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Executive Summary
This Emergency Operations Plan (EOP) details the disaster-oriented mission and functions of the [Rotary club name].  Assisting club membership and the community are the top priorities of the club, should a disaster occur.  Even more importantly, the [club name] will organize and coordinate preparatory measures among its membership and the community to build resilience to reduce the impact of a disaster.  Although this EOP does not discuss those preparatory activities, they should be leveraged by this plan to make it as effective as possible.
This plan describes the essential disaster-related functions the [club name] will assume, should a disaster occur, as well as the critical people, facilities, and equipment that will be necessary to accomplish those functions.  The [Rotary club name] essential functions are:
Table 1 –List of [Rotary club name] Essential Functions
 
	Essential Function
	Rank

	Rotary Club Key Officials Conferencing
	1

	Rotary Club Website Management
	2

	Membership Status Check and Line of Communication
	3

	Deployed Members Contact and Assistance
	4

	Mobilizing Volunteers
	5

	[others as determined by each club]
	6


Additionally, Annex A provides an Emergency Actions Checklist to guide club officials in standing up club operations after a disaster strikes, and Appendix A provides the club’s Communications Plan to establish and maintain essential communications between members and with external agencies and officials that would be useful in a disaster.  Individual Annexes provide the detailed checklists for establishing and maintaining each essential function. 
The intent of this plan is to capture the critical information in one location that will enable the [Rotary club name] to assume its disaster operations efficiently and effectively.  It is essential that the planning is thorough enough to provide the necessary information for those operations, in as user-friendly a manner as possible.  The more effort put into planning, the less uncertainty and stress there will be should this plan become necessary.  At the same time, flexibility in operations is almost always just as essential, as disasters seldom go according to plan.  Eliminate single points of failure, keep it as simple as possible, and always keep Murphy’s Laws in mind.

1  [Rotary club name] Emergency Operations Mission Statement
1.1 Disaster Readiness
(sample statement) The [Rotary club name] will ensure its membership is aware of the many readiness information sites and programs that are available to help individuals, families, businesses, and community residents prepare for disasters, and prepare it s members for safe operations when they go abroad.  The [Rotary club name] will also maintain a central contact point that will assist in helping membership, keeping them informed, and coordinating assistance in members’ behalf, to include those deployed abroad that may be in a disaster zone.  
(Mention any outreach and community readiness assistance programs here, such as helping the elderly or handicapped, schools, etc., to make prudent preparations).
1.2 Disaster Response
(Sample statement) The [Rotary club name] will serve as a preparation and coordination center for its membership to organize and provide disaster assistance to emergency management authorities that includes both skilled and unskilled volunteers, as well as facilities and equipment, that could significantly assist in secondary disaster response operations.
1.3 Disaster Relief 
The [Rotary club name] will establish contact with its membership and provide assistance as necessary to protect them, their families and possessions, should a disaster strike.  The [Rotary club name] will also serve as a preparation and coordination center for its membership to organize and provide disaster relief initiatives, such as targeted donations and other contributions, working in partnership with official agencies to organize and provide the most beneficial contributions for disaster response and recovery efforts. 

 (The key distinction here is organizing contributions, such as money donations or tangible goods that are requested by response authorities)
1.4 Disaster Recovery
(Sample statement)  The [Rotary club name] will serve as a preparation and coordination center for its membership to organize and provide disaster assistance to emergency management authorities, that includes both skilled and unskilled volunteers, facilities and equipment that could significantly assist in community recovery efforts, once the disaster has stabilized and recovery begins.  
(This would include assisting organizations such as schools and hospitals to recover, as well as member and area businesses)
2 Essential Functions
The following were designated essential functions in order to support Rotary disaster-related operations, as identified in the Emergency Operations Mission Statement.  To conduct those operations during or immediately following a disaster, these essential functions must be maintained or restored.
2.1 Rotary Club Key Officials Conferencing

Each club should set up a teleconferencing method so that club officials can contact each other, discuss the situation and determine plans of action.  If a physical meeting place is available and accessible, it can be used for these meetings, and a primary and secondary location should be predetermined.  If these are not available or transportation conditions preclude using them, then a teleconferencing method should be pre-established, to allow all key officials to determine status and course of actions.

