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1993, the private sector businesses 
and associations are visibly active in 
incorporating disaster relief activities in 
their Corporate Social Responsibility 
(CSR) portfolio. There is a growing 
awareness on the need for a Business 
Continuity Planning (BCP) that would 
include the elements of charity and CSR 
and also ensure that the businesses as 
well as the people are resilient enough 
to withstand the effects of intensive as 
well as extensive disaster risk events, 
and continue to serve the state and the 
people to be resilient enough to absorb 
the shocks of disaster risk events and help 
build the society back better.

NSET is proud to have reached an 
understanding with NBI on a collaboration 
and partnership for promoting disaster 
risk reduction in Nepal, particularly in 
enhancing disaster preparedness in the 
private sector of Nepal. This publication 
is one of the first steps in this direction. 
We have tried to bring in and adapt the 
global knowledge to the Nepalese context 
for use by all from the small and medium 
businesses to the large trading houses 
and industries. 

We naturally are excited about it 
and would welcome suggestions for 
improvements and also for opening new 
projects and ideas on collaboration and 
partnerships for making DRR business as 
usual in Nepal.

Immediately after the earthquake in April, 
the business community in the country 
and abroad showed a passionate initiative 
in responding to the relief measures. 
NBI conducted a survey of this response 
participated by over two hundred 
companies and business associations 
which showed that total contribution from 
business, both cash and kind, reached 
nearly two billion Nepali Rupees.

However, a key lesson learnt was that 
businesses were not prepared at all 
for such kind of emergencies. There 
was no management system in place 
to anticipate, plan and resolve such 
conditions of emergencies. Consequently, 
critical areas of business such as 
operations, employee safety, cash flows, 
supply chains, distribution chains were 
hit hard and business managers had a 
difficult time trying to navigate through 
such uncertain situations. 

NBI realized the need of some support 
measures to help business better prepare 
for emergency. Here, we found National 
Society for Earthquake Technology, a 
national NGO - very popular among the 
disaster risk management circles and 
also equipped with technical expertise 
to deal with emergencies as a perfect 
partner for this endeavor. As a result of this 
partnership, we bring together to you this 
short guide and self-assessment toolkit on 
Business Emergency Preparedness. 

In our country, the private businesses have 
always been one of the most important 
actors in assisting the state and the people 
in overcoming periods of crisis resulting 
from natural hazards or social conflicts 
because of their accepted role and 
also the inherent elements of resiliency. 
However, this role was largely taken for 
granted and not actively recognized in the 
disaster management planning processes 
or related documentation over the past 
two decades. It became increasingly 
evident that without the active involvement 
of the private sector, the country’s 
aspiration of shifting the paradigm from the 
traditional concept of disaster relief to the 
culture of Disaster Risk Reduction (DRR) 
including Disaster Preparedness can not 
be achieved. 

The Sendai Framework for Disaster 
Risk Reduction 2015-2030 calls for 
engagement of the private sector in the 
fulfillment of all the four priority actions, 
namely, 1) Understanding disaster risk,    
2) Strengthening disaster risk governance 
to manage disaster risk, 3) Investing in 
disaster risk reduction for resilience, and 
4) Enhancing disaster preparedness for 
effective response and to “Build Back 
Better” in recovery, rehabilitation and 
reconstruction.

In recent times, especially after the 
Udaypur earthquake of 1988 and 
the floods in south central Nepal in 

FOREWORD FOREWORD 
MR. PADMA JYOTI
PRESIDENT, NBI

MR. AMOD MANI DIXIT
NSET

This book guides the business managers 
for better emergency preparedness 
practices within the companies through 
six easy steps. The draft produced by 
NBI- NSET has been modified and given a 
business friendly overtone by Prof. Ralph 
Hamann from Cape Town University, 
South Africa.  

Besides, this toolkit, NBI-NSET has also 
agreed to provide further support services 
required by business to start developing 
the emergency preparedness systems 
within the industry or workplace. 

I thank everyone who has been involved in 
preparation of this document and urge all 
business managers to make the best use 
of this toolkit.
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Businesses face significant risks 
associated with natural hazards or socio-
political upheaval. In Nepal, this has been 
evident, for instance, in the earthquake 
and border closure in 2015. Proactively 
addressing such risks should thus be part 
of core management for Nepali business. 

Disasters and emergencies can have 
natural causes, or they can be man-made. 
They can have their origins outside your 
business, or they may arise in – or even be 
caused by – your own operations.

They can cause harm and disruption 
within your business. Your employees and 
their families may suffer physical injury or 
even death. Your buildings, equipment, 
inventory, and data may be damaged or 
lost. Emergencies can also affect your 
business more indirectly, for instance 
by disrupting your supply chain. Your 
suppliers or customers may be unable to 
do business with you, and logistics may 
collapse.

The following six steps will reduce such 
risks from natural or man-made disasters. 
Each of them will be explained in more 
detail in this document:

1.	 Establish Commitment: Business 
organizations will be better prepared 
for emergencies if the company’s 

OVERVIEW 
executive managers actively drive the 
process;

2.	 Conduct a Hazard Vulnerability 
Assessment: This allows you to 
identify and prioritize risks facing your 
company from natural or man-made 
hazards;

3.	 Reduce Your Vulnerability to Hazards 
and Assess Your Response Capacity: 
There may be a number of activities 
you can undertake to reduce your 
company’s or facility’s vulnerability 
to the hazards you’ve identified in 
Step 2. You should also assess your 
resources and abilities to respond to 
emergencies;

4.	 Develop an Emergency Response 
and Business Continuity Plan: This 
plan has two components. The first 
focuses on emergency response and 
allows you to reduce harmful impacts 
of disasters on your employees and 
your business. The second component 
focuses on business continuity, which 
means that you can continue with your 
operations as much as possible during 
an emergency, or resume operations 
as soon as possible;

5.	 Implement your Emergency Response 
and Business Continuity Plan: This 

involves a number of key activities, 
including training staff and practice 
drills, which ensure that you will be 
ready for an emergency; and

6.	 Help Your Community Prepare for 
and Respond to an Emergency: As a 
company you depend on the health 
and wellbeing of the community 
around you, so it is important that you 
help your community prepare for and 
respond to emergencies

This document provides practical guidance 
for managers. It recommends key activities 
and guiding principles for each of the 
above steps. We recommend that you 
read through the entire document prior 
to embarking on the step-by-step self-
assessment process.

We encourage managers who want to 
discuss any aspects of this guide, or who 
want to go beyond the guidance offered 
here, to contact NSET or NBI. 
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1STEP

ESTABLISH 
COMMITMENT

Preparing for emergencies requires 
some dedication, effort, and careful 
planning. It is important that executive 

leaders are fully committed to this process. 
The following actions ensure that such 
commitment is present.

Please review the key actions below and 
mark “YES” as [      ] for the most appropri-
ate option. 

The key actions:

a.    Our CEO or sponsoring executive 
understands the importance of emer-
gency preparedness planning and 
supports the implementation of this 
self-assessment program. 

In Practice 	
Start now!        
Later  

Preparedness efforts are more likely to 
be successful if they have the support of 
those in senior leadership positions, which 
is why businesses and organizations are 
asked to have senior level commitment 
to the organization’s involvement in this 
program.

b.    We have appointed a senior level 
manager as focal personnel in our 
organization to serve as a Business 
Emergency Preparedness & Response 
Planning (BEPRP) coordinator. Annex 
1 proposes the Terms of Reference for 
this coordinator. 

In Practice 	
Start now!        
Later  

Organizations achieve the greatest suc-
cess when a person within the business is 
dedicated to completing the assessment 
and organizing efforts to follow-up on the 
required tasks. 

Note:
______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________
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2STEP

CONDUCT A 
VULNERABILITY 
ASSESSMENT 

There are a variety of sources of such 
information, including the following:
•	 Employees in different parts of your 

business. For instance, your health 
and safety officers will be able to 
provide information about health and 
safety risks; or your supply chain 
manager can explain past disruptions 
to your supply chain.

•	 Local organizations and agencies, 
such as your municipality, local Red 
Cross, community clubs, development 
and planning committees, Disaster 
Risk Management (DRM) offices, etc. 

