institute suggests safely pulling off 
to the side of the road. Wait out the storm, turn off the engine, put one’s hands in one’s lap and not touch inside 
items such as door and window handles, steering wheels and gear shifts.


To learn more about Lightning preparedness contact your McGriff Broker.


McGriff.com
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Preparing for and 
Responding to 
Earthquake 


An earthquake is a sudden, rapid shaking of the earth caused by the shifting of rock beneath
the earth’s surface. They strike without warning, at any time of year, day or night. Forty-five U.S.
states and territories are at moderate to very high risk of earthquakes.


An earthquake is caused by a sudden slip on a fault. The tectonic plates are always slowly
moving, but they get stuck at their edges due to friction. When the stress on the edge overcomes
the friction, there is an earthquake that releases energy in waves that travel through the earth’s
crust and cause the shaking that we feel.


Before an Earthquake: 


• Develop earthquake emergency plans for your business and home. Refer to Red Cross’ Earthquake Safety 
Website for additional guidance. 


• Talk about earthquakes so that everyone knows what to do in case of an earthquake. Discussing ahead of time 
helps reduce fear.


• Identify safe places in each room at workplace, homes, and/or school.
• Practice DROP, COVER and HOLD ON in each safe place.
• Bolt and brace water heaters and gas appliances to wall studs. Install flexible fittings to avoid gas or water 


leaks.
• Properly secure heavy items to walls.
• Install strong latches or bolts on cabinets. Large or heavy items should be closest to the floor.
• Learn how to shut off the gas valves and keep a wrench handy for that purpose.
• Place large and heavy objects or breakable items on lower shelves.
• Anchor overhead lighting fixtures properly.
• Anchor top-heavy, tall and freestanding items to wall studs to keep these from toppling over.
• Ask maintenance about building reinforcement to overhangs, exterior features, glass doors, canopies, carports 


and roll-up/garage doors.
• Have a professional make sure your business and home is securely anchored to its foundation.
• Be prepared to shelter employees and potential visitors at the time of an earthquake for at least 72 hours. Have 


food, water, portable sanitary facilities, sleeping materials, and blankets on hand.
• Understand the stress of employees stuck in place after a major earthquake in the office. Consider the impact 


the catastrophe can have on your workforce, the anxiety it may create and be aware of those implications in the 
office.


• When it’s safe to evacuate render necessary aid, moving people around to structurally sound and safe areas in 
the building(s).



https://www.redcross.org/get-help/how-to-prepare-for-emergencies/types-of-emergencies/earthquake.html

https://www.redcross.org/get-help/how-to-prepare-for-emergencies/types-of-emergencies/earthquake.html
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During an Earthquake:
Staying Safe Indoors:
• DROP, COVER and HOLD ON!


 - Move as little as possible - most injuries during 
earthquakes occur because of people moving 
around, falling and suffering sprains, fractures and 
head injuries.


 - Try to protect your head and torso.


• Stay indoors until the shaking stops and you are sure 
it is safe to exit.


• If you must leave a building after the shaking 
stops, use stairs rather than an elevator in case of 
aftershocks, power outages or other damage.


• Be aware that smoke alarms and sprinkler systems 
frequently go off in buildings during an earthquake, 
even if there is no fire.


• If you smell gas, get out of the building or home and 
move as far away as possible.


• Before you leave any building check to make sure that 
there is no debris from the building that could fall on 
you.


Staying Safe Outdoors:
• Find a clear spot and drop to the ground. Stay there 


until the shaking stops.
• Try to get as far away from buildings, power lines, 


trees, and streetlights as possible.
• If you’re in a vehicle, pull over to a clear location and 


stop. Avoid bridges, overpasses and power lines if 
possible.


• Stay inside with your seatbelt fastened until the 
shaking stops.


• After the shaking has stopped, drive on carefully, 
avoiding bridges and ramps that may have been 
damaged.


• If a power line falls on your vehicle, do not get out. 
Wait for assistance.


• If you are in a mountainous area or near unstable 
slopes or cliffs, be alert for falling rocks and other 
debris as well as landslides.


After an Earthquake:
• Return to businesses or homes only when authorities 


say it is safe to do so.
• Check yourself for injuries and get first aid, if 


necessary, before helping injured or trapped persons.
• After an earthquake, the disaster may continue. 


Expect and prepare for potential aftershocks, 
landslides or even a tsunami if you live on a coast.


• Each time you feel an aftershock, DROP, COVER 
and HOLD ON. Aftershocks frequently occur 
minutes, days, weeks and even months following an 
earthquake.


• Look for and extinguish small fires. Fire is the most 
common hazard after an earthquake.


Returning Safely:
• Stay out of damaged buildings.
• Use extreme caution while examining walls, floors, 


doors, staircases and windows for damage.
• Watch out for fallen power lines or broken gas lines 


and report them to the utility company immediately.
• If you smell natural or propane gas or hear a hissing 


noise, leave immediately and call the fire department.
• Open cabinet and/or closet doors carefully as 


contents may have shifted.
• Inspect home and workplace structure, utilities and 


systems after an earthquake.
• Take pictures of damage to buildings and its contents, 


for insurance purposes.


Cleaning and Repairing Your Business/Home:
• Wear protective clothing, including long pants, a long-


sleeved shirt and sturdy shoes, and be cautious.
• Clean up spilled gasoline or other flammable liquids 


immediately.
• Learn about seismic building standards and land use 


codes before you begin any construction.
• Learn more about how to clean up after an 


earthquake, including the supplies you’ll need and 
how to handle fire hazards such as gas, electricity and 
chemicals.


To learn more about Earthquake preparedness contact your McGriff Broker.


McGriff.com
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Preparing for and 
Responding to a 
Flood


Flooding over land typically occurs when rivers, streams or other waterways overflow their banks as 
a result of excessive rain or possibly a levee breach. It can also occur when melting snow or rainfall 
exceeds the capacity of underground pipes or is unable to drain properly due to the significant 
amount of water.


To Minimize the Risk of Flooding You Can:


• Avoid building in a flood plain unless you elevate and reinforce your buildings.


• Elevate heating systems, electrical panels, etc. if your business is located in an area that has a high flood 
potential.


• Consider installing check valves to prevent floodwater backup from drains.


• If buildings are located in a flood zone, determine water entry points and document all techniques taken for the 
purpose of flood protection.


• Develop a flood plan or flood procedures, including an evacuation plan. 


To Prepare For A Flood Event You Can:


• Review procedures for shutting off main utilities.


• Reduce the chance of a fire during flooding by:
 - Shutting off electricity and gas to prevent short-circuiting of electrical equipment and lessen the fire hazard 


of ruptured gas lines. (If the facility’s fire pump is electricity-driven, have a diesel-driving pump available as 
backup).


 - Installing barriers around sprinkler risers, yard valves, and hydrants to protect them from floating debris.


 - Make every effort to keep fire protection systems operational during a flood.


• Prepare a list of important phone numbers to call in the event of a flood, including your local government, 
insurance broker, insurer, vendors that provide clean up and restoration services, etc.


• Review safety procedures and evacuation plan with staff.


• Check roof, floor, or yard drains to see if they are clear and running away from your premises, and then 
continuously monitor to make sure they remain clear.


• Create a process for contacting employees and clients if necessary.


• Ensure all data is backed up.


• Check local flood maps on the FEMA Flood Map Service Center site immediately before or during a storm and 
take preventative action.



https://msc.fema.gov/portal/home





To Prepare For A Flood Event You Can (Continued):


• Relocate the following items to a safe location: 
 - Stock, particularly high-value items or those critical to continue operation.


 - Equipment, such as portable electronic equipment, computers, testing and quality-control devices, dies and 
patterns, etc.


 - Vehicles that will be needed after the flood, such as plant trucks, forklifts, tractor-trailers, etc.


 - Critical drawings, records, files, and computer tapes.


• Drain open tanks of flammable or combustible liquids.


• Anchor yard items that can be moved by flood waters, such as trailers, lumber, or loose yard storage. Move stored 
materials inside, if practical.


• Board up doors, windows and any other openings.


• Check travel brakes on movable cranes and bridges. Anchor them in accordance with the manufacturers’ out of 
service instructions.


• Have an emergency power generator available to run any necessary equipment and systems. Use fuel-powered 
generators outdoors only.


• Raise equipment and stock above flood levels.


• Assemble supplies and equipment at a central, secure location including portable pumps and hoses, emergency 
lighting, lumber and nails, mops and squeegees, tarpaulins, power and manual tools, sandbags, shovels and axes.


• Construct barriers to stop floodwater from entering the building and seal any underground areas with waterproofing 
compounds.