Recovery Time Objective—1 day
Generally, the first action that should be taken by club officials is to contact each other and set up a teleconference to determine whether to activate a membership status check and other emergency actions.  At that point, further telephonic or onsite meetings should be arranged to keep abreast of developments and to proactively respond to conditions. 
Recovery Service Level—All key members or their alternates contacted and available for conferencing
2.1.1 Minimum Required Resources

The following minimum listing of people, facilities and equipment will be necessary for this essential function.

Table 2 – Key Officials Conferencing Required Resources
	Human Resources
	Quantity
	

	Club Officials
	All key officials or alternates

	
	

	Other Resources
	Quantity

	Facilities
	

	Primary:  President’s residence

Secondary:  [TBD]
	  

	Equipment
	

	Cell phones/smart phones
	 

	Satellite phones
	 

	Printer
	 

	Fax
	

	Records
	

	Emergency Operations Plan
	

	Membership roster with contact information
	

	Paper files
	

	Information Systems
	

	Laptops or PCs
	

	Applications:  Finance software
	

	Databases:  Membership information; financial database
	1 ea

	Network access
	 


2.2 Rotary Club Website Management
The first point of member contact regarding the status of the Rotary club and its emergency actions should be the club website.  The website will be used to convey status reports, allow messages to be broadcast to membership, and allow membership to request information and assistance.  It is the single most effective method for mass communication to membership anywhere in the world with Internet access.
Recovery Time Objective—1 day
As Internet connectivity can be established from any location with a network access point, this should not be difficult to accomplish, assuming that the person accessing the web management program has the web management application and website permissions.
Recovery Service Level—Ability to update website with messages real-time from any location  

Access and permissions should be available for all key personnel to post on the website, according to their roles and responsibilities, from any location that they can access the Internet.
2.2.1 Minimum Required Resources

The following minimum listing of people, facilities and equipment will be necessary for this essential function.

Table 3 – Website Management Required Resources
	Human Resources
	Quantity
	

	Website Administrator
	1

	
	

	Other Resources
	Quantity

	Facilities
	

	None
	  

	Equipment
	

	Cell phones/smart phones
	1

	Records
	

	Emergency Operations Plan
	

	Membership roster with contact information
	

	Information Systems
	

	Laptops or PCs
	1

	Applications:  Website management application
	

	Databases:  Membership information
	1 ea

	Network access
	 


2.3 Membership Status Check and Line of Communication 
This function should be basic to each Rotary club.  It serves to (1) determine the status of each member and whether they need assistance from the club and its members; (2) whether those members would be able to offer assistance as volunteers to help other club members, the emergency management agency, or the community; and (3) maintain a direct line of contact that each member can use as necessary during and immediately after the disaster.  It can be accomplished simply by using existing landline and cell phones, in combination with a calling tree, e-mail, and other basic IT systems, or it can be as sophisticated as using an emergency notification system, Facebook, Twitter, and other technologies set up specifically for this purpose.  Implementing procedures for membership to contact the Rotary club 24/7, if they find themselves in an emergency situation, is also extremely helpful.

Recovery Time Objective—1 day
The basic status check should be conducted as soon as the emergency phase of the disaster has passed, and the situation is stable enough to start calling and e-mailing membership.  
Recovery Service Level—All members contacted
If membership is aware that the club will be attempting contact of its membership and the club has current e-mail and phone information, contacting all membership is a realistic goal.
2.3.1 Minimum Required Resources

The following minimum listing of people, facilities and equipment will be necessary for this essential function.

Table 4 – Membership Status Check and Line of Communications Required Resources
	Human Resources
	Quantity
	

	Club Officials
	All key officials or alternates in the notification process

	
	

	Other Resources
	Quantity

	Facilities
	

	None
	  

	Equipment
	

	Cell phones/smart phones
	 As required

	Records
	

	Emergency Operations Plan
	

	Membership roster with contact information
	

	Paper files
	

	Information Systems
	

	Laptops and PCs
	

	Applications:  N/A
	

	Databases:  Membership roster
	1 for each official

	Network access for e-mail
	 


2.4 Deployed Members Contact and Assistance
This function should be basic to each Rotary club whose members conduct Rotary projects outside the [Rotary club name] area.  It serves to (1) determine the status of each member and whether they need assistance from the club and its members, should they be in an area in the US or abroad that is affected by emergency or disaster conditions; (2) whether those members require assistance with recovery or personal affairs; and (3) assist those members by making appropriate recovery arrangements and other services.  It can be accomplished by using cell phone or satellite phone contact, e-mail, and other electronic communications methods, and should have appropriate embassy, travel agency, and other support agency contact information available, as well as contingency funds.  Implementing procedures for deployed personnel to contact the Rotary club 24/7, if they find themselves in an emergency situation, is also extremely helpful.
Recovery Time Objective—1 day
The basic status check should be conducted as soon as an incident is recognized that could affect those in the area of the incident.
Recovery Service Level—All affected members contacted and assisted until they are recovered or the incident satisfactorily resolves 
2.4.1 Minimum Required Resources

The following minimum listing of people, facilities and equipment will be necessary for this essential function.