•	 National organizations, such as NSET, 
or international agencies, including 
international NGOs or agencies, such 
as the Asian Development Bank. Such 
organizations may have relevant docu-
ments on their websites.

•	 You could also undertake a more 
general search of the internet, includ-
ing media reports on disasters in your 
local area.

Also, find out about any emergencies that 
have occurred in the past and gather infor-
mation about other potential hazards relat-
ed to: fire, explosion, hazardous materials, 
telecommunication or computer system 
failure, power failure, facility’s design/con-
struction failure, human error, etc

b.    Please have a look at the proposed 
template for carrying out your compa-
ny’s or facility’s Risk Assessment Ma-
trix. Your first action is to go through 
this list and consider each of the 
hazards suggested in the first column. 
Decide whether this list is complete 
or whether you want to add additional 
hazards in the boxes with “Others – 
please specify.”

In Practice 	
Start now!        
Later  

This step involves the identifica-
tion of hazards and the associated 
risks to your business. Hazards are 

events that can give rise to an emergen-
cy. To identify hazards, you should gather 
information about natural or man-made 
emergencies that may arise in your local 
area, as well as emergencies that may be 
created by your business operations. 

You should organize this information in 
a Risk Assessment Matrix. We provide 
a template for such a matrix below. It 
includes a list of hazards and allows you 
to consider how these hazards impact 
on your business, supply chain, or local 
community. You should also assess how 
likely such an event is, and how severe 
its impact would be. This will allow you to 
prioritize possible risks in your prepared-
ness planning.

The recommended activities below will 
guide you in developing your Risk As-
sessment Matrix. This is not a once-off 
process – you should regularly improve 
and update your matrix. The Emergency 
Coordinator should be made responsible 
for periodic updating.

Once you have developed a first draft of 
your Risk Assessment Matrix, you will need 
to consider the resources and abilities that 
are available – within your company and 
outside it – to respond to emergencies.

Please review the key actions below and 
mark “YES” as [      ] for the most appropri-
ate option. 

The key actions:

a.    We have collected information from 
various sources about hazards that 
may affect our business. Collecting 
information – as recommended above 
– will be an ongoing process and you 
can do this in conjunction with devel-
oping your Risk Assessment Matrix, 
which is the focus of the subsequent 
activities. 

In Practice 	
Start now!        
Later  
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Note:
_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

____________________________________________

____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

The list of hazards provided in the first 
column in the table represents many of the 
most common or severe hazards facing 
businesses and communities in Nepal. 
However, there may well be others, de-
pending on your business and the location 
of your operations, so it is important for 
you to complete the list according to your 
circumstances.

ANNEX II: RISK ASSESSMENT MATRIX TEMPLATE

The following table is a template that you can use to develop a Risk Assessment Matrix 
for your business or facility. Refer to the actions outlined in Step 2 for guidance on how 
to do so.

In each of the cells below, mention what 
type of impact may result from each of 
the hazards listed in the first column, 
relative to the business stakeholders or 
resources mentioned above.

(*Score from 1 to 5: 1 - very rare 2 – rare 3 – occa-
sional 4 – likely 5 – very likely)
(** Score from 1 to 5: 1 – low impact 2 – some impact 
3 – moderate impact 4 – severe impact 5 – very 
severe)
(*** Multiply the score for Likelihood and Severity)
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c.    Next, give yourself time to consider 
each of the hazards and fill in the cells 
to explain how this hazard may impact 
on your business. The first five areas 
focus on impact within the business, 
and there are also three categories for 
impacts outside your business. When 
entering this information, you may 
want to discuss this with colleagues 
in a meeting or workshop, or you may 
want to talk to suppliers, customers, or 
community representatives. 

In Practice 	
Start now!        
Later 

For example, when considering the first 
hazard in the list – “earthquake” – you can 
reflect on how the April 2015 earthquake 
affected your employees, buildings, and so 
on. You should also consider the location 
of your facilities and whether or not they 
are in high-risk areas. NSET and other 
organizations have maps that show areas 
with high vulnerability to earthquakes. 
Your vulnerability to earthquakes will also 
depend on your facilities and buildings. 
For instance, your company and employ-
ees will be particularly vulnerable if you 
are working in an old building that has not 
been cleared for earthquake readiness.

Do the same for man-made or business 
internal emergencies. For instance, how 
was your business affected by the bor-
der closures in 2015? How was your 
business affected by a lack of petrol and 
diesel? How were your suppliers affected, 
and what were the implications for your 
business?

Note:
______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________ 

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________ 

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________ 

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

Please Open Inside

The Risk Assessment Matrix Template

d.    Now consider the likelihood of the 
hazard occurring. You may be able to 
obtain technical advice on this, or you 
may need to estimate this from your 
own experience or knowledge. The 
point is not to be scientifically accu-
rate, but rather to allow you to priori-
tize risks in your planning.

In Practice 	
Start now!        
Later

Using the same examples mentioned 
above, you could refer to earthquake maps 
or contact NSET to consider the likelihood 
of a serious earthquake, or you could as-
sess this from your own experience. How 
often have you experienced an earthquake 
in your area? 

You can also compare the hazards among 
each other. So if you think that petrol and 
diesel shortages are more common than 
earthquakes, you could say the former are 
“occasional” (enter 3) while the latter are 
“rare” (enter 2). In comparison, if you have 
operations on steep slopes in the moun-
tains, you may want to enter “likely” (4) for 
landslides or avalanches.

Note:
______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________
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e.    Focusing on the next cell, consider 
the severity of impacts of the hazard 
in question. Ask yourself: If this event 
were to occur, how seriously would it 
impact on our business, supply chain, 
or community? Use the information 
you have entered in previous cells 
for this hazard, except for likelihood, 
which is a separate thing.

In Practice 	
Start now!
Later

Again, we can use the above examples 
to illustrate. For instance, if your business 
relies on trucks moving goods across the 
country on roads, it is probable that the 
hazards mentioned above – earthquake, 
landslides or avalanches, fuel shortage – 
will each have a relatively severe impact 
on your business. This is because earth-
quakes and landslides are likely to destroy 
roads, and obviously your trucks cannot 
drive without fuel.

On the other hand, if your business relies 
mainly on a small office of financial experts 
trading stocks on the Internet, these haz-
ards may be relatively less severe in their 
impact. You may be more worried about 
loss of data or Internet connectivity. Bear 
in mind, however, that your employees may 
be unable to travel to your office!

f.     Finally, you can combine the scores 
for likelihood and severity by multiply-
ing the two numbers and putting the 
result in the final cell. Once you have 
done this for all of the most pertinent 
hazards, this will give you a convenient 
overview of your priority risks – in 
other words, those that score a high 
number in this final column.

In Practice 	
Start now!
Later

For example, imagine the following sce-
nario:
•	 For earthquake, you have entered a 

likelihood of 2 (for “rare”) and a sever-
ity of 5 (for “very severe”); this results 
in a risk priority score of 10;

•	 For landslides or avalanches, you have 
entered a likelihood of 3 (occasional) 
and a severity of 2 (some impact) – 
this gives rise to a risk priority score 
of 6;

•	 For fuel shortage, you identify a like-
lihood of 4 (likely) and a severity of 4 
(severe) – resulting in a risk priority 
score of 16.

This suggests that, relatively speaking, you 
may want to give particular attention to 
fuel shortages as a risk factor. However, 
because of the very severe impact of an 
earthquake, you would need to prepare for 
this hazard, as well, even if it is relatively 
less likely.

You have now completed a first draft of 
your Risk Assessment Matrix. As men-
tioned, you will need to revise and update 
this matrix periodically.
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3STEP

REDUCE YOUR 
VULNERABILITY    

In Step 2, you gained a better under-
standing of the hazards that may impact 
on your business. You now also have a 

sense of where and why you are vulnerable 
to such impacts. The next step is to use 
this information to do what you can to re-
duce your vulnerability, as far as possible. 
This involves identifying and implementing 
pre-emptive measures to reduce vulner-
ability, as well as assessing your ability to 
respond to emergencies.

Please review the key actions below and 
mark “YES” as [      ] for the most appropri-
ate option. 

The key actions:

a.    We have identified and implemented 
the most cost-effective measures to 
reduce our vulnerability to the priority 
risks in our Risk Assessment Matrix. 