• Place sandbags at vulnerable openings to divert water from critical areas such as holds in the foundations, 
doorways and sills.


• Create barriers around furniture or elevate it, if possible.


• Check to be sure all fire exits are clear of debris and sandbags.


• Give sump pumps a final check to make sure they are operational. 


To Respond To A Flooding Event:


• Move to higher ground if flash flooding is possible.


• Avoiding flooded areas. Six inches of water can stall a vehicle or cause the driver to lose control. A foot of water will 
float many vehicles.







After a Flood:


• Contact your McGriff agent if damages warrant.


• Avoid moving water.


• If on foot, stay on firm ground.


• Be aware of areas where floodwaters have receded. Roads 
may have been weakened and could collapse under the 
weight of a vehicle.


• Return to your business only when it has been determined it is 
safe to do so.


• If you must enter flooded area, use a wooden stick or pole to 
check for pits, holes and protruding objects.


• Conduct a preliminary worksite inspection to verify stability 
before entering a location that has recently flooded.


• Ensure all ladders and scaffolds are properly secured before 
use.


• Use life vests when engaged in activities that could result in 
deep water exposure.


• Wear watertight boots with steel toe and insole, gloves, long 
pants and safety glasses during cleanup operations.


• Wear a NIOSH-approved dust respirator if working with moldy 
building materials.


• Report any obvious hazards such as downed power lines, 
frayed electric wires, gas leaks or snakes.


• Immediately evacuate any building that has a gas leak until it 
is controlled and the area is vented.


• Do not touch downed power lines or any object including 
water the power lines may be in contact with.


• Beware of overhead and underground power lines when 
cleaning debris.


• All cord-connected, electrically operated tools and equipment 
must be grounded or double-insulated.


• Service damaged septic tanks, pits and leaching systems as 
soon as possible.


• Clean and disinfect everything that got wet.


• If bleach is in use, be sure to follow the directions on the 
package and wear eye, hand and face protection.


• Return any impaired fire protection systems, including alarm 
notification systems, to service promptly. Test any system 
potentially affected by the flood.


• Check for spilled flammable liquid, contaminants, etc. and 
eliminate them before other work begins.


• Conduct all cutting and welding repairs using industry best 
practices to prevent fire.


To learn more about Flood preparedness contact your McGriff Broker.
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Preparing for and 
Responding to a 
Hailstorm


Hail greater than ¾ inch in diameter can cause serious property damage or even fatal injuries to 
people. It is often accompanied by other severe weather events, such as hurricanes and tornadoes. 
Many times it will disrupt electrical service and damage aircraft, homes, cars, and businesses. 


Preparing for a Hailstorm:


If a storm is predicted, the following precautions can help to prepare and minimize damage:


• Add protective covers that are impact resistant over any skylight.


• Install hail guard netting and intake filter screens on roof-mounted HVAC equipment.


• If possible cover or move inside any outdoor equipment or vehicles that could sustain damage.
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Responding to Hailstorm:


• Operating a Motor Vehicle - If you can see a safe place or know of one nearby, like inside a garage or under a 
service station awning, drive to that location. If not, stop your vehicle as soon as possible to avoid dangerous icy 
roads. Your vehicle will furnish reasonable protection so do not exit the vehicle until it stops hailing. Stay away 
from car windows, cover your eyes and if possible get onto the floor of the vehicle face down or lay on the seat 
with your back to the windows.


• Inside a Building - Seek shelter immediately in a sturdy building and stay inside until the hail stops. Stay away 
from skylights and windows, especially windows that are being struck by hail. Do not go outside for any reason 
and avoid using corded phones and electrical appliances if lightning is present.


• Outdoors - If you are caught outdoors during a hail storm, seek shelter immediately. Stay out of culverts and 
lowland areas that may fill suddenly with water. It is best to avoid getting under trees that may lose large 
branches during a storm and attract lightning.


After the Storm:


Contact your McGriff broker if damages warrant.


To learn more about Hailstorm preparedness contact your McGriff Broker.








Preparing for and 
Responding to a 
Heatwave


A heat wave is a period of excessively hot weather, which may be accompanied by high humidity, 
especially in oceanic climate countries. While definitions vary, a heat wave is usually measured 
relative to the usual weather in the area and relative to normal temperatures for the season.


Before a Heatwave:


When excessive heat is anticipated, OSHA recommends that supervisors take the following precautions to keep 
employees safe:
• Identify and maintain records of all tasks employees are required to do outdoors where potential heat illness 


could occur.
• Require all potentially impacted employees to receive proper training on heat illness prevention.
• Maintain training records.
• Ensure adequate water is available at the beginning of each shift and throughout the work day.
• Follow proper procedures to contact emergency medical services, if needed.


Basic Requirements:


• Access to potable drinking water. Water should be fresh, pure, appropriately cool and provided to employees free 
of charge. It should be located as close as practicable to the areas where the employees are working and should 
be replenished regularly. Sufficient quantity is defined as enough to provide one quart per employee per hour for 
the entire shift.


• Access to shade. When the temperature exceeds 80 F°, the company should provide access to one or more 
shade areas large enough to accommodate the number of employees seated in a normal position and fully 
shaded. Shade areas should be located as close as practicable to the areas where employees are working.


If the Temperature Exceeds 95 F°:


• Ensure that effective communication by voice, observation or electronic means is maintained so that employees 
can contact a supervisor when necessary.


• Supervisors should observe employees for alertness and signs or symptoms of heat illness. In order to do so 
effectively, one or more of the following monitoring systems should be implemented:


 - Supervisor or designee is responsible for observing 20 or fewer employees.


 - Mandatory buddy system.


 - Regular communication with each employee by radio or cell phone.


• Designate one or more employees on the worksite to call for emergency medical services.
• Remind employees throughout the work shift to drink plenty of water.
• Conduct a pre-shift meeting before the commencement of work to review high heat procedures and encourage 


employees to drink plenty of water. Remind them it is their right to take a cool-down rest when necessary.
• Agricultural employers must ensure their workers take a minimum of 10-minute preventative cool-down rest 


periods every two hours.







Recognizing Heat Distress:


During heat waves people are susceptible to three heat-related conditions. It is important to seek medical attention 
first, but if immediate first aid is needed, here is how to recognize various levels of heat distress and some possible 
remedies:
• Heat cramps are muscular pains and spasms that usually occur in the legs or abdomen. Heat cramps are often an 


early sign that the body is having trouble with the heat.
 - Get the employee to a cooler place and have him or her rest in a comfortable position. Have the employee lightly 


stretch the affected muscle and gently massage the area.


 - Give the employee an electrolyte-containing fluid, such as a commercial sports drink, fruit juice or milk. Water may 
also be given. Do not give the person salt tablets.


• Heat exhaustion is a more severe condition than heat cramps. Heat exhaustion often affects athletes, firefighters, 
construction workers and factory workers. It also affects those wearing heavy clothing in a hot, humid environment. 
Signs of heat exhaustion include cool, moist, pale, ashen or flushed skin; headache; nausea; dizziness; weakness; 
and exhaustion.


 - Move the person to a cooler environment with circulating air. Remove or loosen as much clothing as possible and 
apply cool wet cloths or towels to the skin. Fanning or spraying the person with water also can help. If the person is 
conscious, give small amounts of a cool fluid such as a commercial sports drink or fruit juice to restore fluids and 
electrolytes. Milk or water may also be given. Give about 4 ounces of fluid every 15 minutes.


 - If the person’s condition does not improve or if he or she refuses water, has a change in consciousness, or vomits, 
call 9-1-1 or the local emergency number.


• Heat stroke is a life-threatening condition that usually occurs by ignoring the signals of heat exhaustion. Heat stroke 
develops when the body systems are overwhelmed by heat and begin to stop functioning. 


 - Signs of heat stroke include:


• Extremely high body temperature
• Red skin which may be dry or moist
• Changes in consciousness
• Rapid, weak pulse


• Rapid, shallow breathing
• Confusion
• Vomiting
• Seizures


 - Call 9-1-1 or the local emergency number immediately.


 - Rapidly cool the body by immersing the person up to the neck in cold water, if possible, douse or spray the person 
with cold water.


 - Sponge the person with ice water-doused towels over the entire body, frequently rotating the cold, wet towels.


 - If you are not able to measure and monitor the person’s temperature, apply rapid cooling methods for 20 minutes or 
until the person’s condition improves.


To learn more about Heat Wave preparedness contact your McGriff Broker.
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Preparing for and 
Responding to 
a Hurricanes or 
Tropical Winds


Following is a list of preparation recommendations specific to hurricanes and tropical winds. It 
may also be prudent to review the flood information since hurricane events often result in flood 
conditions.