Table 5 – Membership Status Check and Line of Communications Required Resources
	Human Resources
	Quantity
	

	Club Officials
	Key officials with communications access

	
	

	Other Resources
	Quantity

	Facilities
	

	None
	  

	Equipment
	

	Cell phones/smart phones (global capability)
	Deployed with members

	Satellite phones
	Deployed with members 

	Records
	

	Emergency Operations Plan
	

	Deployed personnel contact information
	

	Deployed personnel family notification information
	

	Information Systems
	

	Laptops and PCs
	

	Applications:  N/A
	

	Databases:  Membership roster; deployed personnel roster
	

	Network access for e-mail
	 


2.5 Mobilizing Volunteers
This function should be basic to each Rotary club whose members are willing to act as skilled or unskilled volunteers for disaster response and recovery services locally, or in other affected regions.  It serves to (1) determine the requirement for skilled and unskilled volunteers, facilities and equipment, to assist in local or remote disaster response and recovery operations; (2) determine which members in the club are appropriate for those requests for assistance, (3) notify those members of the requirement, and (4) coordinate how, where, and with what provisions those members should report to provide their services.  Preferably, the need for and availability of members with specific skills or resources should be coordinated in advance with the local emergency management office or Rotary District, and then these members can be requested based upon the need for those skills and resources.  A member database of unskilled volunteers can also provide very useful assistance to response and recovery authorities during a local disaster.
Recovery Time Objective—2 days or as appropriate
The Club should be able to be contacted by their local emergency management agency, VOAD (Volunteer Organizations Active in Disasters), or other emergency operations contact point, should a disaster occur that requires those skills or resources.
Recovery Service Level—All volunteers contacted or messages left for their action. 
2.5.1 Minimum Required Resources

The following minimum listing of people, facilities and equipment will be necessary for this essential function.

Table 6 – Membership Status Check and Line of Communications Required Resources
	Human Resources
	Quantity
	

	Club Officials
	Key officials with communications access

	
	

	Other Resources
	Quantity

	Facilities
	

	None
	  

	Equipment
	

	Cell phones/smart phones
	 As required

	Satellite phones
	

	Records
	

	Emergency Operations Plan
	

	Volunteer membership contact information
	

	Official agency contact information
	

	Information Systems
	

	Laptops and PCs
	

	Applications:  N/A
	

	Databases:  Membership roster 
	

	Network access for e-mail
	 


3 Critical Resources

The following tables summarize critical resources for the [Rotary club name], based on its defined essential business functions as listed above.
3.1 Essential Functions
Table 7 – Essential Business Functions
	Process
	RTO
	RSL

	Key Officials Conferencing
	1 day
	All key officials in communication

	Club Website Management
	1 day
	Website updated and maintained 

	Membership Status Check
	1 day
	All members contacted or accounted for

	Deployed Members Contact and Assistance
	1 day
	All affected deployed members contacted and assisted as necessary

	Mobilizing Volunteers
	2 days
	All requested volunteers notified


3.2 Critical Facilities
Table 8 – Critical Facilities
	Facilities
	Overall Organizational Significance

	
	Purpose
	Criticality
	Notes

	Primary officials meeting location
	Decision making
	low
	


3.3 Critical Information Technologies (IT)
This table summarizes the IT requirements that are critical to maintaining the essential functions.  Applications and databases should be backed up and available from different locations, so that the loss of their primary location will not prevent them from being available.
Table 9 – Critical Information Services
	Technology Infrastructure and Applications
	Overall Organizational Significance

	
	Purpose
	Criticality
	Notes

	Network Access
	Connect to Internet for situational updates, website announcements, etc
	1
	

	Accounting Application 
	Accounting and finance, purchases
	2
	(useful to mention where this application and its data are backed up)

