
PLANNING TO STAY IN BUSINESS

A Guide to Emergency Preparedness 



The faster an effective response can  
be initiated and effectively carried out, 
the less chance that an incident will 
escalate and adversely impact operations, 
employees, the environment and the 
company overall. Work locations can be 
exposed to accidents, natural disasters 
and unfortunately, intentional harm. 
When companies prioritize preparedness 
and leadership commits to protecting 
valuable resources, processes can be put 
in place to counteract risks, hazards and 
operational threats.

Companies must comply with regulations 
or face multiple consequences.  
Every month, audits and enforcement 
mandates are issued from federal and  
state regulatory agencies. Costly non-
compliance fines continually result from  
the lack of implemented, thorough or 
effective preparedness planning and 
regulatory compliance programs. 
Every scenario or non-compliance 
element has the capacity to negatively 
impact a company’s overall financial 
performance and reputation.

WHY PREPARE?

It often takes years to build a solid, 
profitable company, but it only takes 
minutes to dismantle it. Companies 
can encounter environmental, 
man-made or technology-related 
threats at any given time, often 
without warning. If your company 
has experienced an incident, 
something or someone was affected.

Planning to Stay in Business
A GUIDE TO EMERGENCY PREPAREDNESS
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THE FOUR ELEMENTS 
OF EFFECTIVE EMERGENCY 
MANAGEMENT

While many companies are have 
robust emergency planning and 
response programs, some companies 
only address emergency response  
plan gaps after an incident occurs. 
There are many different layers  
involved in creating a comprehensive 
emergency management plan; however, 
they can divided into four distinct 
elements for strategy development. 

The four main elements of emergency 
management should be reviewed  
for company-wide and site-specific  
applicability. Incorporating advanced  
technologies, streamlined communication, 
targeted training and goal-oriented 
exercises in each of the phases can 
improve the response to emergencies. 

Step 1: Mitigate

It is imperative to understand and 
address the defining moments, 
actions, intentions and perceptions 
surrounding recent incident(s). 
Response evaluations from employees, 
responders and industry counterparts 
can identify “lessons learned,” revealing 
potential mitigation opportunities. 
Utilizing a “lessons learned” approach, 
in conjunction with a corporate level 
commitment to preparedness, can 
result in improved response capabilities 
and lesser impact from disasters.

A standard post-incident questionnaire 
should be developed upfront for use 
following each incident to identify 
lessons learned and action items. 
The questionnaire should address 
Mitigation, Discovery, Initial Assessment, 
Notifications, Response Mobilization, 
Strategies, and Resources and Command 
Structure, as appropriate for the incident. 
In addition, you may determine there 
are circumstances from the incident 
that warrant modification of the 
questionnaire to ensure that specific, 
more detailed feedback is received.

Consider summarizing the responses 
for each incident, then cross-referencing 
those summaries in order to identify 
commonalities. This information will 
be invaluable in improving your 
mitigation strategy.

Ideally, mitigation efforts should 
eliminate or lessen the strategic 
cost of an incident, and reduce the 
tactical effort of regulatory compliance.

Step 2: Prepare

Following implementation of  
mitigation measures, there may  
be site-specific elements regarding 
location, operations and other  
factors in which mitigation measures 
cannot be implemented. In these 
cases, specific safety processes 
and response procedures must be 
developed for each hazard and 
associated risk to minimize potential 
impacts. 

The response planning process should 
incorporate the following steps:

Form a Collaborative Team 
Engage essential personnel in 
the planning process to identify 
planning gaps, response capabilities 
and necessary internal and external 
resources for an improved response.  
A core planning team typically includes 
an emergency manager or security 
manager, a hazard mitigation expert, 
local jurisdictions and other planning 
experts, as needed.

Re-evaluate Hazards and Risks 
Perform a vulnerability assessment 
for the purposes of determining 
priorities and developing processes 
and procedures. Understanding the 
consequences of a potential incident 
can help prioritize resources and 
response efforts.