To Prepare for a Hurricane Event:


• Inspect the roof and grounds for any loose debris 
that may be potentially hazardous in high winds and 
begin removal.


• Ensure that all equipment on the roof (air 
conditioners, antennas, signs, etc.) is mounted 
securely in the event of heavy winds.


• Clear roof drains, gutters and downspouts. Inspect 
and repair roof flashing as needed.


• Clean out any drainage areas that may collect water.


• Consider installing impact-resistant film on windows.


• Bolt tall bookcases and displays to the wall studs.


• Secure breakable items in a stand using hook-and-
loop fasteners.


• Place large objects on low shelving.


• Install latches on drawers to prevent them from 
flying open.


• Secure pictures and mirrors to the wall with closed 
screw eyes and wire.


• Secure your water heater to the wall studs with 
plumber’s tape or strap iron.


• Install flexible connectors to appliances using natural 
gas and automatic fire sprinklers.


• Inspect sign and stack supports, guy-wires and 
anchorages.


• Check for weak door and window latches, hardware 
or insecure panel fastenings. Expedite repairs.


• Protect vulnerable windows from flying debris.


• Brace any unsupported structural members at 
construction sites.


• Protect important records from wind, debris, and 
rain.


• Fill aboveground tanks to capacity with product or 
water to minimize wind damage.


• Anchor structures on the property that can be moved 
by high winds, such as trailers, lumber, or any loose 
yard storage. Move stored materials inside, where 
practical.


• Take measures to secure outdoor traveling cranes 
and bridges in accordance with manufacturers’ 
instructions. Set rail clamps and secure with wedges 
and cable anchors.


• Assemble supplies and equipment at a central, 
secure location to include emergency lighting, 
lumber and nails, tape for windows, sandbags, 
roofing paper, caulking compound, tarpaulins, power 
and manual tools, shovels, axes and chainsaws. 


• Identify all critical areas of a facility. Make sure 
someone on all shifts knows the proper shutdown 
procedures and is authorized to implement them.


• Arrange backup communications, such as two-way 
radios or cellular phones, and have spare batteries 
and a diesel-driven emergency generator on site.


• Fill fuel tanks of generators, fire pumps and all 
company-owned vehicles.


• Shut off gas to minimize fire loss.


• Protect or shut off other possible flame sources.


• Disconnect the main electrical feeds to the facility, if 
possible, to prevent a potential fire caused by short-
circuiting of damaged equipment.
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Responding to a Hurricane:


• If told to evacuate, do so immediately.


• Shelter in a safe location, preferably in an interior room away from doors and windows.


• Listen for emergency information and alerts.


• Do not use gasoline-powered machinery indoors.


After a Hurricane:


• Contact your McGriff broker if damages warrant.


• Avoid moving water.


• Be aware of areas where floodwaters have receded. Roads may have been weakened and could collapse under the 
weight of a vehicle.


• Return to your business only when it has been determined it is safe to do so.


• Ensure all ladders and scaffolds are properly secured before use.


• Wear watertight boots with steel toe and insole, gloves, long pants and safety glasses during cleanup operations.


• Wear a NIOSH-approved dust respirator if working with moldy building materials.


• Report any obvious hazards such as downed power lines, frayed electric wires, gas leaks or snakes.


• Immediately evacuate any building that has a gas leak until it is controlled and the area is vented.


• Do not touch downed power lines or any object including water in which the power lines may be in contact. 


• Beware of overhead and underground power lines when cleaning debris.


• All cord-connected, electrically operated tools and equipment must be grounded or double-insulated.


• Service damaged septic tanks, pits and leaching systems as soon as possible.


• Clean and disinfect everything that got wet.


• If bleach is in use, be sure to follow the directions on the package and wear eye, hand and face protection.


• Do not drink tap water until authorities confirm that it is safe to do so.


• Secure the site and survey for damage.


• Survey for safety hazards such as live wires, leaking gas or flammable liquid, poisonous gas, and damage to 
foundations or underground piping.


• Repair damage to the automatic sprinkler system and get it back in service as soon as possible.


• Begin salvage as soon as possible to prevent further damage:


 - Cover broken windows and torn roof coverings immediately.


 - Separate damaged goods, but beware of accumulating too much combustible debris inside a building.


To learn more about Hurricane and Tropical Wind preparedness contact your McGriff Broker.
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Preparing for and 
Responding to a 
Landslide, Mudslide 
and Debris Flow


Landslides occur when masses of rock, earth, or debris move down a slope due to disturbances in 
the natural stability of a slope. They can accompany heavy rains or follow droughts, earthquakes, or 
volcanic eruptions. Mudslides develop when water rapidly accumulates in the ground and causes 
a surge of water-saturated rock, earth and debris. Debris flows, also known as mudslides, are a 
common type of fast-moving landslide that tends to flow in channels.


Preparing for a Landslide, Mudslide or Debris Flow Event:


If you live in an area at risk from landslides, according to the Red Cross here are some ways you can prepare:


• Learn about local emergency response and evacuation plans.


• Create and practice an evacuation plan.


• Assemble and maintain an emergency preparedness kit.


• Become familiar with the land around where you live and work to better understand your risk in different 
situations.


• Watch for patterns of storm water drainage on slopes near your home and business, especially where runoff 
water converges.


During an Event:


• Listen for unusual sounds that might indicate moving debris, such as trees cracking or boulders knocking 
together.


• If you suspect imminent danger, evacuate the premises immediately.


• If you see a landslide or mudslide beginning, quickly move away from the path, in the direction of higher ground. 
If debris is approaching, seek shelter and take cover under sturdy furniture.


• Be especially alert when driving – watch for collapsed pavement, mud, fallen rocks and other indications of 
possible debris flow.
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After an Event:


• Contact your McGriff broker if damages warrant.


• Stay away from the slide area.


• Check for injured and trapped persons near the slide, without entering the direct slide area. Direct rescuers to their 
locations.


• Listen to local radio or television stations for the latest emergency information.


• Watch for flooding, which may occur after a landslide or debris flow.


• Look for and report broken utility lines to appropriate authorities. Reporting potential hazards will get the utilities 
turned off as quickly as possible, preventing further hazard and injury.


• Check the building foundation and surrounding land for damage.


• Replant damaged ground as soon as possible since erosion caused by loss of ground cover can lead to flash 
flooding.


• Seek the advice of a geotechnical expert for evaluating landslide hazards or designing corrective techniques to 
reduce landslide risk.


To learn more about Landslide, Mudslide and Debri Flow preparedness contact your McGriff Broker.
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Preparing for and 
Responding to 
Tornado 


Tornadoes can happen anytime, anywhere, and can bring intense winds, over 200 MPH. They can 
destroy buildings, create deadly flying debris and flip cars. A tornado watch means a tornado is 
possible. A tornado warning means a tornado is already occurring or will occur soon. 


Precautions You Can Take Before a Tornado:


• Know your area’s tornado risk. In the U.S., the midwest and southeast have a greater risk for tornados, according 
to the Office of Homeland Security.


• Sign up for your community’s warning system, if available. If not, the Emergency Alert System (EAS) and 
National Oceanic and Atmospheric Administration (NOAA) Weather Radio also provides emergency alerts.


• Pay attention to weather reports.


• Find safe shelter, such as a sturdy building, and go to a safe room; either a basement, storm cellar or a small 
interior room on the lowest level. Consider constructing a safe room that meets FEMA or ICC 500 standards. 


If You Are Under a Tornado Warning:


• Go to the safe shelter you identified above.


• Stay away from windows, doors, and outside walls.


• Do not get under a bridge or overpass. It is safer to be in a low, flat location.


• Watch out for flying debris and use your arms to protect your head and neck.


• Listen to a weather radio for emergency information and instructions.


• Do not try to outrun a tornado in a vehicle. If strong winds and flying debris occur while you are driving, pull over 
and park. If stuck in traffic and there is nowhere to go NOAA recommends getting far away from your vehicle 
and into a ditch or other low spot. If the storm is imminent and you must stay in your vehicle, keep your seat belt 
on. Put your head down below the windows and cover your head with your hands and a blanket.
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After the Tornado:


• Contact your McGriff broker  if damages warrant.


• Continue to listen to your weather radio for updates.


• If you are trapped, cover your mouth to avoid breathing dust and call 9-1-1.


• Stay clear of fallen power lines or broken utility lines.


• Do not enter any damaged buildings until you are told it is safe to do so.