	Website Management Application
	Maintain club website and use it as a messaging center
	3
	

	Standalone Databases and Spreadsheets
	Reliance on non-hosted  databases (Excel, etc)
	-
	

	Third Party Applications, Online Services and Interdependent Organizational Communications
	Reliance on third party applications at financial institutions, etc.  
	-
	


3.4 [Rotary club name] Management Succession
This succession listing should be used if a club official is unable to be contacted, or to participate in emergency operations.  It is repeated in the Communications Plan at Appendix A for convenience and will need to be kept current with new elections and other changes in club officials.
Table 10 –Management Succession
	Management Position
	Succession 

	
	Current
	First Delegate
	Second Delegate

	Club President
	[name]
	[name]
	[name]

	Treasurer
	[name]
	[name]
	[name]

	Secretary
	[name]
	[name]
	[name]

	Disaster Officer
	[name]
	[name]
	[name]

	Club Administration
	[name]
	[name]
	[name]

	Public Relations
	[name]
	[name]
	[name]

	Webmaster
	[name]
	[name]
	[name]


4 Risk Analysis
Risk analysis identifies the highest priority risks to the Club, its members and their businesses, and the community, in order to focus the Club’s resources to best address the greatest risk areas.  To conduct a basic risk analysis, first the significant threats the club and its community area face are determined (Table 11).  Then, the threat-specific vulnerabilities of critical facilities and other assets of importance to the club during disasters are estimated, as well as the impact to the asset if the threat occurs (Table 12).  Finally, the Risk Matrix in Figure 1 is used to rate each risk situation so that the Club can plan how best to mitigate or eliminate that risk (Table 13).  The risk analysis is simply a tool to determine those threats the Club should address, and then focus planning on putting in place prudent measures to mitigate or eliminate those risks.
4.1 Threats and Vulnerabilities
Table 11 shows credible threats and their qualitative likelihood of occurrence.
One of the best sources for identifying all-hazards threats in the general area is the local or regional Emergency Response Plan maintained by the municipal or regional emergency management office.  
Table 11 –Vulnerability Assessment
	Hazard
	Likelihood

	(Significant natural disasters such as hurricanes, tornadoes, floods, as well as man-made disasters such as hazardous materials spills from rail cars or trucks.  Terrorist attack or cyber attack should also be considered, especially in high-value cities) Most or all of these can be obtained from the local emergency operations plan.  Some common ones are listed below.
	High/medium/low

	Severe Winter Weather
	

	Flood – Riverine
	

	Flood – Flash
	

	Flood – Dam Failure
	

	Earthquake
	

	Wildfire
	

	Landslide
	

	Straight-Line Wind
	

	Drought
	


The next assessment (Table 12) is useful for estimating likelihood and impact.  It should be noted that the likelihood for threats such as a tornado damaging a specific facility is lower than the likelihood of a tornado occurring somewhere in the general area.  Threats can be to the community, to the Club, to member businesses, members abroad, or to whatever constituency group the Club wants to protect, as indicated by its mission statement.
Table 12 – Asset Vulnerability and Impact Based on Threat
	
	Threat
	Threat Likelihood
	Resource Vulnerability
	Loss Impact

	[Facility or other key asset]
	[type of threat, such as hurricane]
	[High, medium, or low]
	[High, medium, or low]
	[high, medium, or low]

	Local homes
	
	
	
	

	Local businesses
	
	
	
	

	Local schools
	
	
	
	

	Local hospitals
	
	
	
	

	Special needs facilities
	
	
	
	

	Club databases

(members, finances)
	Cyber attack or computer failure
	
	
	

	Members abroad
	Natural disaster
	
	
	

	Members abroad
	Political instability
	
	
	

	Members abroad
	Health and safety
	
	
	


4.2 Risk
Risk is the qualitative assessment of likelihood of a threat occurring and the impact it could have, should it occur, as illustrated in Figure 1 below.  The intent of this basic risk determination is to provide a prioritized listing of risks that should be addressed in the [Rotary club name] risk management process (Table 13).
Figure 1 - Risk Rating Matrix  
 SHAPE  \* MERGEFORMAT 



Table 13 – Risk Management Measures
	Resource
	Risk
	Risk Rating
	Comments
	Recommendations

	Personnel
	Hurricane
	HIGH
	Individuals, families, businesses, and community likely to be affected
	Recommend course of action to mitigate the threat (Assist community with preparations, assist businesses with BC and DR plans, etc)

	
	
	MEDIUM
	
	

	
	
	LOW
	
	


5 Communications Planning

Overview

Proper internal and external communications are critical to successful response and recovery from a disaster.  It is important that the club maintain specific communication plan in order to: 
· Ensure timely and accurate information for decision making.