It is also worthwhile to assess your 
local jurisdiction’s planning framework 
to highlight geographical threats. 
Finally, examine potential facility 
hazards and risks, including natural, 
technological, chemical, infrastructure 
and human hazards.
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1.  Mitigate hazards and 
risks, and incorporate 
lessons learned

2.  Prepare for scenarios  
that cannot be fully 
mitigated

3.  Respond effectively 
to emergencies

4.  Recover from 
emergencies and 
restore to pre-
emergency condition 
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THE FOUR ELEMENTS ARE:



Determine Goals and Objectives 
Specify desired operational priorities  
for emergency responders, employees, 
and facility, and define a success for 
each operation. Clearly indicate the 
desired result, goal or objective of 
the overall response.

Plan Development 
Planners should consider requirements, 
goals and objectives to develop at 
least two actionable response options 
for each potential scenario, including 
previous incidents. 

Each plan may include the following 
components:

 + Detailed response checklists for 
various emergency scenarios

 + Response team organization, 
roles, activation, and escalation 
procedures

 + Emergency Operations Center 
location and equipment

 + Evacuation procedures

 + Notification procedures

Matching available resources to 
requirements, response obligations 
and assignments can identify internal 
response shortfalls that require 
external capabilities and additional 
response assistance.

Overall, planners should identify  
the information and intelligence 
necessary to drive decision making 
and trigger critical response actions.

Plan Preparation, Review,  
and Implementation 
As the planning team works through 
successive drafts, participants should 
add necessary supporting information, 
graphics and/or photographs, ensuring 
compliance with local, state and federal 
regulations. Planning reviews should 
include an internal and external contact 
verification process, a regulatory 
compliance audit, updated operational 
or infrastructure changes, and training 
on new and/or additional roles and 
responsibilities.

A combination of training events, 
exercises and real-world incidents 
determine whether the goals, objectives, 
decisions, actions, and timing outlined 
in the plan can lead to a successful 
and effective response. A plan review 
should follow each element and 
the planning team should provide 
response plan access to appropriate 
stakeholders.

Plan Maintenance, Approval and 
Annual Review 
Planning is a continuous process;  
plans should evolve as lessons 
are learned, new information and 
insights are obtained, and priorities 
are updated. Utilizing a web-based, 
database driven planning system 
allows for simple edits and access 
from multiple locations, allowing for 
a comprehensive review, no matter 
the location of participating parties.

Senior management and associated 
regulatory agencies typically grant 
plan approvals; the planner should 
maintain a record of the individuals 
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and organizations that received 
access or copies of the plan. 
When saving files and/or printing,  
be sure  to identify the plan version  
to eliminate “version control” issues.

Planning teams should establish 
processes for reviewing and revising 
the plan. The response plan should 
be reviewed annually, at a minimum. 
The planning review cycle typically 
corresponds to regulatory requirements; 
however, internal corporate policy 
may dictate multiple reviews 
throughout a calendar year.

Whether plans are mandated by 
corporate policy or regulatory agencies, 
widely accessible emergency response 
plans can maximize efficiency and 
minimize impacts of an emergency.

Step 3: Respond

The more diligently a company can 
prepare its employees for a potential 
emergency, the more effective its 
response. Competency in emergency 
response procedures is necessary 
to minimize impacts and avoid 
the onset of panic during a crisis. 
The most effective reactions come 
in the form of a trained response. 
Response procedures and plans are 
constantly evaluated and changed 
based on improvements identified 
during incident reviews. Response 
actions are also evaluated regularly 
through drills, exercises, and live events.

If you experienced a recent incident, 
the following processes should be 
evaluated to ensure optimal response 
procedures.

Initial Response Actions 
Employees should be trained in 
response measures appropriate for 
their role. Unless specifically certified, 
most initial responders are trained  
to respond in a defensive fashion.  

Their function is to prevent exposures 
and respond from a safe distance to 
reduce the potential for the incident 
to expand. Employees who may be 
exposed to hazardous substances, 
are required to be Hazardous Waste 
Operations and Emergency Response 
Standard (HAZWOPER) certified.