• Save your mobile phone battery by using text messaging to communicate with family and friends to let them know 
you are safe. Reserve calls for emergencies.


• Use caution during clean-up and wear thick-soled shoes, long pants and gloves.


To learn more about Tornado preparedness contact your McGriff Broker.
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Preparing for and 
Responding to a 
Wildfire


An unplanned fire that is out of control in a natural area can destroy property and cause injuries and 
death to people and animals. According to the Department of Homeland Security, they can also 
cause flooding or disrupt transportation, gas, power and communications.


Preparing for a Wildfire:


If you live in an area susceptible to wildfires, there are steps you can take to prepare in advance:


• Sign up for any watch and warning systems available in your community.


• Be familiar with your community’s evacuation plans and identify multiple ways you can evacuate.


• Gather emergency supplies, including an N95 respirator mask which will help protect the lungs from wildfire 
smoke.


• Designate a room that can be closed off from outside air.


• Keep important documents in a fireproof safe. Create password-protected digital copies.


• Use fire-resistant materials to build, renovate or make repairs to your property.


• Have hoses available that can reach any area of your property.


• Create a fire-resistant zone that is free of debris, leaves and other flammable materials at least 30 feet from 
your property.


Responding to a Wildfire Warning:


• Leave, if you are told to do so.


• If you are trapped, call 9-1-1 and provide your location.


• Listen for emergency information and alerts.


• Use N95 masks, if available, to keep particles out of the air you are breathing.


• Move equipment or combustible materials that are usually stored outside into the building, if possible. If not, put 
it at the opposite end of the property line, as far away from the building as possible.


• Remove and dispose of any dead or dying vegetation within 30 feet of the building.


• Move company vehicles out of the danger area at night. Consider allowing employees to take them home at 
night depending on where they live.


• If possible, move combustible material away from windows in preparation for an evacuation order.


• If there are any valuable papers that have not been duplicated, keep them together in one place so they can 
easily be taken with you when you evacuate.


• If you are ordered to evacuate, remove any combustible window coverings, shut off gas to the building, turn off 
all machinery and equipment, shut off all valves on fuel tanks outside, check status of fire sprinkler system to be 
sure it is in service, and close and lock all doors, including overhead doors. Take a call list of employees with you 
in case you need to update them regarding the status of the business.


• Pay attention to air quality alerts.
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After the Fire:


• Contact your McGriff broker if damages warrant.


• Avoid hot ash, charred trees, smoldering debris and live embers.


• Listen to authorities to learn when it is safe to return to your property and whether the water is safe to drink.


• Document property damage with photographs and conduct an inventory.


To learn more about Wildfire preparedness contact your McGriff Broker.
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Preparing for and 
Responding to a 
Winterstorm


A winter storm is an event in which the main types of precipitation are snow, sleet or freezing rain. 
They can be dangerous and life-threatening because of the heavy snowfalls and severe cold that 
creates hazardous driving and walking conditions.


Before Cold Weather Arrives:


• Develop procedures for when you lose heat and/or electricity.
• Identify equipment, processes and piping that contain or use water or other liquid that is subject to freezing. 


Promptly and thoroughly drain them if heat or electricity is lost.
• Identify equipment that is vulnerable to freezing. Prepare the equipment for cold weather by draining and 


securing any idle equipment, draining condensate frequently and providing heat or relocating the equipment in a 
heated enclosure and/or providing anti-freeze.


• Service the heating system before winter begins. Make sure adequate supplies of fuel are on hand.
• Inspect and maintain the building shell to minimize openings. Fix windows and doors to close tightly. Caulk, 


insulate and weather-strip doors. Close and seal dampers, louvers, and vents.
• Have all vehicles winterized before the winter storm season to decrease the chance of employees being 


stranded in cold weather.
• All vehicles should have good winter tires with adequate tread. All-weather radials can be adequate, but some 


jurisdictions require vehicles to be equipped with chains or snow tires with studs.
• Vehicles should be equipped with a windshield scraper and small broom.
• Keep a small sack of sand in the vehicles for generating traction under wheels.
• Service snow removal equipment before the winter storm season and maintain it in good working order.
• Determine the maximum “safe” snow depth for the roof based on the roof’s live load capacity (usually indicated 


by building plans and specifications or by engineering analysis of the roof design) and the properties of 
accumulated snow for the area.


• Inspect the roof structure for damage or deterioration and repair or reinforce as needed.
• Inspect roof drains and downspouts. Clean accumulated debris to prevent clogging of the drainage system.
• Look for water ponding on the roof and eliminate the causes.
• If appropriate, establish a relationship with a qualified third party to maintain snow and ice removal during 


inclement weather.







Preparation for a Winter Storm Should Include:
• Filling all vehicle gas tanks to help prevent fuel lines from freezing.
• Stocking up on products to melt ice on walkways.
• Ensuring adequate lighting for doorways, parking lots, walkways and other working surfaces.
• Providing adequate floor matting at door entrances to minimize debris and wet or slippery walking conditions.
• Protecting pipes from freezing.
• Listening for the latest information and updates on local area radio or the National Oceanic and Atmospheric 


Administration (NOAA).
• Checking and replenishing emergency supplies as needed. 


During and After the Storm:
• Regularly monitor snow depth on the roof, especially areas where snow tends to drift.
• Remove snow accumulations from the roof before the snow reaches 50 percent of the “safe” maximum depth. Do 


not send employees onto the roof once the snow load approaches the live load capacity. Snow should be removed 
during a storm only if the forecast indicates that the total snowfall will result in dangerous accumulations.


• Remove snow in layers uniformly across the roof to prevent unbalanced loads that might cause a collapse. Avoid 
making snow piles on the roof during the removal process.


• Clear snow and ice from storm drains and catch basins. Check the roof drainage system to make sure that it is not 
clogged with ice or debris.


• Inspect the property at regular intervals to identify and address slippery walking conditions. Inspections include 
indoor maintenance of effective walk off mats, wet floor signage, and proper wet floor clean up. Outdoor inspections 
should include removal of snow and ice on main pedestrian paths and driving surfaces.


• Prevent roof cover damage by using care with snow removal equipment (shovels, etc.). It is not necessary to clean 
completely to the roof surface if melting snow and water can freely flow to drains.


• If it is necessary for your employees to be outside in severe weather conditions, ensure they are wearing proper 
uniforms, footwear and that communication methods are operable. Check on their condition often.


• If necessary for your employees to drive, require that they prepare the vehicle with ice scraper and other tools. Check 
tire pressure, windshield wipers are functioning and clear, ensure the gas tank is full and the cell phone properly 
charged. Drive at reduced speeds and exercise caution.


• Most freeze-ups to wet pipe sprinkler systems are a result from failure to provide adequate heat. Maintain extra 
heat during periods of extreme cold to keep the sprinkler piping from freezing. Check room temperatures frequently, 
especially if near 40 degrees Fahrenheit. If you need to drain the system, fire protection afforded by sprinklers is no 
longer available. Curtail all hazardous operations during this period. Post a continuous fire watch with fire-fighting 
equipment and a way to summon help. Do not use open flames or torches for thawing frozen water pipes near 
combustibles or buildings.


• Dry pipe systems generally freeze due to water collecting in improperly pitched pipes, failure to remove accumulated 
water from low point drains, or failure to drain the system properly after the valve has tripped. Repair, replace or 
refasten broken, missing or loose pipe hangers for proper pitch of sprinkler piping and good drainage.


To learn more about  Winter Storm preparedness contact your McGriff Broker.
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Property Loss - Services & Provider Information
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Type of Service Services Provider Name & Contact Estimate or Invoice Amount
Invoice Number,         


If Applicable
Approved by Claims 


Adjuster? Y or N


$


$


$


$


$


$


$


$ 


$


$


$


$


$


$


$


$


$


$


$


Unless services are necessary to prevent further loss, it is important to obtain your claim adjuster’s approval before hiring providers to perform work. The use of this resource will help you to 
organize and store information about the service providers that are bidding or have been hired.
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Property Loss Checklist
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Date Notification List At Time Of Loss


Notify senior management and affected 
departments


Notify insurer and McGriff


Notify emergency team


Date Loss Information To Report


Name and address of insured


Location of loss


Date and time of loss


Type of loss (fire, explosion, etc.)


Property involved (building, contents, EDP, etc.)


Contact name, phone, and fax number


Report all theft losses to the police and obtain a 
police report case number


Date Steps To Limit Further Damage


Restore fire protection (sprinklers, hoses, etc.)


Make temporary/emergency repairs


Secure vital records and ledgers


Begin salvage and clean-up


Expedite long-term repairs to essential equipment


Date Review Coverage


Property coverage


Time element coverage


Perils insured


Location covered


Valuation deductible (replacement cost, selling 
price, etc.) 