· Effectively resolve issues affecting the club and its members.

· Maintaining efficient exchange of information between the club and its membership.
· Ensure effective coordination of response and recovery services offered by the club.
· Ensuring the ability to conduct its planned disaster response and recovery operations.
· Work with the media for favorable coverage.
Internal Communications

Effective and dependable internal communications are the foundation for successful readiness, response, and recovery.  Methods of internal communications will vary depending on the type of event and whether normal systems and communications channels have been affected.  Potential communications avenues will include:

· Normal landline and VoIP phones

· Cell phones and smart phones (both voice and text)

· E-mail announcements

· Voice mail announcements

· Club website announcements
· Facebook and Twitter
External Communications

A current listing of emergency response official contact points, important vendors that support essential functions technologies, media contacts, and other agencies is very useful during disaster response and recovery.  This listing should include alternate modes of communications such as work phones, cell phones, and e-mail as a minimum.
Public Communications (Media)

There are times when it will be useful to contact the media to make public announcements that can assist in club efforts, or highlight the activities the Club is providing for disaster response and recovery efforts.  Any conversations or announcements to the media should be carefully considered and crafted by a media expert, whenever one is available.
Communications Plan
The Communications Plan found at Appendix A is the heart of emergency operations.  It should capture the necessary information for internal and external communications, and must be kept up-to-date to be fully effective.  
6 Glossary
6.1 Business Continuity Plan 

A plan that identifies an organization’s essential functions for which exceptional actions must be arranged and taken if disrupted during an emergency or disaster, as well as the steps that should be taken to recover operations.  The plan should include the identification of critical resources that will be necessary, recovery time objectives and recovery service levels for the essential functions, and an emergency operations management structure that allows the organization to function effectively when normal business operations are not possible.
6.2 Crisis

A critical event, which, if not handled in an appropriate manner, may dramatically impact an organization’s profitability, reputation, or ability to operate. Or, an occurrence and/or perception that threatens the operations, staff, shareholder value, stakeholders, brand, reputation, trust and/or strategic business goals of an organization.

6.3 Disaster

A sudden, unplanned catastrophic event, causing unacceptable damage or loss.  An event that compromises an organization’s ability to provide critical functions, processes, or services for some unacceptable period of time; an event where an organization’s management invokes their recovery plans.

6.4 Disaster Recovery Plan

The document that defines the resources, actions, tasks and data required to manage the technology recovery effort. This is a companion piece to the business continuity plan.
6.5 Emergency

An unexpected or impending situation that may cause injury, loss of life, destruction of property, or cause the interference, loss, or disruption of an organization’s normal business operations to such an extent that it poses a threat.

6.6 Emergency Management Agency (EMA)
The local, regional, or state agency responsible for conducting the emergency management functions of preparation, response, recovery, and mitigation for all-hazards disasters.  These agencies may be part of a consolidated Emergency Management and Homeland Security organizational structure, dependent upon the jurisdiction.  Each EMA will normally run an Emergency Operations Center (EOC) during times of response and recovery to organize and support emergency actions in the jurisdiction’s area.
6.7 Emergency Support Function (ESF)
A commonly used designation in EMA Emergency Operations Centers to represent the resources and expertise available for addressing functional capabilities for response and recovery efforts led by the EMA.  ESFs are often set up to work issues in transportation, energy, public health, and other functional areas.
6.8 Essential Functions
Those club processes that, if disrupted by an emergency event, must be recovered to prevent unacceptable loss of services.
6.9 Recovery Service Level (RSL)

The level of service necessary to be recovered to provide acceptable performance under disaster conditions.

6.10 Recovery Time Objective (RTO)

The amount of time allowed for recovering essential functions, after which unacceptable loss of services will result if not recovered.

6.11 Risk Analysis

A process of identifying the risks to the Club, assessing the essential functions necessary for the Club to provide emergency operations, and defining the controls in place to reduce Club exposure. Risk analysis often involves an evaluation of the probabilities of a particular event.
6.12 Risk Management
A process of determining the most important risks to address, and determine the best solutions to eliminate, mitigate, transfer, or accept the risk, so as to most effectively assign limited resources to reducing risk. 