In Practice 	
Start now!        
Later  

b.    We have assessed the resources 
and capacity of our company / facility, 
including the skills of our employees. 
That will enable us to reduce the 
impact of the hazards identified in the 
Risk Assessment Matrix.

In Practice 	
Start now!        
Later
  

Now that you have a better sense of the 
kinds of impacts you may experience from 
natural or man-made emergencies, or from 
company-internal hazards, you need to 
consider how your company and employ-
ees would respond to such events. This 
includes an assessment of the resources 
and skills that you have to respond swiftly 
and effectively.

How quickly can you react? Do we have 
the skills and relationships to respond 
swiftly and effectively? Can we identify 
alternative operational procedures?

For instance, if a landslide obstructs an im-
portant road that is part of your distribution 
network, would you be able to use alter-
native distribution routes or methods? If 
intermittent fuel shortages are a risk, would 
it make sense to keep a stockpile for such 
occurrences? Do you have backup facili-
ties for your digital data?

One of the most effective ways to assure 
your company’s recovery from an emer-
gency is to involve employees in preparing 
and planning for disasters. When assess-
ing your human resources, consider what 
you have in place already and what you 
need to do to help prepare your employees.

Note:
______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________



20 21

c.    We have spoken to our insurance 
company or agent and learned what 
coverage is available and what pre-
cautions to take for disasters that may 
impact our organization.

In Practice 	
Start now!        
Later  

Smaller companies – especially in devel-
oping countries – often face particular 
difficulties because they are not adequate-
ly insured against disaster losses. This may 
be because of the costs of insurance or 
a lack of appropriate insurance products, 
but often this is also because managers 
have not been sufficiently informed about 
insurance options.

Speaking to your insurance company or 
agent is a simple step you can take to find 
out what coverage is available and how 
your business could be better prepared for 
emergencies. Use your Risk Assessment 
Matrix to inform this discussion. You may 
want to consider purchasing insurance 
products especially for the hazards with 
a high risk priority score in your matrix, if 
such products are available. 

d.    We have identified external emer-
gency response resources, such as 
the local fire station, police station, 
medical services and local hospitals, 
emergency management services, and 
local businesses that could provide 
assistance during an emergency. We 
know who to contact in different kinds 
of emergency and how they can help.

In Practice 	
Start now!        
Later

Your business/organization should plan 
ahead in case you need assistance from 
others in an emergency. It is recommended 
that you contact external organizations that 
may be able to help “just in time”, during 
or after a disaster. In some cases, formal 
agreements may be helpful to define the 
business’ relationship and communication 
with these providers during an emergency. 
This may also include, for example, making 
agreements with similar businesses or 
organizations to continue serving your 
clients while your business/organization is 
transitioning to backup operations. 

Which external organizations are relevant 
may depend on the hazard in question, 
so you may want to create an additional 
column next to your Matrix to list the most 
important external organizations that can 
help you respond effectively.

Note:
______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________ 

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________ 
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______________________________________________________________________________________________
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______________________________________________________________________________________________
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______________________________________________________________________________________________
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4STEP

DEVELOP EMERGENCY 
RESPONSE AND BUSINESS 
CONTINUITY PLANS  

This step has two components. The 
first is to develop an emergency 
response plan and the second is to 

develop the business continuity plan. 

4.1  Develop Emergency Response Plan

An Emergency Response Plan identifies
the structures and preparations you need
to make to respond effectively to emer-
gencies. 

It describes the steps your busi-
ness or organization will take to protect
itself and its employees before, during and
after an emergency.

Please review the key actions below and 
mark “YES” as [      ] for the most appropri-
ate option. 

The key actions:

a.    We have an Emergency Management 
Team (EMT) including our key stake-
holders that is responsible for and 
empowered to develop and implement 
an emergency response plan.

In Practice 	
Start now!        
Later

Forming an EMT is an important step that 
helps in the development and implemen-
tation of your emergency response plan. 
The size and make-up of the team should 
reflect your business operations, require-
ments and resources. It’s helpful to involve 
workers from all levels and functional areas 
of the business.

b.    Our senior management supports 
the planning process, commits to its 
implementation, and approves the 
written plan annually.

In Practice 	
Start now!        
Later

You should establish authority for your 
planning activities. Your senior manage-
ment needs to demonstrate its support for 
the planning process and the implementa-
tion of written plans. It can ensure that the 
process is a business priority, that relevant 
employees cooperate with the process, 
and that necessary resources are allocated.

Senior management should review the 
work of the EMT, including the emergency 
response plan, updates to that plan, and 
recommendations to better protect the 
business or organization and its employ-
ees. This review should be done annually, 
at a minimum. Once the final written plans 
are approved by senior management, nec-
essary resources should be committed to 
ensure the plan is effectively implemented 
in all appropriate levels of the organization.

Note:
_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

____________________________________________

____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

____________________________________________
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c.    We have a written plan describing 
how our business or organization will 
respond during a disaster or medical 
emergency. This plan includes the 
following aspects:

	 i)  Clearly designated leadership struc-
ture that details chain of command for 
emergency situations.

In Practice 	
Start now!        
Later

By having a clear leadership structure, 
you can help reduce confusion when an 
emergency arises. Employees will know 
who is in control of the business/organi-
zation and departments during a disaster, 
and who to turn to if the normal chain of 
command is disrupted.

       ii)  Creation and maintenance of a 
system for warning and alerting em-
ployees and other stakeholders about 
emergencies.

In Practice 	
Start now!        
Later

The creation and maintenance of a warn-
ing and alert system will help you commu-
nicate during an emergency, when urgent 
and clear communication is needed. This 
is a system for warning and alerting em-
ployees and other stakeholders (including 
customers, contractors, suppliers and ven-
dors, as appropriate) about emergencies.

       iii)  System for storing employee 
emergency contact information and 
other important business files in both 
on- and offsite locations.

In Practice 	
Start now!        
Later

Contact information can be stored elec-
tronically, but you should consider storing 
the information in a hardcopy format as 
well in case the power goes out. To help 
with the process, you can designate an 
employee/employees to be responsible 
for maintaining current emergency contact 
information for employees’ households and 
employees’ afterhours contact information.

       iv)  Procedures for communicating 
with employees, families, clients, 
emergency response organizations, 
media representatives and other 
stakeholders prior to, during, and after 
a disaster or medical emergency. Our 
procedures incorporate a means of 
reaching employees both at home and 
at work.

In Practice 	
Start now!        
Later

To help prepare for a disaster, you could 
send out emails, newsletters, automated 
telephone messages as well as text mes-
sages, and you should consider offering 
appropriate training sessions. During or af-
ter an emergency, and depending on what 
damage has been done to your facility and 
communication channels, you chose the 
appropriate way of communication, which 
could even be to send runners (i.e., people 
who deliver a message by hand).

       v)  Procedures for individuals on the 
premises to follow for evacuation, 
including designated gathering points.

In Practice 	
Start now!
Later 

You may be required to evacuate your 
facility during an emergency situation. 
There should be procedures in place for 

employees and all other individuals on the 
premises to follow for evacuation, includ-
ing designated gathering points. Develop 
a system to keep track of the location of 
employees during a disaster.

A simple standard evacuation map is 
shown below:

EXIT

EXIT

You Are HereFirst Aid
EXIT

Fire 
Extinguisher

Fire Extinguisher

Fire Extinguisher

EVACUATION MAP

       vi)  Procedures for individuals on 
the premises to follow for shelter-
ing-in-place during external threats, 
including designated areas and 
supplies.

In Practice 	
Start now!
Later

Sheltering-in-place means to take immedi-
ate shelter indoors. In some emergencies, 
it may be safer to shelter-in-place than 
evacuating (an example of this might be 
violent unrest on the streets). You may 
have your own criteria and plans for such 
occasions, or you may be instructed to do 
so by local authorities. Depending on your 
type of business/organization, you may 
need to plan for a “reverse evacuation” so 
that people who are outside move inside.

Note:
______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________
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vii)  Other procedures to follow in re-
sponse to the most serious risks in our 
Risk Assessment Matrix.

In Practice 	
Start now!
Later

Evacuation or sheltering-in-place are two 
of the main responses you may want to 
prepare in case of emergencies. But differ-
ent responses might be necessary in the 
case of other emergencies. Your response 
may also depend on your business or 
facilities. 