Check to see if more than one policy may cover 
loss


Check to see that loss payees/ mortgagees are 
correctly listed


Business Interruption Claim Considerations


• What type of operation is affected?


• Is there interdependency with other operations?


• What is expected downtime?


• Is production partially or totally down?


• Are sales affected? Partially? Totally? At all?


• What steps can be taken to get you back into operation earlier?


• Can alternative facilities be used?


• Can rental equipment, overtime, or additional shift work be 
used to reduce the loss? If so, differentiate between normal and 
increased expenses as well as rent and overtime.


• Are major product lines affected?


• Are there limited markets or major suppliers?


• Can the product be purchased/produced in the marketplace?


• Could services be conducted elsewhere?


• If you can, demonstrate the monthly business interruption value 
of the affected part of operations, request partial payment.


Date Property Damage Claim Submission


Request advance/partial payment


Obtain repair estimates or appraisal documents 
from contractors for structural damage


Assemble blueprints, plans, drawings


Copy and store invoices for completed work or 
cleanup


Get replacement invoices for business personal 
property


Document insurable interest in damaged property


Acquire copies of police or fire reports


Prepare photos or videos as proof of damage


Gather asset records (physical or perpetual) to 
support damaged property


Set up special work orders, job numbers, or 
accounting procedures


This Checklist was developed to provide you with guidance when responding to a property loss and collecting the necessary information to 
report and manage your claim.   
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Residential Storm 
Resources


© 2021 McGriff Insurance Services, Inc. All rights reserved. McGriff Insurance Services, Inc. is a subsidiary of Truist Insurance Holdings, Inc.


All McGriff Risk Solutions Services are advisory in nature and are designed to assist the client in the establishment and maintenance 
of a safe workplace. The responsibility to provide safe and healthful work conditions and operations free from known risk and harm to 
employees, third parties, and the environment is, and shall remain, that of the client. This proposal, and any subsequent reports, is not a 
warranty that reliance upon them will prevent accidents and losses or satisfy local, state or federal regulations, or that any or all unsafe 
conditions were observed.       


Although this guide’s primary focus is to assist our business-owner clients, we realize many of 
them are homeowners as well. Condominium associations involve common property ownership 
as well as the interest of the individual unit owners. Residential property management clients have 
concerns for the well-being of their residents as well.


The following residential specific storm resources are attached to this guide:


• Are You Prepared - Winter Storms Extreme Cold - Homes


• Are Your Prepared - Winter Storms Extreme Cold - Vehicles


• Be Prepared – Winter Storms


• Home Matters – Lightning Safety
• Home Matters - Controlling Windstorm Damage


• Home Matters – Preventing Water Damage


• Home Matters – Earthquake Preparedness Tips


• Home Matters - Preparing for Hurricane Season


• Infographic – 4 Ways to Prepare Your Home for Storms


• Health Concerns Following a Hurricane or Flood


McGriff.com












  


  


McGriff   


 
 


Our Company Plan 
The information contained in this toolkit is not intended to be used as legal advice. The reader should consult legal counsel 
regarding specific legal issues. © 2014 Zywave Inc. All Rights Reserved. 


 







  


 1 


Our Company Plan 


 


What is business continuity 
planning? 
Business continuity planning is the process 
of identifying the parts of your company that 
are most vulnerable in order to create a plan 
to recover them if a business interruption 
occurs. Your company’s business continuity 
plan, in conjunction with business 
interruption insurance, form your business 
continuity management (BCM) program. 
Businesses with strong BCM programs are 
more resilient in the face of emergencies 
and disasters.  
 
The steps involved in creating, implementing 
and maintaining a business continuity plan 
are listed to the right. The process of 
creating the plan is in itself a beneficial 
exercise. The resulting plan, if implemented 
and maintained, can be the difference 
between recovering from a business 
interruption and going out of business. 


 


Why is continuity planning 
important? 
Did you know that 1 out of every 4 businesses impacted by a disaster never reopens its doors? And in the past year, 
nearly 1 in 5 companies has reported experiencing a business interruption. A business interruption can be as benign 
as a short power outage or as severe as a hurricane. Companies that are prepared to face all types of incidents—
small or large—are more likely to stay in business. 


 


How do I use this sample plan? 
This document is a template to help you begin the continuity planning process for your company. Sample text has 
been provided for the majority of the sections to serve as a starting point. You will want to review all of this sample 
text and customize it to fit the needs of your company. Any text listed in red must be replaced with company-specific 
information. 


This document pairs nicely with another tool: the Business Continuity Planning Toolkit. The Toolkit provides 
descriptions of the purpose of each section of your continuity plan. It follows the same format as this sample plan. 
Refer to the Business Continuity Planning Toolkit for additional instructions and guidance as you customize this 
sample plan. 


You will likely find that you need to communicate with other departments or internal resources to gather the materials 
necessary to complete some sections of the plan. There is no need to complete the plan in the order it is listed in this 
sample. Customize and adapt this sample to fit the needs of your business. If you have questions as you work, 
contact your McGriff   representative. 
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Business Mission Statement 
<Company mission statement> 


 


Business Continuity Policy 
The purpose of the Our Company business continuity policy is to maintain business functions in the event of an 
emergency. The policy applies to Our Company, its subsidiaries, all locations and all employees.  


 


In the event of an emergency, the Our Company Emergency Management Group will be responsible for declaring 
emergencies, evacuating or shutting down facilities as necessary and contacting employees. The Emergency 
Management Group will be led by the Our Company Incident Commander and will operate out of the Our Company 
designated Emergency Operations Center. 


 


The Emergency Management Group has the authority to identify critical business functions impacted by the 
emergency and initiate the process for recovering each function in the order laid out in the Our Company Business 
Continuity Plan.  


 


The Our Company Business Continuity Plan is enacted with the purpose of ensuring continued business activity in 
the event of an emergency and ensuring the safety of all employees. Failure to comply with the Our Company 
Business Continuity Plan or any directives issued by the Emergency Management Group may result in verbal 
reprimands, official write-ups and termination, as deemed appropriate. 


 


Emergency Management Group 
The Our Company Emergency Management Group is responsible for controlling all technical aspects of emergency 
response. The group will be led by the Our Company Incident Commander. Members of this group (and only these 
designated members) have the authority to: 


- Order facility shutdown 


- Initiate evacuation of employees and customers 


- Declare that an incident has ended 


- Communicate with the media 


- Initiate the Our Company emergency response phone tree  


 


The following employees comprise the Our Company Emergency Management Group: 


- <Employee name and role> 


- <Employee name and role> 


- <Employee name and role> 


- <Employee name and role> 


 
In the event that these individuals are not available, the following employees may serve as alternative members of 
the Emergency Management Group: 


- <Employee name and role> 


- <Employee name and role>
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Incident Commander 
The Our Company Incident Commander is responsible for communicating with internal and external resources in the 
event of an emergency. This individual has the authority to declare an emergency, shut down company facilities and 
communicate with the media. 


- <Employee name> is the Our Company Incident Commander. 


- In the event that <Employee name> is not available, <Employee name> shall serve as the Our Company Incident 
Commander. 


 


Team Processes and Procedures 
<Team processes and procedures> 


 


Incident Commander Workflow 
In the aftermath of an emergency, immediately take the following steps to resume operations: 


- Organize a recovery team and list your business' top priorities for resuming operations. 


- Ensure the safety of personnel on the property by evaluating any remaining hazards and controlling security at the 
scene of the incident. 


- Conduct an employee briefing. 


- Maintain detailed records. Record all decision making and videotape or photograph the damage. 


- Account for all damage-related costs by establishing charge codes for purchases and repair work. 


- Follow your notification procedures. Notify employees' families about on-duty personnel, notify off-duty personnel 
about their work status and alert insurance carriers and appropriate government agencies. 


- Protect undamaged property by closing building entrances and exits, restoring sprinkler systems, re-establishing 
power, guarding property against moisture and removing smoke, water and general debris. 


- Coordinate your restoration actions with appropriate government agencies. 


- Regulate salvage operations by segregating damaged property from undamaged property and retaining damaged 
goods until an insurance adjuster can view them. However, you should move material outside if it impedes traffic 
and can withstand exposure to the elements. 


- Perform an inventory count on damaged goods with an adjuster or the adjuster's salvor. Obtain a signed inventory 
listing the quantity and type of goods if you release any to the salvor. 


- Restore equipment and property. Do not undertake any major repair work without consulting the insurance 
adjuster and appropriate government agencies. 