6.13 VOAD
Voluntary Organizations Active in Disasters.  Normally each State will have a chapter of the National Voluntary Organizations Active in Disasters (NVOAD) that works closely with state and local authorities to provide disaster relief services such as sheltering, providing food, and offering recovery services.  The local, regional, or state emergency management agency will be able to provide contact information for any VOAD within that state.
Appendix A:  Communications Plan
For each situation, a primary and backup means of communication should be established, based on functioning communications modes and communications requirements.
	CLUB OFFICIALS

	Name
	Position
	E-mail
	Home Phone

Work Phone

Cell Phone
	Contact Date/Time

	
	President
	
	
	

	
	President Elect
	
	
	

	
	Secretary
	
	
	

	
	Treasurer
	
	
	

	
	Disaster Officer
	
	
	

	
	Club Administration
	
	
	

	
	Public Relations
	
	
	

	
	Webmaster
	
	
	


[Rotary club name] Management Succession
	Management Position
	Succession 

	
	Current
	First Delegate
	Second Delegate

	Club President
	[name]
	[name]
	[name]

	Treasurer
	[name]
	[name]
	[name]

	Disaster Officer
	[name]
	[name]
	[name]

	[others as required]
	[name]
	[name]
	[name]


	EXTERNAL AGENCIES

	Agency
	Position
	E-mail
	Work Phone


	Contact Date/Time

	Rotary District [#]
	Governor
	
	
	

	Emergency Management Agency 
	Director, Plans, and/or Operations
	
	
	

	VOAD
	Point of contact
	
	
	

	Police
	
	
	
	

	Fire
	
	
	
	

	EMS
	
	
	
	

	(others dependent upon Club essential functions and volunteer efforts)
	
	
	
	


	MEDIA

	Agency
	Contact Name
	E-mail
	Work Phone


	Contact Date/Time

	Channel [#]
	
	
	
	

	Channel [#] 
	
	
	
	

	Channel [#]
	
	
	
	

	Radio Station {ID}
	
	
	
	

	Radio Station [ID]
	
	
	
	

	Newspaper
	
	
	
	

	
	
	
	
	


Appendix B:  Important Websites 

	LOCAL / REGIONAL / STATE

	Agency
	URL
	Comments


	EMA
	
	

	VOAD
	
	

	Red Cross
	
	

	Weather
	
	

	Road Conditions
	
	

	Rotary District
	
	

	Other Clubs
	
	


	NATIONAL / INTERNATIONAL

	Agency
	URL
	Comments


	Dept of State
	http://www.state.gov/travelandbusiness 
	

	CDC
	http://www.cdc.gov/travel 
	

	CNN
	http://www.cnn.com
	

	
	
	

	
	
	

	
	
	

	
	
	


Appendix C:  Disaster Response and Relief Volunteers 

	Skilled Volunteers

	Reporting Agency
	Name
	Skill


	Comments

	Local or State EMA
	
	(Pediatric surgeon, heavy equipment operator, engineer, etc)
	Will only volunteer for local response and recovery

	VOAD
	
	
	

	District Rotary (Intermediary)
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Unskilled Volunteers

	Name
	Comments

	
	Will only volunteer for local response and recovery

	
	Would like to work with pet evacuation

	
	Will require transportation

	
	Allergic to dogs

	
	

	
	

	
	


Annex A:  Initial Actions Checklist

	#
	Guideline Description
	Responsible Party
	Action or Information
	Date/Time

	
	Procedure Documentation

Use this section as the basis for initiating, determining and documenting the procedures accomplished during EOP execution.  Each step in these checklists should be addressed and can be: 

1. Accomplished

2. Put on hold for later consideration

3. Bypassed or discarded as unnecessary

depending on the conditions at hand.
	
	
	

	
	Ad-hoc Procedures

Use the Ad-hoc procedures, located at the end of this Plan section, to document additional procedures performed during the recovery effort that fell outside of these checklist steps.
	
	
	

	
	Lessons Learned

After each actual activation of the BCP, it’s useful to conduct a “hot wash” debriefing of what worked, what didn’t work, and suggestions for improvement, preferably before involved personnel are dispersed and while events are still fresh in their minds.  
	