Initial Notifications 
The notification process begins upon 
discovery of an emergency. Be sure 
to identify the preferred method of 
the notification (telephone, text, radio, 
alarm, etc.). Pertinent and emergency 
contact numbers should be listed in 
the plan and periodically verified.  
Initial notification information should 
include, but not be limited to, incident 
location, type of event (fire, explosion, 
etc.) and any casualties or injured parties.

After an initial communication, 
supervisors should verify observations, 
on-scene facts, and conditions. It is 
crucial that all notification information 
be verified for accuracy. A response 
planning system with a contact 
verification tool can greatly improve 
the accuracy of notifications data.

Emergency Response Organization 
The number of personnel required  
to staff the response organization will 
depend on the size and complexity 
of the incident. Utilizing the flexibility 
inherent to the Incident Command 
System allows a team to expand and 
contract, accommodating any initial or 
evolving tactical or strategic response 
needs. Maintaining consistency 
through standardized positions and 
responsibilities enables clear, effective, 
and efficient incident management.

The Incident Commander is responsible 
for directing the response activities 
and should assume the duties of all 
the primary response team positions, 
until the roles can be delegated and 
confirmed to other qualified personnel.

Incident Planning/Documentation 
The Planning “P” is a common 
emergency management image 
that illustrates the model incident 
management process for one 
operational period. Emergency 
managers should review the  
following five steps and implement 
in applicable training and exercises:

1.    Identify the incidents and  
initial effects

2.   Establish incident objectives

3.    Develop the plan to counteract 
the effects

4.    Prepare, disseminate, and exercise 
the plan

5.    Execute, evaluate, and revise  
the plan

Decision-makers should utilize the 
Planning “P” as a guide to develop 
Incident Action Plans, meet tactical 
responses objectives and plan essential 
meetings throughout the incident.

Sustained Response Actions 
and Recovery 
Stabilization is the result of the 
corrective actions initiated by 
the Incident Management Team . 
Stabilization includes such actions 
as initiating proper notifications, 
alarms and announcements, personnel 
evacuation, shutting down systems, 
obtaining medical assistance, and/or 
conferring with appropriate personnel 
to develop and implement a course of 
action. Effective communications are 
the bridge to stabilization.

Recovery begins once the affected 
area is stabilized, personnel are 
evacuated and/or accounted for, and 
the situation is under control or stable. 
Recovery communications includes 
such actions as damage assessment 
reporting, interactions with response 
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personnel, removal and disposal of 
an explosive device or hazardous 
material and verifying the safety of 
an area prior to reentry. The lines of 
communications need to remain open 
to return to a “business as usual” level. 
Communication efforts should be 
evaluated following an incident.

Demobilization/Post Incident Review 
An incident response is not complete 
without specific demobilization and 
post-incident review procedures. 
Demobilization guidelines provide 
organized and agreed-to procedures 
to help facilitate a more organized and 
expedited return to normal operating 
conditions and help to minimize costs 
by standing down response resources 
in a timely manner.

Recommended procedures include:

 + Create checklist to  
demobilize the response

 + Perform a post-incident 
review and debriefing

 + Create “lessons learned”  
objectives and update  
response plan accordingly

Step 4: Recover

The recovery and restoration process 
may take hours, weeks or months. 
Decisions and priorities set early in 
the recovery process often have a 
cascading effect on the evolution 
and speed of restoring operations  
to pre-emergency conditions.  
Recovery outcomes vary based on 
incident circumstances, challenges, 
recovery visions and priorities.  
The restoration phase covers the  
period that personnel return to  
restored facilities or permanent 
alternate facilities, and normal 
operations are restored.