- Assess the value of any damaged property and the financial impact of business interruption. 


- Maintain constant contact with customers and suppliers to instill confidence. 
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Emergency Operations Center 
Our Company will designate two Emergency Operations Centers. These centers will serve as a centralized location 
where the Emergency Management Group can gather in the event of an emergency. The primary center will be on 
campus and the secondary center will be located off campus. In the event that the primary center is not able to be 
utilized, the Emergency Management Group will utilize the secondary center. 


 


Both locations will be stocked with the following resources:  


- Three cellphones 


- Three cellphone chargers 


- Copy of the emergency management plan 


- Blueprint of the facility 


- Map of the surrounding area 


- Chain of command list and contact information 


- Security information for the building, including the alarm code and activation/deactivation procedures 


- Phone tree for contacting employees 


- Emergency generator and gasoline 


- Three flashlights equipped with spare batteries 


- First-aid kit 


- 15 gallons of clean water 


 
Access to the primary and secondary Emergency Operations Centers is limited to members of the Emergency 
Management Group. The Our Company Incident Commander and the Human Resources Manager will have keys to 
each facility. 


- The Our Company primary emergency operations center is located here: <Address>. 


- The Our Company secondary emergency operations center is located here:  <Address>. 
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Emergency Communications 
Our Company understands the importance of clear communication in an emergency situation.  


 


The Emergency Operations Center will be stocked with cellphones and laptops and equipped with wireless internet. It 
will be equipped with a backup generator to ensure Internet access even if the power goes out. 


 


Notification 
Our Company will ensure that all employees know the proper notification procedures for a variety of scenarios.  


 


Employees should report an emergency by contacting <Employee name>. In the event <Employee name> is not 
available, employees should contact <Employee name>.  


 


To aid employees in their notification efforts, Our Company will post emergency telephone numbers <Location> and 
provide the emergency contact list of employees (the phone tree) <Location>.  


 


The designated employees, <Employee name>, < Employee name> and <Employee name> are responsible for 
monitoring the local radio/weather report in the event that bad weather is approaching. 


 


In the event of an emergency that requires a facility-wide evacuation, Our Company will send out the following 
announcement to all employees: 


- Due to a developing emergency, Our Company asks you to please calmly exit the building and reconvene at our 
designated meeting point located at <Address>. Bring with you only that which is necessary, such as medication 
or clothing for inclement weather. Assist your co-workers in assuring that your area of the building is completely 
evacuated and that everyone is calmly heading for the company meeting spot. We will release more information at 
that time. Thank you. 


 


Warning 
Our Company has the following warning system to alert all employees: <Warning system details>. We will test the 
warning system and record the results <Number> times a year.  


 


The warning will sound like <Warning sound> and look like <Warning visual>. To help alert people with certain 
disabilities that may have difficulty perceiving the warning, we have augmented our warning system to include 
<Warning accommodations>.  


 


Emergency exits will be marked with <Exit signage details> to attract attention and guide evacuating employees.  


 


When customers or other visitors are also in the building when a warning is issued, employees should do the 
following to ensure everyone evacuates safely: <Customer evacuation procedure>.
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Confidentiality Requirements 
<Existing agreements with other companies or vendors that require confidentiality> 


 


Organizational Chart 
<Organizational chart> 


 


Customer Lists 
<Customer lists> 


 


Utility Provider Information 
<Utility provider information> 


 


Suppliers and Equipment Providers 
<Supplier and equipment provider information>
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Evacuation Planning 
In the event of an emergency that requires a facility-wide evacuation, Our Company will send the following 
announcement to all employees: 


- Due to a developing emergency, Our Company asks you to please calmly exit the building and reconvene at our 
designated meeting point located at <Primary evacuation location address>. Bring with you only that which is 
necessary, such as medication or clothing for inclement weather. Assist your co-workers in assuring that your 
area of the building is completely evacuated and that everyone is calmly heading for the company meeting spot. 
We will release more information at that time. Thank you. 


 
The warning will sound like <Warning sound> and look like <Warning visual>. To help alert people with certain 
disabilities that may have difficulty perceiving the warning, we have augmented our warning system to include 
<Warning accommodations>.  


 


Emergency exits will be marked with <Exit signage details> to attract attention and guide evacuating employees.  


  


Primary and secondary evacuation routes are marked with <Exit signage details>. Emergency lighting will illuminate 
exits in the event that power fails. Employees are required to exit the building through designated evacuation routes 
when at all possible. 


 


If customers or other visitors are also in the building when a warning is issued, they should be guided to evacuate 
along with employees to <Address>. 


 


Assembly and Accountability 
Following the declaration of a facility evacuation, employees should meet at <Address> in order to account for all 
personnel after the evacuation. All employees must sign in via paper logs or by emailing the Emergency Management 
Group upon arrival at the evacuation location. 


 


The names and last-known locations of personnel not accounted for should be determined and given to the 
Emergency Management Group, who will then attempt to contact those employees. After two hours, the Emergency 
Management Group will alert local authorities about any personnel still not accounted for. 


 


In the event the incident expands, further evacuation by means of <Further evacuation plan> will be required. 


 


Any customers, vendors or other visitors evacuated from the facility with employees will be asked to sign in and out 
prior to departing the assembly area. 


 


Shelter 
In the event of severe weather, employees should report to Our Company designated shelter areas. Shelter areas 
are indicated on facility maps posted on the back of each facility entrance. 


 


Employees who are located off-site are encouraged to take shelter in a manner appropriate to the type of emergency. 
They should check in with a direct supervisor as soon as it is safe to do so.
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Employee Training 
Our Company employees will be thoroughly trained on emergency evacuation and business restoration procedures. 
Specifically, 


- All employees will review disaster preparation and emergency action plan procedures with department heads.  


- New employees will be introduced to emergency action plans during employee orientation.  


- Mock disaster training will be conducted annually and will involve local police and fire authorities. 


- Quarterly training will involve all of the following drills and culminate in full-scale mock disaster training.  


• Walkthrough drills: The business continuity planning team, department heads and recovery teams will 
perform their emergency response functions. 


• Functional drills: These drills will test specific functions such as medical response, emergency notifications, 
warning and communication procedures and equipment, though not necessarily at the same time. Facility 
shutdown procedures will be tested, reviewed and modified as needed. Personnel are asked to evaluate the 
systems and identify problem areas.  


• Evacuation drills: Personnel walk the evacuation route to a designated area where procedures are tested for 
accounting for all personnel. Participants are asked to make notes as they go along on what might become 
a hazard during an emergency, such as stairways cluttered with debris and smoke in the hallways. Plans are 
to be modified accordingly, and problem areas are to be corrected as soon as possible.  


• Full-scale exercises: A real-life emergency situation is simulated as closely as possible. These exercises 
involve company emergency response personnel, employees and management, and community response 
organizations. 


 


Family Preparedness 
Our Company will assist employees in preparing their families for emergency situations by <Company plans to assist 
families in an emergency>.  


 


After an emergency has occurred, Our Company will <List action company will take to assist families – e.g., flexible 
work hours, cash advance, etc.> in order to aid employees and their families.
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Protection Systems 
The following protection systems are in place at Our Company: 


- Fire Protection System 


• <Details> 


• <Plans to maintain and test system> 


- Water-level Monitoring System 


• <Details> 


• <Plans to maintain and test system> 


- Overflow Detection Devices 


• <Details> 


• <Plans to maintain and test system> 


- Automatic Shutoffs 


• <Details> 


• <Plans to maintain and test system> 


- Emergency Power Generation Systems 


• <Details> 


• <Plans to maintain and test system> 


- <Other protective system> 


• <Details> 


• <Plans to maintain and test system> 


- <Other protective system> 


• <Details> 


• <Plans to maintain and test system> 


 


Mitigation 
Upon review of the Our Company vulnerability analysis and risk assessment, the following steps should be taken in 
order to mitigate the chances of an emergency evacuation occurring: 


 
- Fire Hazards 


• Fire safety information will be distributed to employees: how to prevent fires in the workplace, how to contain 
a fire, how to evacuate the facility and where to report a fire.  


• Maps of evacuation routes will be posted in prominent places.  


• Smoke detectors will be checked for proper operation once per month, and batteries will be replaced every 
six months.  


- Hazardous Material Handling 


• Hazardous materials are substances that are flammable or combustible, explosive, toxic, noxious, corrosive, 
oxidizable, irritants or radioactive. A hazardous material spill or release can pose a risk to life, health or 
property. An incident may necessitate evacuation of a few people, a section of the facility or the entire 
surrounding neighborhood. 
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• Identify and label all hazardous materials stored, handled, produced and disposed of by your facility. Follow 
all government regulations that apply to your facility. Safety Data Sheets (SDS) for all hazardous materials 
at your location should be stored in a centralized location where all employees have access.  