For instance, it was mentioned earlier 
that your vulnerability to earthquakes will 
depend on the location and quality of your 
structure. It was also emphasized that 
if you have identified the age or integri-
ty of your structure as a risk factor, you 
should prioritize retrofitting to enhance the 
strength of your building or – if necessary 
– move into a better structure.

Such considerations may also influence 
how you respond in the case of a disaster, 
such as an earthquake. Each structure may 
have specific recommendations for when 
or where to evacuate, or when and where 
to shelter-in-place. Consult your building 
plans or with your architect or engineer to 
identify these issues.

       viii)  Procedures for responding to 
internal medical emergencies.

In Practice 	
Start now!
Later

You should establish procedures for re-
sponding to internal medical emergencies. 
Also, your employees should know what 
these procedures are. You should consider 
establishing procedures on how to alert 
persons who are on-premise and can pro-
vide pre-hospital treatment, as well as the 

local Emergency Medical Service (EMS) 
and others as deemed appropriate. Docu-
ment and follow-up procedures should also 
be considered, including accident report 
forms. You should have a plan to enhance 
Basic Emergency Medical Response 
(BEMR) capacity of your employees

       ix)  Description and timeline for con-
ducting periodic drills, exercises and 
ongoing training.

In Practice 	
Start now!
Later

In addition to having plans on how to respond 
to emergencies, your business/organization 
should conduct regular drills or exercises to 
test your capacity to respond and respond 
plan document, if it works in real situation. 
Some exercises or drills test one part of the 
plan; others test the whole plan. A time-
line, among other things, helps you focus 
on long-term goals and how you plan on 
achieving them, avoids duplication of efforts, 
and prevents overtraining and over-exercising. 
Depending on the size of your business/orga-
nization, and the capacity you’re testing, the 
timeline may cover several years.

x)  List of individuals with disabilities and/
or medical conditions who may require 
additional assistance and what help they 
will need during different types of emer-
gencies.

In Practice 	
Start now!
Later

You should identify ahead of time all in-
dividuals who may need additional assis-
tance during an emergency. Remember 
that these people may feel that they don’t 
need extra help. Prepare an updated list of 
employees with disabilities and/or medical 
conditions who may require additional as-

sistance and the help they will need during 
different types of emergencies.

xi)  List of safety equipment and emergen-
cy preparedness supplies.

In Practice 	
Start now!
Later

Your business/organization should have 
the prepositioning of Emergency supplies 
at different level. Make sure all employ-
ees have individual ‘Earthquake Go Bags’ 
containing basic emergency supplies to 
survive at least for 3 days e.g. drinking wa-
ter, water purifying tablets, first aid items, 
regularly used medicine (if any) medicine 
dry food, whistle, copies of identity docu-
ments, flash light, battery operated radio, 
source of fire etc. Similarly at organization 
level, considering the size and nature of or-
ganization: Personal Protective Equipment 
(PPE), Community Search and Rescue 
Kit (CSAR) containing basic search and 
rescue tools and equipment and Basic 
Emergency Medical Response (BEMR) 
kit containing some items for pre-hospital 
treatment (e.g. splints, backboards, ban-
dages, blankets etc.)   .

       xii)  Long-term steps our business or 
organization will take to mitigate and 
prevent disasters by reducing or elim-
inating risks to life and property from 
a full range of hazards as identified in 
the Risk Assessment Matrix and the 
emergency plan procedures.

In Practice 	
Start now!
Later

Step 2 already highlighted the need to 
proactively reduce your company’s or 
facility’s vulnerability to priority risks iden-
tified in the Risk Assessment Matrix. Such 
activities – ranging from short- to long-
term measures – should be included in the 
emergency response plan.

Such mitigation measures could include 
relocating a facility away from flood hazard 
areas, removing trees or branches that 
could fall on your facility, retrofitting or 
bolting nonstructural components. You 
should also consider buying extra equip-
ment, such as backup generators for when 
the power lines are down.

Note:
______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________
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d.    The plan with all of the above aspects 
is reviewed and updated on periodic 
(twice a year) and changes, enhance-
ments and outstanding issues are 
reported to senior management for 
approval and/or action.

In Practice 	
Start now!
Later

The emergency response is a live docu-
ment, it has to be reviewed and updated as 
necessary, but at least every year as staff 
changes and/or the business itself chang-
es. Senior management should receive a 
report on any changes and enhancements 
to the plan, as well as any concerns about 
issues that still need additional work or 
resources. Management should review 
this report and, when appropriate, support 
efforts to address outstanding issues.

e.    The most essential features of the plan 
are communicated regularly and in an 
accessible manner to all employees. A 
key aspect of this is to create a culture 
of safety among all employees, includ-
ing risk-averse behavior and a willing-
ness and ability to communicate to 
senior management on issues related 
to emergency and other risks.

In Practice 	
Start now!
Later

As mentioned previously, it is vital that 
employees are effectively involved in the 
development and implementation of emer-
gency response plans. This also means that 
employees need to be informed about the 
plan regularly – this is an important aspect of 
training, which will be described below. More 
broadly, employees need to be encouraged 
to reduce risks wherever possible. This 
includes a commitment by management to 
allow employees to stop work if they are 
concerned that it may involve risks to health 
and safety. Consider “SAFETY FIRST!”

4.2 Develop a Business Continuity 
Plan (BCP)

The second planning component focuses 
on business continuity. It involves activities 
to ensure that your business can continue 
operations as much as possible during an 
emergency, or resume operations as soon 
as possible after an emergency.

Please review the key actions below and 
mark “YES” as [      ] for the most appropri-
ate option. 

The key actions:

a.    We have developed a Business Conti-
nuity Plan (BCP) to help our business 
continue operating as it responds to 
and recovers from a disaster or emer-
gency. The plan includes the following 
components.

In Practice 	
Start now!
Later

A BCP can help businesses respond and 
recover from disasters or other emergen-
cies. To develop a BCP, your planning 
team will need to assess how your com-
pany functions, both internally and exter-
nally, and determine which staff, materials, 
procedures and equipment are absolutely 
necessary to keep the business operating.

       i)  We have a BCP Coordinator and/
or committee responsible for and em-
powered to develop our BCP.

In Practice 	
Start now!
Later

A BCP documents what will occur in an 
emergency situation, how and how quickly 
continuity actions must occur, where these 
operations will take place, and who will 
take part in continuity operations. A first 
step in creating a BCP is to designate 

a coordinator and/or committee that is 
responsible for the BCP. The size of your 
business/organization will determine how 
many people are responsible for the BCP. 
The BCP coordinator or committee may 
involve the same people as the emergency 
response coordinator/committee, or it may 
involve different people (depending on 
characteristics of your firm).

The BCP Coordinator keeps senior man-
agement updated throughout the continu-
ity planning process and coordinates with 
the planning committee. The committee 
should comprise of representatives with 
expertise from all your departments, such 
as information technology, human resourc-
es, facilities management, and legal, and 
the committee should also work together 
to make sure all parts of your plan are in 
place and tested. 

b.    Procedures to activate our BCP have 
been established.

In Practice 	
Start now!
Later

Establish procedures to activate the 
BCP, ensuring that all relevant manag-
ers are aware of and implement their 
responsibilities. When your BCP is 
activated, your business/organization 
needs to have procedures in place for 
management succession, because the 
responsible managers may be unable to 
act during an emergency.

c.    Essential business functions as well 
as respective emergency procedures 
and staff have been identified to 
continue these functions during an 
emergency situation.

In Practice 	
Start now!
Later

To reduce confusion and to ensure your 
business continues to run without too 
much disruption, your essential business 
functions need to be identified. You also 
need to identify the staff that can maintain 
these functions as far as possible in an 
emergency situation. Your business may 
have to perform essential functions with 
fewer employees who are working from a 
variety of places such as a backup facility 
or home. The method of maintaining these 
functions, and the staff needed to run 
them, needs to be established.

Note:
_____________________________________________

_____________________________________________

_____________________________________________
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d.    Procedures have been established 
with suppliers, vendors and other 
businesses or organizations critical 
to daily operations. Their contact 
information is kept with other im-
portant information in both on- and 
off-site locations.