Restoration should include:

 + Confirmation of the restoration of 
primary facilities and infrastructure

 + Confirmation of staff relocation 
schedules

 + Beginning of relocation to 
permanent facility

 + Consolidating and archiving 
incident documentation

 + Reviewing and updating Business 
Continuity plan based on lessons 
learned

 + Returning to Business as Usual

RESPONSE PLANNING FOR 
LARGE ORGANIZATIONS WITH 
MULTI-FACILITY OPERATIONS

The International Organization for 
Standardization (ISO) is the world’s 
largest developer and publisher of 
International Standards.

Under the Emergency Preparedness 
and Response standard of ISO 
14001:2004 (§4.4.7), an organization 
is required to establish procedures 
for identifying possible hazards and 
responding to emergency situations 
that can impact the environment. 
Implementing a standardized “best 
practices” preparedness and response 
planning framework, while addressing 
unique site-specific hazards and 
response capabilities for each facility, 
provides a consistent method of 
instituting emergency management 
priorities and regulatory compliance 
initiatives.

Organizations with this compliance  
can improve customer confidence in 
the organization’s ability to respond  
to incidents.

Advanced database-driven response 
planning systems improve compliance 
efforts, coordination of actual responses 
and the overall emergency planning 
program for companies with numerous 
facilities or locations. Whether response 

plans are mandated by corporate policy 
or regulatory agencies, streamlined, 
effectively exercised, and securely 
accessible plans can reduce the  
impacts of an emergency.

Standardize…

Company approved templates should 
be utilized as a general response plan 
outline. A standardized response plan 
template should include an array of 
elements including but not limited 
to response team organization, plot 
plans, demobilization procedures and 
Company and Incident Command 
System (ICS) forms. Depending on 
operations and regulatory requirements, 
large companies often utilize more  
than one plan type for each facility.  
By standardizing plan formats, response 
plans can be integrated to comply with 
the complex array of local, state, and 
federal requirements, while applying 
common information across multiple 
plans. Examples of common plan types 
include Emergency Response, Fire 
Pre-plans, Security, Severe Weather or 
Hurricane and Storm Water Pollution 
Prevention plans.

...yet Detail!

For companies with multiple locations, 
off-the-shelf or generic response plan 
templates may not address every 
aspect required for every site-specific 
emergency response plan. Relying 
on the information in generalized 
templates can result in incomplete and 
ineffective plans that are not compliant. 
Response plans must reflect the unique 
nature, risks and hazards associated 
with each facility.

When templates are used as a general 
framework, companies can begin the 
process of creating a standardized 
response plan from corporate to the 
site level. However, a standardized 
corporate level response plan will not 
be all-inclusive to the specific response 
needs at a particular site. While each 
site plan should integrate within 
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the overall enterprise management 
structure, the response plan information 
should be inclusive of location details, 
risks, hazards, appropriate response 
actions, and mandated information 
to ensure regulatory compliance. 
Fundamental regulatory compliance, 
inherent site-specific safety issues, 
human resource factors, and a 
company’s reputation obligate facility-
specific response planning requirements.

When a standardized company 
response planning template is in place, 
each site or emergency manager 
should verify the accuracy of the 
site-specific information utilized for a 
response plan. According to the Federal 
Emergency Management Agency (FEMA), 
there are five commonly used criteria 
to determine the effectiveness and 
efficiency of site-specific response plans:

Adequacy: Emergency managers 
should apply their experience, 
judgment, intuition, situational 

awareness, and discretion to ensure 
that plans adequately address identified 
hazards at each facility. FEMA defines 
a plan as adequate if: the scope and 
concept of planned operations identify 
and address critical tasks effectively; 
the plan can accomplish the assigned 
mission while complying with guidance; 
and the plan’s assumptions are valid, 
reasonable, and comply with guidance.

Feasibility: The established response 
procedures should be rigorous 
enough, yet standardized, to minimize 
subjectivity or interpretation and to 
preclude oversights to accomplish the 
assigned mission and critical tasks. 
This should be accomplished by using 
currently available resources within 
the minimum time frame set forth by 
the plan. Available resources include 
internal assets and those available 
through mutual aid, private contractors, 
or through existing state, regional,  
or Federal assistance agreements.