- <Risk mitigation technique> 


- <Risk mitigation technique> 


 


Facility Shutdown 
The Our Company Emergency Management Group is responsible for controlling all technical aspects of emergency 
response and is the only group with the authority to declare a facility shutdown. 


 


Prior to declaring facility shutdown, the Emergency Management Group will investigate all options for reducing 
production or staffing in order to fit the demands of the current emergency situation. If reduction in production or 
staffing will not be advantageous to operations or will be insufficient in ensuring employee or community safety, the 
Emergency Management Group will declare a facility shutdown and enact the following procedures: 


- <Emergency shutdown procedure> 


- <Emergency shutdown procedure> 


- <Emergency shutdown procedure> 


- <Emergency shutdown procedure> 


- <Emergency shutdown procedure> 


- <Emergency shutdown procedure> 


- <Emergency shutdown procedure> 


 


Records Preservation 
Backup data facilities have been identified at the following location: 


- <Name of company> 


- <Main contact> 


- <Phone number> 


- <Email address> 


- <Street address> 


- <City> 


- <State> 


- <Country>  


 
The identified location of the backup site will be accessible for a minimum period of <Insert period> from initial date of 
occupancy after disaster declaration. It will be available for 24-hour access and retrieval and be protected by: 
security, fire suppression, water detectors, heating, air and ventilation.  


 


Our Company will have access to the backup site facility within <Number of hours> after notification and guaranteed 
occupancy shall be at least <Period of time>. 
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This storage facility will be reviewed for effectiveness annually.  


 


The off-site storage process will include, but is not limited to, the following. All files vital to the operations of Our 
Company will be stored at this backup site.  


- Backup tapes – weekly backup tapes of ALL DISK FILES, including mainframe, mid-range, servers and PCs 
(mandatory and with at least two generations) 


- System, program product and in-house developed software manuals and guides 


- Legal – copies of contracts, leases, legal and critical correspondences 


- Insurance – policies, riders and addendums 


- Financial – general and private ledgers, year-end financial statements, tax returns, bank records 


- Recovery plans – a complete set 


- Assets – complete fixed asset listings 


- Referenced items – copies of any item referenced within your recovery team plans 


- Floor plans 


- Architectural drawings, including mechanical plans 


- Photos of facility and various work areas 


- Other crucial documents or data critical to the operation of business 


 


Building Information 
<Building information including blueprints, emergency exit routes and neighborhood information> 
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Mutual Aid Agreements 
The following is an agreement between Our Company and <Local response agency and/or local business> to assist 
in an emergency situation by <Action to be taken>.  


 


<Employee name> will be in charge of activating the command as the chain of command.  


 


The following communication procedures should be followed: 


- <Procedure> 


- <Procedure> 


- <Procedure> 


- <Procedure> 


 


The following agencies will participate in facility training exercises whenever possible: 


- <Agency name> 


- <Agency name> 


- <Agency name> 


- <Agency name> 


 


Public Information 
The following serves as public information regarding Our Company's business function and the manner in which our 
company will respond in the event of an emergency.  


- <List what facility does> 


- <List the hazards facility presents to the community> 


- <List company's emergency response programs> 


- <List how an on-site emergency can affect the community> 


- <List assistance that may be required from the community> 


- <List active partnerships with local fire and police authorities or other emergency responders> 


 


Media Response 
In the event of an emergency, the following is a guide on how Our Company will interact with the media in order to 
protect personnel while also communicating important information.  


- <Designated spokesperson> 


- <Alternate spokesperson> 


- <Briefing area> 


- <Security procedures> 


- <Information will be considered ready for public release when <Action> has already taken place>.
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- <Form of communication> 


- <Background information to be shared about Our Company> 


 


Local Emergency Information 
The following designated employees are responsible for maintaining updated contact information for local emergency 
authorities. 


- <Employee name> 


- <Employee name> 


- <Employee name> 


 


Emergency personnel contact information will be posted in the following conspicuous places: 


- <Location> 


- <Location> 


- <Location> 


 
Emergency information for the local fire, police, ambulance and poison control will be posted.  


 


Employees who wish to serve as corporate emergency responders may sign up with the Our Company risk manager. 
These employees are required to be certified in first aid, CPR and AED use. The following employees are Our 
Company emergency responders: 


- <Employee name> 


- <Employee name> 


- <Employee name> 


- <Employee name> 


- <Employee name> 


- <Employee name> 


- <Employee name> 


- <Employee name> 


- <Employee name> 
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Procurement, Logistics and Distribution 
Procurement, logistics and distribution are the activities associated with obtaining and storing inputs, and storing and 
transporting finished products to customers. This can include sourcing goods and services, purchasing those goods 
and services from suppliers, storing goods in warehouses and transporting your finished products to customers. 


 


The following functions encompass all Our Company functions related to procurement, logistics and distribution. The 
list is prioritized with the most important functions listed first. 


- <Business function> 


- <Business function> 


- <Business function> 


- <Business function> 


- <Business function> 


- <Business function> 


- <Business function> 


- <Business function> 


 
<Attach a completed copy of the Business Impact Analysis Template (appendix) for each function.> 


 


<Attach any raw materials and supply lists that are necessary to recovering each function.> 


 


Operations 
Operations are those activities associated with transforming inputs into final outputs, which can be either goods or 
services. This can include processing, refining and packaging your products. 


 


The following functions encompass all Our Company functions related to operations. The list is prioritized with the 
most important functions listed first. 


- <Business function> 


- <Business function> 


- <Business function> 


- <Business function> 


- <Business function> 


- <Business function> 


- <Business function> 


- <Business function> 


 
<Attach a completed copy of the Business Impact Analysis Template (appendix) for each function.> 


 


<Attach any raw materials and supply lists that are necessary to recovering each function.>
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Product or Service Development 
Product or service development is the activities associated with bringing a new, improved or redesigned product or 
service to market. This can include research, marketing analysis, design and engineering. 


 


The following functions encompass all Our Company functions related to product or service development. The list is 
prioritized with the most important functions listed first. 


- <Business function> 


- <Business function> 


- <Business function> 


- <Business function> 


- <Business function> 


- <Business function> 


- <Business function> 


- <Business function> 


 
<Attach a completed copy of the Business Impact Analysis Template (appendix) for each function.> 


 


<Attach any raw materials and supply lists that are necessary to recovering each function.> 
 


Marketing, Sales and Customer Accounts 
Marketing, sales and customer accounts are three activities associated with informing existing or potential buyers. 
This can include promotion, advertising, telemarketing, selling and retail management. 


 


The following functions encompass all Our Company functions related to marketing, sales and customer accounts. 
The list is prioritized with the most important functions listed first. 


- <Business function> 


- <Business function> 


- <Business function> 


- <Business function> 


- <Business function> 


- <Business function> 


- <Business function> 


- <Business function> 


 
<Attach a completed copy of the Business Impact Analysis Template (appendix) for each function.> 


 


<Attach any raw materials and supply lists that are necessary to recovering each function.>
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Customer and Aftersales Services 
Customer and aftersales services are the activities provided to customers after they purchase your goods or services. 
This can include training, help desk services, call center services and customer support for guarantees and 
warranties. 


 


The following functions encompass all Our Company functions related to customer and aftersales services. The list is 
prioritized with the most important functions listed first. 


- <Business function> 


- <Business function> 


- <Business function> 


- <Business function> 


- <Business function> 


- <Business function> 


- <Business function> 


- <Business function> 


 


<Attach a completed copy of the Business Impact Analysis Template (appendix) for each function.> 


 


<Attach any raw materials and supply lists that are necessary to recovering each function.> 


 


General Management and Firm Infrastructure 
General management and firm infrastructure are the activities associated with corporate governance. This can 
include accounting, building services, management and administrative support. 


 


The following functions encompass all Our Company functions related to general management and firm 
infrastructure. The list is prioritized with the most important functions listed first. 


- <Business function> 


- <Business function> 


- <Business function> 


- <Business function> 


- <Business function> 


- <Business function> 


- <Business function> 


- <Business unction> 


 
<Attach a completed copy of the Business Impact Analysis Template (appendix) for each function.> 


 


<Attach any raw materials and supply lists that are necessary to recovering each function.>
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Human Resource Management 
Human resource management is the activities associated with managing your employees. This can include recruiting, 
hiring, training, compensating and dismissing personnel. 