In Practice 	
Start now!
Later

If your business/organization relies on 
external suppliers or vendors, you should 
meet with them to discuss how their ser-
vices would continue after a major disas-
ter. Establish procedures with suppliers, 
vendors and other businesses critical 
to essential operations. Information on 
these procedures, and how to contact the 
necessary individuals to implement them, 
should be secure and backed up (both on 
and off site). It needs to be available at the 
facility and also when access to the facility 
is not feasible.

e.    Financial and administrative proce-
dures required to perform essen-
tial business functions have been 
established.

In Practice 	
Start now!
Later

Even during and immediately following a 
disaster, your business will need to main-
tain essential functions such as financial 
and administrative procedures as much as 
possible. For example, you’ll need systems 
in place to make sure your employees and 
suppliers still get paid. Create a plan to 
ensure that the financial and administrative 
processes that enable identified critical 
business functions can be performed.

f.     A plan is in place for conducting 
business if the facility is not acces-
sible, and backup systems for vital 
business records have been created.

In Practice 	
Start now!
Later

Consider a backup facility for all your 
employees or just key employees. You 
may allow some of your employees to 
work remotely from an alternate worksite, 
a satellite office, or their home. Plan how 
to conduct business if the facility is not 
accessible. Optional worksites, work from 
home, or other options to continue the de-
livery of critical business functions should 
be established.  Create back-up systems 
for vital business records and identify 
records and documents for performing 
essential business functions.

g.   Records and documents for perform-
ing essential business functions and 
implementing the emergency response 
plans have been identified and are 
stored in a safe and secure place, 
perhaps off site, where they can be 
retrieved quickly.

In Practice 	
Start now!
Later

During a disaster, records and docu-
ments that are essential to your business 
/ organization may be damaged or de-
stroyed. Ensure records and documents 
for performing essential business functions 
are stored in a safe place, perhaps off site, 
where they can be retrieved quickly.

h.    The BCP is reviewed and updated on 
an annual basis and changes, en-
hancements and outstanding issues 
are reported to senior management.

In Practice 	
Start now!
Later

The BCP needs to be reviewed regularly 
to respond to changes in operations and 
staff, at least once a year. The reviewing 
and updating should be done by a des-
ignated review team. Revisions should 
include lessons learned from testing and 
exercises or real events. 

The BCP should be reviewed and updated 
on an annual basis as staff changes, new 
suppliers and vendors are integrated into 
operations and as other changes to the 
business or organization occur that would 
affect the BCP execution. 

Senior management should receive regular 
reports regarding changes and enhance-
ments to the BCP, as well as notifica-
tion of concerns regarding outstanding 
issues or needed resources. Management 
should review this report and, when 
appropriate, support efforts to address 
outstanding issues.

Note:
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IMPLEMENT YOUR EMERGENCY 
RESPONSE AND BUSINESS 
CONTINUITY PLANS 

5STEP
This step involves continuing to work 

with the above-mentioned coordi-
nators or committees to implement 

the emergency response and business 
continuity plans with your employees. The 
key to implementing the plans success-

fully is to make preparedness a part of the 
corporate culture. 

We propose following four main activ-
ities in implementing your emergency 
response plan:

ACTIVITIES DESIRED OUTCOME

Training and Allo-
cation of Responsi-
bilities

•	 Employees know where to go and what to do during an 
emergency – specifically when and how to evacuate and 
when and how to shelter inside

•	 Employees know about our warning and communication 
procedures

•	 We have designated employees who know how and where 
to access safety equipment and emergency preparedness 
supplies when they are needed

•	 We have a team of employees who are able to offer first 
aid.

Equipment and 
supplies

•	 We have obtained equipment and supplies we need such 
as first aid kits, fire extinguishers, smoke alarms, shelter-in-
place supplies, etc.

•	 We make sure this equipment is regularly checked and 
maintained.

Drills and exercises •	 Building evacuation drills are conducted at least once a yea
•	 Emergency communication procedures are regularly tested

Assessment and 
Reviews

•	 Emergency preparedness is assessed at least once a year 
by means of a ‘tabletop’ exercise.

•	 The emergency response plan has up-to-date emergency 
contact details for all employees and their next-of-kin

Note:
______________________________________________________________________________________________
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Please review the key actions below and 
mark “YES” as [      ] for the most appropri-
ate option. 

The key actions:

A.   Training 

We have trained our employees in 
emergency preparedness on an annu-
al basis, so that at a minimum, every-
one knows the following.

i)  Our warning and communication 
procedures. 

In Practice 	
Start now!
Later

In an emergency situation, being able 
to communicate with your employees is 
essential. If there is an emergency situation 
and your employees are briefed about it 
and how to respond, their response will be 
more effective and they are less likely to be 
confused or scared. Develop an effective 
communication plan considering also 
the physical proximity, so that in case the 
conventional means stop working, they can 
visit physically. Encourage employees to 
get license for Ham radio operation, which 
is very effective during disasters.

ii)  Employees’ role during a disaster 
and where they should go (if evac-
uating or sheltering-in-place) and 
the roles and responsibilities of key 
personnel at our facility.

In Practice 	
Start now!
Later

To effectively respond to a disaster, your 
employees need to know what their role 
is in that situation. The employees should 
know their role during a disaster and 
where they should go if evacuating or shel-
tering-in-place, and the roles and respon-
sibilities of key personnel at your facility. 

Depending on your business/organization 
and the employee, their role may be signif-
icant (such as responding to a hazardous 
material spill) or small (such as making sure 
they evacuate from the facility). They also 
need to know what other key personnel, 
such as medical responders, will be doing. 
Update the plan periodically. Develop a sys-
tem of conducting Emergency Response 
Plan briefing to new staff.

iii)  Our shelter-in-place and evacuation 
procedures. 

In Practice 	
Start now!
Later

Even though a lot of employees are 
probably familiar with how to evacuate a 
building, they may not know the proper 
way of doing that from your facility. For 
example, they will need to know what route 
to take and the meeting point. Employees 
will probably be less familiar with how to 
shelter-in-place. The employees should be 
well versed with evacuation procedures 
and shelter-in-place procedures, location 
and use of common emergency equip-
ment, and emergency shutdown proce-
dures. Paste evacuation plans in visible 
areas, mark clearly the evacuation routes 
and assembly areas, victim receiving areas, 
treatment places etc. in safe areas.

B.   Equipment and Supplies 

We have trained our employees in 
emergency preparedness on an annu-
al basis, so that at a minimum, every-
one knows the following.

Based on the list of safety equipment 
and emergency supplies identified 
in our emergency response plan, we 
have completed the following. 

When employees need to seek temporary 
shelter in your facility during emergencies, 
think about how you can provide the ba-
sics of survival: fresh water, food, first aid 
and warmth. 

Encourage employees to purchase or 
assemble emergency preparedness kits at 
different levels: individual level- Earthquake 
Go Bag considering emergency supplies 
at least for 3 days, and at family level- 
Household Emergency Kit (HH Kit) con-
taining food, water, and basic search and 
rescue tools and equipment and emer-
gency medical response items. Think for 
use at work, at home and in their vehicles. 
Employees can learn more about assem-
bling emergency kits for the workplace. 

i)  We have designated employees who 
know how and where to access safety 
equipment and emergency prepared-
ness supplies when they are needed.

In Practice 	
Start now!
Later

Before your business/organization can 
designate employees who know where to 
find safety equipment and supplies, you’ll 
need to first ensure your business/orga-
nization has these resources. Designated 
employees need to know where these 
resources are located to make sure they 
can quickly provide emergency assistance. 
Designate employees to know how and 
where to access safety equipment and 
emergency preparedness supplies.

ii)  We have obtained and maintained 
the equipment and supplies we need, 
such as, GO Bag, first aid kits, CSAR 
Kits fire extinguishers, smoke alarms, 
shelter-in-place supplies etc.

In Practice 	
Start now!
Later
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Your Hazard Vulnerability Assessment 
and the corresponding Risk Assessment 
Matrix – see Step 2 – should help inform 
the kinds of safety equipment needed to 
respond to specific emergencies. This 
should be listed clearly in your written 
emergency response plan. Much of the 
safety equipment needed may be standard 
and required to operate your business or 
organization. Maintaining and keeping it 
in working order is just as important as 
having it on hand.