	
	

	
	Current Emergency (No-Notice)
	
	
	

	
	Notification may come from various sources, including:

· Club membership

· Emergency organizations

· Police or Fire responders

· Rotary District
	
	
	

	1
	Record source, date and time of disaster notification.
	Recipient
	
	

	2
	Contact key Rotary club officials
	Recipient
	
	

	3
	Verify the emergency event, if time permits.
	Club Officials
	
	

	4
	Collect actionable information

1. Specific nature and scope of emergency 

2. Status of club membership, equipment and facilities

3. Other information as appropriate
	Club Officials
	
	

	5
	Convene a key officials conference (refer to Annex B)
	Club Officials
	
	

	6
	Determine appropriate course of action, referring to applicable Annexes
	Club Officials
	
	

	7
	Update club website with pertinent status and other information (see Annex C)
	Website manager 
	
	

	8
	Notify District if appropriate
	Club Officials
	
	

	9
	Periodically reassess the situation
	Club Officials
	
	

	
	Impending Emergency (Advance Warning)
	
	
	

	
	Advance warning of a threatening situation can occur when severe weather storms are forecast, river levels are rising to approach flood levels, threat conditions are elevated, and so on.  Advanced warning provides the ability to take a proactive posture to prepare for and mitigate the threat impact.
	
	
	

	1
	Convene a key officials conference (refer to Annex B)
	Club Officials
	
	

	2
	Review applicable Annexes
	Club Officials
	
	

	3
	Determine appropriate preparatory postures for the club and membership
	Club Officials
	
	

	4
	Continue to monitor the situation
	Club Officials
	
	

	
	Ad-hoc Procedures
	
	
	

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	


Annex B:  Key Officials Conferencing Checklist
	#
	Guideline Description
	Responsible Party
	Action or Information
	Date/Time

	
	Procedure Documentation

Use this section as the basis for initiating, determining and documenting the procedures accomplished during EOP execution.  Each step in these checklists should be addressed and can be: 

4. Accomplished

5. Put on hold for later consideration

6. Bypassed or discarded as unnecessary,
depending on the conditions at hand.
	
	
	

	
	Ad-hoc Procedures

Use the Ad-hoc procedures, located at the end of this Plan section, to document additional procedures performed during the recovery effort that fell outside of these checklist steps.
	
	
	

	
	Lessons Learned

After each actual activation of the BCP, it’s useful to conduct a “hot wash” debriefing of what worked, what didn’t work, and suggestions for improvement, preferably before involved personnel are dispersed and while events are still fresh in their minds.  
	
	
	

	
	Conferencing Checklist
	
	
	

	1
	Establish contact with key officials, using Appendix A Communications Plan and EOP Management Succession list, if primary officers cannot be reached
	Initiating Official
	
	

	2
	Determine condition of meeting location and transportation routes, as well as electronic communications modes
	Club Officials
	
	

	3
	Determine best method of conferencing, based on the existing conditions and conferencing requirements
	Club President
	
	

	4
	Maintain a record of meeting minutes to include courses of action decided.  Refer to appropriate Annexes for execution of those actions
	Club Officials
	
	

	
	Ad-hoc Procedures
	
	
	

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5 
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	

	8
	
	
	
	

	9 
	
	
	
	

	
	
	
	
	


Annex C:  Club Website Maintenance
	#
	Guideline Description
	Responsible Party
	Action or Information
	Date/Time

	
	Procedure Documentation

Use this section as the basis for initiating, determining and documenting the procedures accomplished during EOP execution.  Each step in these checklists should be addressed and can be: 

7. Accomplished

8. Put on hold for later consideration

9. Bypassed or discarded as unnecessary,
depending on the conditions at hand.
	
	
	

	
	Ad-hoc Procedures

Use the Ad-hoc procedures, located at the end of this Plan section, to document additional procedures performed during the recovery effort that fell outside of these checklist steps.
	
	
	

	
	Lessons Learned

After each actual activation of the BCP, it’s useful to conduct a “hot wash” debriefing of what worked, what didn’t work, and suggestions for improvement, preferably before involved personnel are dispersed and while events are still fresh in their minds.  
	
