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Objectives of the Disaster Plan
· To safeguard the lives of staff members and any clients who may be present in the offices should an emergency occur;

· To be available to clients and to avoid disruption of program operations to the extent possible;

· To minimize loss to agency assets and facilities.

Duties and Responsibilities of Staff
Executive Director or his/her designee:

· Informs the Administrator and or the Chief Fiscal Officer that emergency steps as outlined below are to be put into effect and when;

Administrator
· Contacts each office manager and managing attorney and informs them that ED has  declared an emergency imminent;

· Is responsible to ensure that each office has supplies needed as outlined below and regularly updates all phone numbers and addresses for office managers and managing attorneys so they can keep in contact before, during and after the event;

· Ensures that each office has as much time as possible to prepare for the anticipated event;

· Prepares a “What to do if......” for all receptionists in case of emergency;

· Updates this procedure at appropriate intervals;

· Keeps all staff as informed as possible of the current status of the program through the office managers and managing attorneys;

· Issues a list of all emergency phone numbers to ED, DD, DL/T, CFO, MIS, office managers and managing attorneys.

(
Ensures that all personnel files, and other important FRLS documents are protected;

· Ensures that all insurance policies are current, with appropriate coverage for each location and copies of said policies are kept at an off-site location;

· Together with the office managers and managing attorneys assesses the damage, if any, resulting from the emergency/disaster, and ensures that appropriate records, pictures and insurance claims are filed;

· Reports to the ED that all staff have been located and have reported their status to their office manager and managing attorney;

Chief Fiscal Officer
· Ensures that all program checks are appropriately protected;

· Ensures that all program fiscal systems are backed-up and back-ups removed from the building to an off-site location;

· To the extent possible will create, together with the Accounting Assistant and Administrator, a plan that keeps the financial activities (e.g. payroll, accounts payable, accounts receivable) going after the imminent danger has passed;

Office Managers and Managing Attorneys
· Together, the local managers ensure that their offices are as well prepared as possible following the outline below;

· Together, the local managers ensure that each of their staff members notifies them that they are safe and what their status is as soon as the imminent danger has passed;

· Together will ensure that employees help to prepare the office by following the outline below;

· Office Managers will ensure that each local staff member has other staff phone numbers and that they are current;

· Office Managers will provide the list to the Administrator upon notification of the disaster plan being put into effect;

· To the extent possible Managing Attorneys will ensure that advocates try to locate any clients that might be in imminent danger and refer them to a place of safety;

· Office Managers and Managing Attorneys will ensure that all known appointments and commitments are cancelled to the extent possible.

· Office Mangers will post signs on the doors to the building advising “closed due to ...........”;

· Office Managers will put messages on the phone systems notifying callers of the emergency (or will be directed to unplug the system if necessary).

All FRLS Staff

· Will follow explicitly all directions given by management regarding individual and/or office responsibilities in protecting the client files/data/information, computers, servers, phones, printers, etc.

· Will remove all personal items from the office; personal items are not covered under FRLS insurance policies regardless of the situation;

· Will remove all items from the floor that might be destroyed by water damage;

· Will try to get things 2 feet off the floor; put all client files in drawers, clean off desks and cover with plastic to the extent possible;

· Unplug all lamps, calculators, clocks, coffee makers, toasters, microwaves, etc.

· Staff should secure their own office space, help others secure theirs and all help with the common areas;

· After the emergency subsides all staff are expected to contact their office manager or managing attorney to let them know their status and be advised about returning to the office.
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