C.   Employee Preparedness  

We emphasize employee prepared-
ness at work and at home by doing 
activities such as:

i)  Identifying response teams of peo-
ple trained in first aid and Cardiopul-
monary Resuscitation (CPR).

In Practice 	
Start now!
Later

It is recommended that you have response 
teams trained as it may take some time 
for professional responders to respond to 
your facility. After a major disaster, it will 
probably take even longer for professional 
responders to arrive.

Part of your emergency response plan is to 
ensure you have a team of employees who 
are trained annually and prepared with 
knowledge and skills necessary to provide 
pre hospital care for injuries and sudden 
illness as well as to respond to life threat-
ening emergencies until the victim receives 
the professional medical care. Train for 
Basic Emergency Medical Response 
(BEMR) and maintain the necessary items. 
There may be situations when professional 
responders cannot reach your facility as 
soon as you would like. Part of your emer-
gency response plan is to ensure you have 
a team of employees who are prepared 
with the knowledge and skills necessary to 
provide pre-hospital treatment for injuries 
and sudden illnesses until advanced medi-
cal personnel arrive and take over.

ii)  Having at least 10 percent of our 
employees trained annually in basic 
first aid skills to handle medical emer-
gencies in the workplace.

In Practice 	
Start now!
Later

Members of the team should be trained 
annually and willing to administer basic 
First Aid appropriately. The size of the 
team will depend on the number and lo-
cation of employees and the layout of your 

facility. It is recommended that 10 percent 
of the workforce, in any specific work area 
and point in time during the workday, be 
trained annually to respond to emergen-
cies. Since employees may change jobs, 
work shifts and locations, you will need 
to evaluate the team regularly to ensure 
you have enough trained personnel at any 
given time.

iii)  Offering first aid and CPR training 
to employees annually.

In Practice 	
Start now!
Later

There are various ways you can get your 
employees trained. You can send them to 
the local organizations such as Red Cross, 
NSET, etc. for a prescheduled class, or a 
certified Instructor can conduct the train-
ing at your facility, at your convenience. 
You can also have one of your employees 
trained as an Instructor and become an 
Authorized Provider to train your workers 
as well as others in first aid and CPR. This 
means you can have your employees train 
other employees in first aid at your facility.

iv)  Offering classes and training sem-
inars annually to help employees learn 
and develop preparedness skills.

In Practice 	
Start now!
Later

The NSET, Red Cross or such organiza-
tions can help you arrange classes and 
training seminars on emergency prepared-
ness. Contact them to talk to somebody 
about preparedness education. You should 
think of offering preparedness training 
to employees annually. This can include 
reminding employees and their families to: 
“Prepare Go-Bag, make a plan and be in-
formed.” Include emergency preparedness 
information in newsletters, on company 
intranet, periodic employee e-mails and 
other internal communications tools.

v)  Encouraging employees to identify 
alternate routes for going to and from 
our facility.

In Practice 	
Start now!
Later

You should encourage employees to iden-
tify alternate routes as this will save time 
if their usual route is cut off. You should 
also encourage your employees to identify 
alternate routes to and from their homes.

Note:
______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

CELLULAR PHONE

ADHESIVE TAPE EMERGENCY PHONE NUMBERS

GAUZE PADS
TWEEZERS

RUNNING SHOES

COLD PACK

BAND-AIDS

DISPOSABLE GLOVES

FIRST AID KIT

HAND CLEANER

SMALL FLASHLIGHT

EXTRA BATTERY

GAUZE
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vi)  Reminding employees to always 
keep their emergency contact informa-
tion current.

In Practice 	
Start now!
Later

Remind employees to always keep their 
emergency contact information current. 
Depending on the size of your organiza-
tion, there are several ways you can re-
mind employees to keep their emergency 
contact information current. You can ask 
them in person, email them, put reminders 
on bulletin boards, assign the responsibili-
ty to supervisors, etc.

vii)  Encouraging employees to create 
a family communication plan, including 
having an out-of-area contact desig-
nated where they can leave an “I’m 
okay” message during a disaster or an 
emergency situation.

In Practice 	
Start now!
Later

Remind employees to have a family com-
munications plan that includes meeting 
places both at home and outside their 
neighborhood, and current emergency 
contact information for all family members. 
A common problem experienced in serious 
disasters is that family members cannot 
obtain information from or about each 
other directly, so it helps to have a relative 
or friend in a different location that can be 
contacted. Design and distribute an emer-
gency pocket diary containing details of 
employees and other emergency numbers.

viii)  Providing emergency preparedness 
training to each new person we hire.

In Practice 	
Start now!
Later

Provide emergency preparedness training 
to each new person you hire. You can pro-
vide several types of emergency prepared-
ness training: 
1.	 General preparedness education train-

ing, which is offered by the NSET, Red 
Cross or such other organizations. 

2.	 Specific emergency preparedness 
training that is unique to your busi-
ness/organization. 

3.	 In some areas, you can get training to 
be a part of a Community Emergency 
Response Team or business emergen-
cy response team.

ix)  Making sure at least 10 percent of 
employees are trained on Community 
Search and Rescue (CSAR).

In Practice 	
Start now!
Later

In case of big disasters such as earthquake, 
you cannot expect immediate assistance 
from the communities and/or from any 
professional responders. Therefore your 
organization should be prepared with some 
responders (with prepositioned equipment) 
who can conduct basic search and rescue 
till the professional responders arrive at 
your place.

x)  Providing basic Damage Assessment 
Training (DAT) to some employees.

In Practice 	
Start now!
Later

Severe damaged buildings due to earth-
quake may lead to collapse causing further 
human and property losses. Therefore 
entering the building without conducting 
proper damage assessment is not safe; it 
has to be assessed properly either for res-
cue purpose or to dwell in. One-day DAT 
provides skills and knowledge to conduct 

rapid and effective damage assessment in 
order to save lives, protect property and 
to determine where the building is safe for 
search and rescue operation.

xi)  Making sure your list of employees 
with first aid and CPR training is kept 
up-to-date as employees come and go.

In Practice 	
Start now!
Later

Obviously, a first step is to ensure your 
employees are trained in first aid and 
CPR. However, as new employees join 
your business/ organization, and others 
leave, you should make sure your list of 
employees trained in first aid and CPR is 
kept current. Consider updating this list 
at a set time each year and including the 
process in any entrance/exit interviews. In 
addition, your employees should know who 
is trained in first aid and CPR/and how to 
contact them in case of an emergency.

xii)  Encouraging employees to have 
emergency preparedness kits on hand 
at work, at home and in their vehicles.

In Practice 	
Start now!
Later

As an examples of how you can encourage 
your employees to have emergency pre-
paredness kits on hand, you can encourage 
them via emails or newsletters or by having a 
display of emergency preparedness resourc-
es in your facility. A list of recommended 
supplies for “Go-Bag” can be found on the 
websites of NSET, Red Cross, etc.

xiii)  Encouraging employees to learn 
about the emergency procedures 
and disaster plans in place at their 
children’s schools, child and senior 
care facilities and other places where 
their family members stay when not 
with them. This includes arranging a 
meeting place in case it is unsafe to 
return home.

In Practice 	
Start now!
Later

You should encourage your employees to 
learn about the emergency procedures 
and disaster plans at places where their 
family members stay. They will need to 
know procedures such as how the place 
will communicate with them during an 
emergency situation, how they can be re-
united with their family or household mem-
ber after an emergency and the location of 
meeting places if they can’t return home. 
This information should be included in their 
emergency communication plan.

xiv)  Identifying/listing other activi-
ties the business or organization has 
offered to promote personal prepared-
ness.

In Practice 	
Start now!
Later

Include information about other activities, 
communications or services you have 
offered to promote employee personal 
preparedness in both the workplace and 
at home.
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D.   Drills and Exercises 

We conduct and assess regular drills 
and exercises to determine the read-
iness of our employees and facility. 
After each drill or exercise has been 
conducted, we evaluate our level of 
preparedness. We do the following:

The written emergency response plan doc-
uments should be practiced periodically 
to know if the plan really work during real 
emergencies.  Emergency Management 
Team (EMT) is responsible to plan such 
practices conducting simulation exercis-
es and drills. Activate develop scenarios 
to activate the response teams planned 
in emergency response plan. Use such 
practices to assess the readiness of your 
employees and your facilities.

i)  Conduct a ‘tabletop’ exercise at 
least once a year to assess emergen-
cy preparedness.