 


The following functions encompass all Our Company functions related to human resource management. The list is 
prioritized with the most important functions listed first. 


- <Business function> 


- <Business function> 


- <Business function> 


- <Business function> 


- <Business function> 


- <Business function> 


- <Business function> 


- <Business function> 


 
<Attach a completed copy of the Business Impact Analysis Template (appendix) for each function.> 


 


<Attach any raw materials and supply lists that are necessary to recovering each function.> 


 


Technology and Process Development 
Technology and process development are the activities associated with technical knowledge and maintenance. This 
can include automating, designing or redesigning equipment, hardware, software and procedures. 


 


The following functions encompass all Our Company functions related to technology and process development. The 
list is prioritized with the most important functions listed first. 


- <Business function> 


- <Business function> 


- <Business function> 


- <Business function> 


- <Business function> 


- <Business function> 


- <Business function> 


- <Business function> 


 
<Attach a completed copy of the Business Impact Analysis Template (appendix) for each function.> 


 


<Attach any raw materials and supply lists that are necessary to recovering each function.>
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Integrate the Plan into Company Operations 
Our Company will educate all new hires and existing employees about the importance of continuity planning. Details 
of the plan will be stored in a public place, accessible to all employees upon demand. Company-wide review of 
emergency operations will be conducted annually as well as any time the plan is significantly modified. 


 


Our Company pledges to do the following for our staff: 


- Provide a safe working environment 


- Implement emergency alerts in the event of a disaster  


- Conduct a damage assessment in order to decide the best response and recovery plan possible  


- If a shutdown occurs, provide employees with aid and resources to best accommodate losses incurred 


- Build upon agreed strategies in order to restore business operations  


- Provide backup storage for data  


- Communicate all procedures in event of emergency shutdown 


 


Business Interruption Insurance 
<Business interruption policy information> 


 


Conduct Drills and Exercises 
The following timeline indicates when training and drills for employees will take place.  


 
- Management Orientation - Review 


• <Month><Year> 


- Employee Orientation 


• <Month><Year> 


- Contractor Orientation 


• <Month><Year> 


- Community - Media Orientation 


• <Month><Year> 


- Management Tabletop Exercise 


• <Month><Year> 


- Response Team Tabletop Exercise 


• <Month><Year> 


- Walkthrough Drill 


• <Month><Year> 


- Functional Drills 


• <Month><Year>
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- Evacuation Drill 


• <Month><Year> 


- Full-scale Exercise 


• <Month><Year> 


 


Train Employees 
All employees are required to actively follow this policy for their own health and well-being. Our Company encourages 
its employees to take a proactive approach in identifying potential hazards by promptly reporting them to their 
supervisors. 


 


New hire and periodic employee training will be offered. All employees are required to actively participate in 
identifying training needs as well as program development. Programs will consist of education sessions, drills and 
exercises. General training for all employees will address: 


- Individual roles and responsibilities 


- Information about threats, hazards and protective actions 


- Notification, warning and communication procedures 


- Means for locating family members in an emergency 


- Emergency response procedures 


- Evacuation, shelter and accountability procedures 


- Location and use of common emergency equipment 


- Emergency shutdown procedures 


 
Business continuity planning requires special risk management controls. Risks associated with emergency 
evacuation and a subsequent shutdown can be minimized if users take basic safety precautions. 


 


Employees will be taught to: 


- Familiarize themselves with the emergency evacuation plan 


- Know the pathway to at least two alternative exits from every room or area at the workplace 


- Recognize the sounds or signaling method of the fire and evacuation alarms 


- Know who to contact in an emergency and how to contact them 


- Know how many desks or cubicles are between a workstation and two of the nearest exits to facilitate escape in 
the dark, if necessary 


- Know where the fire and evacuation alarms are located and how to use them 


- Report any damaged or malfunctioning safety systems and backup systems 


 
Opportunity to practice these skills will be provided at least annually. Members of the Emergency Management Team 
and the Incident Commander will receive additional training.
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Annual Plan Audit 
A formal audit of this business continuity plan will be conducted annually, as well as evaluation and modification after 
each training exercise, emergency, changes in personnel responsibilities, changes in facility layout or design and 
changes in policies or procedures. Personnel will be briefed every time changes or modifications have been made to 
the plan. 


 


The employee who conducts the plan audit will provide the Our Company risk manager with a signed and dated copy 
of the plan with notes regarding necessary modifications. Upon review, the plan will be updated online. Three copies 
will be printed. One will reside on company premises; the other two will be stored at the primary and secondary 
Emergency Operations Centers.
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Appendix







 


Prepared by McGriff   
This form is of general interest and is not intended to apply to specific circumstances. It does not purport to be a comprehensive analysis of all matters relevant to its subject matter. The 
content should not, therefore, be regarded as constituting legal advice and not be relied upon as such. In relation to any particular problem which they may have, readers are advised to seek 
specific advice. Further, the law may have changed since first publication and the reader is cautioned accordingly. © 2014 Zywave, Inc. All rights reserved. 


FORM 


Business Impact 
Analysis 
 


Definitions: 
- Business Impact Analysis (BIA): examines the potential result of disruption to key business functions and collects the 


information necessary to determine short-term and long-term recovery objectives. A BIA includes analysis of both 
operational and financial impacts that could stem from the loss of key business functions. The following impacts should be 
considered as part of a BIA: 


• How many personnel are impacted (potential for outsourcing, overtime labor) 


• Lost or delayed sales  


• Regulatory fines 


• Financial and relationship penalties for not fulfilling contractual obligations 


• Customer dissatisfaction  


• Customer loss 


• Delay of new business plans 


- Business Function: an operation or process that is necessary to the ongoing success of an organization. Examples of 
business functions include: 


• Customer service call centers 


• Print and web advertising plans 


• Maintenance of relationships with suppliers 


• Employee recruitment 


- Recovery Time Objective: the time within which a business function must be restored after a business interruption in order 
to prevent irreversible damage. 


 


How to use this document: 
Every business has distinct business functions in place in order for the company to operate and thrive. Some businesses will 
identify just a few key functions, while others will identify many. Copy and paste the table on Page 2 onto subsequent pages 
as needed. When complete, reorder the pages by priority, with the highest priority business functions listed first. Delete this 
initial direction page prior to saving. 


 


How to save this document: 
It is recommended that this document be added to your Business Continuity Plan as a PDF to discourage readers from 
modifying the content. To do this, go to File>Save As. In the “Save as Type” menu, select “PDF.”  


Save an editable version to a safe location as well. 
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Business Impact – Key Function Priority 1 


Business Function:       
Recovery Time Objective:       


Business Category (delete all that do not apply):  
Procurement, Logistics and Distribution 
Operations 
Product or Service Development 
Marketing, Sales and Customer Accounts 
Customer and Aftersales Services 
General Management and Firm Infrastructure 
Human Resource Management 
Technology and Process Development 


Departments Impacted: 


      


      


      


Key Personnel:  


      


      


      


Lost Sales and Income: 


One week estimate:       


One month estimate:       


Regulatory Fines:       


Contractual Penalties:       


Short-term Recovery Plans:       


 


Long-term Recovery Plans:       


 


 





		What is business continuity planning?

		Why is continuity planning important?

		How do I use this sample plan?

		Business Mission Statement

		Business Continuity Policy

		Emergency Management Group

		Incident Commander

		Team Processes and Procedures

		Incident Commander Workflow

		Emergency Operations Center

		Emergency Communications

		Notification

		Warning

		Confidentiality Requirements

		Organizational Chart

		Customer Lists

		Utility Provider Information

		Suppliers and Equipment Providers

		Evacuation Planning

		Assembly and Accountability

		Shelter

		Employee Training

		Family Preparedness

		Protection Systems

		Mitigation

		Facility Shutdown

		Records Preservation

		Building Information

		Mutual Aid Agreements

		Public Information

		Media Response

		Local Emergency Information

		Procurement, Logistics and Distribution

		Operations

		Product or Service Development

		Marketing, Sales and Customer Accounts

		Customer and Aftersales Services

		General Management and Firm Infrastructure

		Human Resource Management

		Technology and Process Development

		Integrate the Plan into Company Operations

		Business Interruption Insurance

		Conduct Drills and Exercises

		Train Employees

		Annual Plan Audit

		Definitions:

		How to use this document:

		How to save this document:

		Business Impact – Key Function Priority 1






 
 


Our Company 
Visitor Sign-in/Sign-out Log 
 


Date Visitor First Name Visitor Last Name Name of Escort Time In Time Out 


 
     


      


      


      


      


      


      


      


      


      


      


      


      


      


      


      


 