Acceptability: The plan meets the 
requirements driven by a threat or 
incident, goals set by decision makers, 
budgetary restraints, and response 
time limitations, and abides by 
applicable law(s).

Completeness: The plan includes all 
applicable and effective emergency 
procedures with estimated response 
times, required capabilities, needs of 
the population, and identified success 
criteria. All information, including 
contact information, should be updated 
and accurate.

Compliance: The plan should comply 
with all internal and external guiding 
doctrine within the boundaries of the 
presiding law(s). Failure to comply 
with regulations can result in additional 
financial burdens resulting from 
fines, negative public perception and 
potentially, government-mandated 
shutdown of operations.
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Standardization Breeds 
Coordinated Responses 
Employees and responders who are 
familiar with site-specific emergency 
response processes are more likely to 
react as planned. In spite of precautions 
and preventive measures, the onset of a 
crisis can be unpredictable. The ability 
to understand predetermined plan 
formats and effectively communicate 
incident details and response actions is 
the key to effective crisis management.

HOW TO ACHIEVE 
STANDARDIZATION  
OF COMPANY-WIDE 
RESPONSE PLANS

Database Technology 
Typically, company-wide response 
plans share common information that 
is populated as part of each facility 
response plan. Large companies may 
utilize multiple plan types (business 
continuity plans, fire pre-plans, facility 
response plans, etc) for each facility, 
exponentially

Increasing the responsibility of 
managing those plans. Web-based, 
database-driven response plan systems 
utilize one database to manage this 
common information, effectively 
leveraging plan content and revision 
efforts to all plans and locations that 
utilize that data.

Readily available technology has 
allowed companies to transition from 
static mismatched formats and archaic 
binder-based response plans to an 
all-inclusive, web-based, database 
driven preparedness program. Utilizing 
a database limits the duplication of 
tasks generated by plan updates. 
By minimizing administrative tasks, 
plan changes are more likely to be 
transferred into the system, optimizing 
the accuracy of the plans.

Large companies are often tasked  
with complying with multiple 
regulations from numerous agencies, 
creating a perpetual state of unrest 
for emergency management 
professionals. Database technology 
and a standardized format enable 
large companies to effectively manage 
compliance on an enterprise wide 
level. Extended search functionality 
across multiple locations is associated 
with database technology and is not 
available in paper plans or multiple 
separate Microsoft Word documents. 
Simplifying the regulatory review and 
update process ensures a consistent 
path toward compliance.

Many companies have utilized Excel 
spreadsheets to document and manage 
plan updates, required regulatory 
submissions, and training compliance. 
However, spreadsheets can become 
overwhelming, ineffective, and time 
consuming. Companies managing 
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multiple facilities and associated  
response plan should consider utilizing  
web-based, database technology to:

 + Manage regulatory compliance 
requirements on an enterprise-wide 
level

 + Eliminate repetitive updates of 
duplicate information with minimal 
efforts

 + Prioritize “best practices” of 
standardization, safety practices, 
and response processes throughout 
the company

 + Reduce administrative time and 
associated plan maintenance costs

 + Seamlessly share the most 
up-to-date plan with responders 
and stakeholders

 + Affirm a company-wide commitment 
to the safety of employees and the 
community

STARTING DOWN THE 
STANDARDIZATION PATH

Internal resources or outsourced  
compliance expertise can enable a  
company to leverage best practices 
and enterprise-wide response planning 
standardization. In order to focus on  
core business components and reduce 
required response planning managerial  
and administration efforts, companies 
may utilize consultants to standardize 
response plan formats, and ensure 
appropriate response planning and 
compliance measures that are specific 
to their industry and operations.

jensenhughes.com
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About Us

At Jensen Hughes our team of engineers,  scientists and consultants 
work as one team to address the complexities of safety and security to 
help our clients protect what matters. Mitigating the factors that could 
put lives, property and reputations at risk has been our objective for over 
80 years. We’re dedicated to advancing the science of safety through 
technology, knowledge and best-in-class research and development.
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