In Practice 	
Start now!
Later

Exercises are conducted to test an orga-
nization’s ability to carry out a part of its 
emergency response plan or the whole 
plan. A tabletop exercise involves key per-
sonnel in an informal group who discuss a 
hypothetical scenario. 

A tabletop exercise is easy to do as it 
doesn’t need to take a lot of time, equip-
ment is not used, resources are not 
deployed, and time pressures are not 
introduced. By conducting a tabletop ex-
ercise at least every year, your employees 
can practice their roles in an emergency 
and gain experience in their roles. Also, it 
can improve the business’/organization’s 
system for managing emergencies.

ii)  Conduct a building evacuation drill 
at least once a year.

In Practice 	
Start now!
Later

In the building evacuation drill, employ-
ees should walk the evacuation routes to 
pre-designated gathering areas where as-
signed personnel take role and account for 
all evacuees. Post maps and illustrations of 
the evacuation routes and gathering areas 
clearly in your facility.

iii)  Conduct a Business Continuity 
Plan (BCP) drill at least once a year. 

In Practice 	
Start now!
Later

The BCP activation drill should demon-
strate how the chain of command, man-
agement succession and back up of criti-
cal functions will occur during a disaster.

iv)  Conduct a shelter-in-place drill at 
least once a year.

In Practice 	
Start now!
Later

In a shelter-in-place (SIP) drill, employees 
are asked to proceed to pre-designat-
ed shelter areas and follow the facilities 
procedures. Your business/organization 
should conduct these drills as in partic-
ular emergencies (such as a chemical 
spill, strike, unrest or bad weather), local 
authorities may tell you to shelter-in-place 
and not evacuate.

v)  Conduct other drills to practice 
procedures specific to disasters in our 
area at least once a year

In Practice 	
Start now!
Later

Other drills can test responses to disas-
ters such as a hazardous material spill, 
earthquake, flood, or social unrest, if ap-
plicable. Your goal should be to establish 
a comprehensive training program where 
exercises build upon one another. This 
makes sure your employees are able to 
respond to a wide variety of emergencies.

vi)  Conduct a medical emergency 
response exercise at least once a year.

In Practice 	
Start now!
Later

An emergency response exercise can 
test whether your emergency response 
personnel know how to respond to a medi-
cal emergency. An exercise can also test 
whether your other employees know what 
to do in the situation and how to call your 
emergency response personnel.

vii)  Complete after-action reports and 
evaluations.

In Practice 	
Start now!
Later

Exercises only have value if they lead 
to improvements. After-Action-Reports 
(AAR) should be completed after every 
exercise and record the effectiveness of 
the exercise. The AAR provides feedback 
to employees on how they responded 
and provides recommendations on how 
the emergency response plan could be 

improved, if any additional emergency 
supplies are needed, how individuals could 
be better prepared or trained, etc.

viii) The After-Action Report, along 
with resulting recommendations and 
any concerns identified about plan 
compliance are forwarded to the 
planning committee and senior man-
agement for review and appropriate 
corrective action.

In Practice 	
Start now!
Later

The AAR will only be useful if your busi-
ness does something with it. So, as well 
as completing an AAR, the report should 
be sent to your organization’s planning 
committee so they can take action.

Note:
_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

____________________________________________

____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________
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_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________
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6STEP

HELP YOUR COMMUNITY 
PREPARE FOR AND RESPOND 
TO AN EMERGENCY 

N ow that your company and employ-
ees are prepared, make additional 
commitments aligning with your 

Corporate Social Responsibility (CSR) to 
ensure that the overall community is pre-
pared for a disaster or other emergencies. 
It is important to note that community 
disaster preparedness is complementary 
to business preparedness and business 
support for community preparedness 
strengthens mutual relations between the 
company and its community. Here are 
some examples: 

Fire: If neighbouring buildings are fire haz-
ards, or if the local fire station is defunct, 
this will increase the risk of fire in your 
buildings. You could support a communi-
ty-based initiative to reduce fire risks and 
raise awareness. 

Flood: You could try to convince the 
village communities to ensure flood-safe 
siting decisions (e.g., no buildings in flood-
plains); and you could support effective 
catchment management (e.g., planting 
riparian vegetation) 

Building collapse: You could raise 
awareness about the need to ensure 
quality design and construction, as well as 
maintenance and safe use, e.g., in terms of 
occupancy levels 

Please review the key actions below and 
mark “YES” as [      ] for the most appropri-
ate option. 

The key actions:

a.    Host blood drives. 

In Practice 	
Start now!
Later

Most of blood donations made through the 
Red Cross are made at blood drives. For 
more information on how to host a blood 
drive, and how they help save lives, coor-
dinate with local community committees, 
rotary clubs, Red Cross, etc.

b.	 Lead an educational campaign in the 
community that promotes personal 
and family preparedness with the mes-
sages such as “Prepare an Emergen-
cy Kit (Go-Bag), make a plan and be 
informed.”  

In Practice 	
Start now!
Later

Lead an educational campaign or pro-
mote personal and family prepared-
ness in your workplace through training 
programs. Consider organizing training 
sessions or presentations in your busi-
ness and community. Ways to promote 
this message includes newsletter articles, 
email blasts, dedicated web site, bro-
chures, booklets, radio, TV, PSAs, training 
and presentations that are offered to your 
employees’ families and other groups in 
the community.

Note:
_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

____________________________________________

____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________
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c.	 Appoint employees to be trained as 
Preparedness Education leaders who 
represent the business or organization.  

In Practice 	
Start now!
Later

A lot of people still don’t know how to get 
prepared for a disaster or how to respond 
during and after the disaster. You can 
contact your local community, clubs, NSET 
or the government initiatives to find out 
how you can get employees trained as 
Preparedness Education leaders. Appoint 
employees to be trained as Community 
Disaster Education (CDE) presenters who 
represent your company when conducting 
preparedness presentations in your busi-
ness and community.

d.    Appoint employees to be trained as 
disaster volunteers at NSET, Red 
Cross or National Volunteering Pro-
gram, and give work time to serve on 
disaster assignment(s).

In Practice 	
Start now!
Late

In a disaster, the government, NSET, Red 
Cross and several others need volunteers 
from dozens of backgrounds, such as 
those trained in Community Search and 
Rescue (CSAR), logistics, information 
technology, Medical First-Aid, etc. Em-
power your employees to become such 
volunteers and give company time to 
serve on disaster preparedness as well as 
post-disaster assignment(s). 

e.	 Sign a facility agreement with our local 
disaster preparedness community, 
clubs or agencies to allow our facility 
to be used as a shelter location, as 
needed, in the event of an emergency.

In Practice 	
Start now!
Late

Find out if your facility is eligible and 
could be used as a temporary shelter 
location in the event of a disaster or an 
emergency situation. Such agreement 
would greatly help in the capacity building 
process of the community as well as the 
initiating organization.

f.	 Coordinate and liaison with Chief Dis-
trict Officer/District Disaster Manage-
ment Office and/or other district level/
national level business associations, 
civil society organizations for smooth 
operation of relief and rescue efforts. 

In Practice 	
Start now!
Later

During times of emergency, coordination 
with other agencies, chiefly the govern-
ment authorities and supporting business 
bodies such as local chambers and civil 
society actors such as the National Volun-
teering Program,  become vital to pool the 
resources, improve communication and 
increase effectiveness in the response.

g.	 Contribute supplies and/or services to 
emergency response efforts.

In Practice 	
Start now!
Late 

Contribute supplies and/or services to 
emergency response efforts at the local, 
regional or national level. 

h.	 Invest in local Disaster Preparedness & 
Response (DPR) services and programs.

In Practice 	
Start now!
Late

Depending on where your business/ or-
ganization is located, these could include 
youth programs, service to the Nepal Po-
lice, Armed Forces, international services, 
blood drives, etc. Contact your local DPR 
initiatives to learn about these programs 
and how your business/ organization can 
invest in them.

i.	 Provide community scholarships or 
sponsorships for health and safety 
training courses and products pro-
vided by Disaster Risk Reduction and 
Emergency Preparedness agencies 
such as NSET, Red Cross, etc. 

In Practice 	
Start now!
Late

Health and safety training courses and 
products can save lives but not every-
body can afford them. Consider provid-
ing scholarships for individuals in your 
community to coordinate and pay for their 
trainings, and orientation program such 
as, BEMR.

j.	 Adopt a local school or school district 
and support their disaster and emer-
gency preparedness programs. 

In Practice 	
Start now!
Late

Many schools are suffering budget cuts 
and decreased funding for Emergency 
Preparedness & Response programs that 
are not considered part of the curriculum. 
However, business organizations like yours 
can help.

k.	 Redirected pre-paid advertising space 
for emergency messaging during a 
disaster. 

In Practice 	
Start now!
Late

If you have pre-paid advertising, please 
consider redirecting some of your space 
for NSET, Red Cross community wellbe-
ing messaging during a disaster. Under 
the public-private partnership and such 
collaborative approach, you can also pay 
for emergency preparedness messaging, 
which will help your community prepare 
before an emergency.

l.	 Engage in other activities to help our 
community prepare for disasters.

In Practice 	
Start now!
Late

Aligning with your Corporate Social Respon-
sibility (CSR) activities and comprehensive 
Disaster Risk Management (DRM) initiatives, 
there are a number of creative ways in which 
an organization can contribute to the com-
munity’s capacity building process.    

 
Note:
_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________
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_____________________________________________
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_____________________________________________

_____________________________________________

_____________________________________________
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SUMMARY 
EVALUATION SHEET

After having gone through all the questions and recommendations above, the 
summary table below will help provide an overview of the current position of your 
business in terms of business preparedness and set goals for future strategy:

STEP 1:

Establish Commit-
ment

Current Status Future Goals

Top level management 
is committed to being 
prepared for any disas-
ters and appropriate 
structures (decision 
making and implementing 
bodies) are in place to 
take care of prepared-
ness measures.

STEP 2:

Conduct a Hazard 
Vulnerability 
Assessment

Current Status Future Goals

Various hazards have 
been assessed in terms 
of their possible impact 
on the business, its 
supply chain, and the 
community, and they 
have been assigned a 
risk priority score based 
on likelihood and severity.
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STEP 3:

Reduce our Vulnera-
bility to Hazards and 
Assess our Response 
Capacity

Current Status Future Goals

Concerted efforts have 
been undertaken to 
reduce our company’s 
or facility’s vulnerability 
to the priority hazards 
identified in Step 2. We 
have also assessed our 
resources and abilities to 
respond to emergencies.

STEP 4:

Develop an Emer-
gency Response and 
Business Continuity 
Plan

Current Status Future Goals

A formal written Emer-
gency Response Plan 
covering key components 
such as Crisis Communi-
cation system, Evacuation 
Procedures, etc. is devel-
oped and agreed upon by 
senior management.

STEP 5:

Implement our Emer-
gency Response and 
Business Continuity 
Plan

Current Status Future Goals

Periodic trainings are 
conducted.

Safety Equipment and 
Emergency Supplies are 
in ready state.

STEP 4:

Develop an Emer-
gency Response and 
Business Continuity 
Plan

Current Status Future Goals

Building upon the Emer-
gency Response Plan, 
Business Continuity Plan 
has been developed 
and communicated with 
important stakeholders.
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STEP 5:

Implement our Emer-
gency Response and 
Business Continuity 
Plan

Current Status Future Goals

Buildings and supply 
chain are safe.

Regular drills and exer-
cises are conducted for 
preparedness.

STEP 6:

Help our Communi-
ty Prepare for and 
Respond to an Emer-
gency

Current Status Future Goals

Coordination with local 
government disaster 
preparedness network 
exists. There is also 
coordination with civil 
society and business 
associations for relief and 
response.

STEP 6:

Help our Communi-
ty Prepare for and 
Respond to an Emer-
gency

Current Status Future Goals

Trained employees of the 
organization are motivat-
ed for professional volun-
teering during emergency 
situation. 

Activities like Blood 
Drive, Preparedness 
Awareness Campaign, 
Relief Funds get priority 
in CSR activities.
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The Emergency Coordinator ideally should have following qualifications:

1.	 Has proper authority to make immediate decisions on behalf of the management.
2.	 Has thorough know-how of the operational and managerial aspects of the company.
3.	 Has proven ability to work in stress and solve complex problems. 
4.	 Is supported by a team of subordinates.

Personnel Description:

Name of Personnel

Designation

Contact Details

Key Roles and Responsibilities:

1.	 Holds overall responsibility for Emergency Response Plan including its design, 
implementation, periodic reviews and updates. 

2.	 Monitors and implements standards, regulations, and security measures that 
reduce risks to staffs and assets.

3.	 Makes the decision to suspend business operations if the security situation 
requires this.

4.	 Decides if Evacuation Plans will be activated or not.
5.	 Takes direct action in times of immediate crisis, where coordination with the 

CEO or board is not possible. 
6.	 Ensures that all stakeholders are aware of evacuation procedures and responsi-

bilities.
7.	 Develop a network of subordinates to gather security updates.
8.	 Ensure that regular trainings, drills and exercises are organized. 
9.	 Ensure that all new recruits receive mandatory safety orientation/briefing.
10.	Ensure that business premises have sufficient First Aid and Disaster Prepared-

ness Equipment.
11.	Ensures that at least one deputy is equally informed and skilled who acts as a 

substitute during the absence of the main focal person

National Society for Earthquake Technology (NSET)

The National Society for Earthquake Technology-Nepal (NSET), established in 1994 
in Nepal, is a multi-disciplinary non-governmental, non-profit organization focused on 
earthquake risk management. It has worked extensively in Nepal and the region in close 
collaboration with national and international professional and academic institutions as well 
as government and bilateral agencies for raising awareness and enhanced capacities for 
disaster mitigation preparedness and emergency response. NSET’s mission is to assist 
all communities of Nepal to become earthquake safer by developing and implementing 
organized approaches to managing and minimizing earthquake risks.

National Business Initiative (NBI)

NBI is an apolitical and non-profit making organization established by leading Business 
Member Organizations of Nepal in 2003 with an objective of promoting sustainable peace 
through responsible socio-economic development. NBI mobilizes the existing private 
sector bodies at local and higher levels, generating new knowledge relating to private 
sector on issues around peace, conflict, economic growth, enhancing image of private 
sector business, entrepreneurship development and creating demand as well as support 
for positive change in the society.

ABOUT THE PARTNERS ANNEX 
TERMS OF REFERENCE FOR FOCAL PERSONNEL FOR EMERGENCY COORDINATOR
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This booklet offers you practical guidelines over how to anticipate potential 
disaster risks for business in advance and plan for it accordingly so that 
your business and employees suffers minimum loss. Following through the 
six easy steps, the book will help you to :
•	 Establish commitment from senior management of the business and 

management structure to anticipate and plan for disasters.
•	 Conduct a multi-hazards vulnerability assessment that can potentially 

affect your business operations, stakeholders and supply chain.
•	 Reduce your vulnerability to those hazards and assess the response 

capacity of the business.
•	 Develop Emergency Response Plan and Business Continuity Plans.
•	 Implement your Emergency Response Plan and Business Continuity 

Plans via various mechanisms such as Employee Preparedness, Drills 
& Exercises, Emergency Supplies, etc. 

•	 Help your community prepare for and respond to emergency situation 
as part of your Corporate Social Responsibility. 

NSET and NBI would like to offer Nepali businesses following services in 
line with the guidelines in this document:
1.	 Structural and Non-Structural Assessment of Buildings/Facilities
2.	 Multi-Hazards Vulnerability Assessment
3.	 Evacuation and Communication during Disasters
4.	 Employee Trainings, Drills & Exercises

 
 

For any support, contact us at:

National Business Initiatve (NBI)

Kantipath, Jamal
T: +977-1-4230947
E: info@nbinepal.org.np
I: www.nbinepal.org.np 

National Society for Earthquake 
Technology-Nepal (NSET) 

Bhainsepati Residential Area, Lalitpur 
GPO Box: 13775, Kathmandu, Nepal
T: +977-1-5591000, 5593000, 5592522
F: +977-1-5592692, 5592693
I: www.nset.org.np