	
	

	
	Website Maintenance Checklist
	
	
	

	1
	Contact the website manager or alternate
	Initiating Official
	
	

	2
	Determine appropriate status updates and announcements to post on the website
	Club Officials
	
	

	3
	Provide the website manager the updates and announcements via e-mail if available
	Club Officials
	
	

	4
	Post announcements on the website using Internet access and website management software
	Website manager
	
	

	5 
	Confirm website availability and updated status through independent access
	Website Manager
	
	

	6
	Determine periodicity of status reporting and forward status reports and other announcements to website manager.  Post planned update times on the website.
	Club Officials and Website Manager
	
	

	7
	Periodically check website availability and currency
	Website Manager
	
	

	
	Ad-hoc Procedures
	
	
	

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5 
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	

	8
	
	
	
	

	9 
	
	
	
	


Annex D:  Membership Status Check and Line of Communication
	#
	Guideline Description
	Responsible Party
	Action or Information
	Date/Time

	
	Procedure Documentation

Use this section as the basis for initiating, determining and documenting the procedures accomplished during EOP execution.  Each step in these checklists should be addressed and can be: 

10. Accomplished

11. Put on hold for later consideration

12. Bypassed or discarded as unnecessary,
depending on the conditions at hand.
	
	
	

	
	Ad-hoc Procedures

Use the Ad-hoc procedures, located at the end of this Plan section, to document additional procedures performed during the recovery effort that fell outside of these checklist steps.
	
	
	

	
	Lessons Learned

After each actual activation of the BCP, it’s useful to conduct a “hot wash” debriefing of what worked, what didn’t work, and suggestions for improvement, preferably before involved personnel are dispersed and while events are still fresh in their minds.  
	
	
	

	
	Membership Status and Line of Communications Checklist
	
	
	

	1
	Initiate member contact procedure in Appendix A, Communications Plan
	Initiating Official
	
	

	2
	Use a call log to note all positive or negative contacts made, update contact information and inform members of website announcements as well as primary phone numbers and e-mail addresses to use to contact the club
	Club Officials
	
	

	3
	Use receipt and read notification features if e-mail is used; request confirmation of receipt with current and alternate e-mail information
	Club Officials
	
	

	4
	If positive contact is not made, leave a message, annotate the call log and try again periodically
	Club Officials
	
	

	
	Ad-hoc Procedures
	
	
	

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5 
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	

	8
	
	
	
	

	9 
	
	
	
	


Annex E:  Deployed Members Contact and Assistance

	#
	Guideline Description
	Responsible Party
	Action or Information
	Date/Time

	
	Procedure Documentation

Use this section as the basis for initiating, determining and documenting the procedures accomplished during EOP execution.  Each step in these checklists should be addressed and can be: 

13. Accomplished

14. Put on hold for later consideration

15. Bypassed or discarded as unnecessary,
depending on the conditions at hand.
	
	
	

	
	Ad-hoc Procedures

Use the Ad-hoc procedures, located at the end of this Plan section, to document additional procedures performed during the recovery effort that fell outside of these checklist steps.
	
	
	

	
	Lessons Learned

After each actual activation of the BCP, it’s useful to conduct a “hot wash” debriefing of what worked, what didn’t work, and suggestions for improvement, preferably before involved personnel are dispersed and while events are still fresh in their minds.  
	
	
	

	
	Deployed Members Contact and Assistance Checklist
	
	
	

	1
	Determine conditions at deployed location (Department of State website can provide useful situation reports for overseas locations)
	Disaster Officer
	
	

	2
	Determine which members are currently in the disaster zone or otherwise at risk
	Disaster Officer
	
	

	3
	Attempt contact with each deployed member to determine their status
	Disaster Officer
	
	

	4
	Record time of contact, location, any additional contact information (hotel phone number, etc)
	Disaster Officer
	
	

	5
	Determine from members what assistance is necessary from Rotary Club, to include arranging transportation, contacting the embassy, notifying family, etc.
	Disaster Officer
	
	

	6
	If the situation warrants, notify Club Officials
	Disaster Officer
	
	

	7
	Maintain periodic contact until situation is resolved
	Disaster Officer
	
	

	8
	Debrief members to determine Lessons Learned
	Disaster Officer
	
	

	
	Ad-hoc Procedures
	
	
	

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5 
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	

	8
	
	
	
	

	9 
	
	
	
	


Annex F:  Mobilizing Volunteers
	#
	Guideline Description
	Responsible Party
	Action or Information
	Date/Time

	
	Procedure Documentation

Use this section as the basis for initiating, determining and documenting the procedures accomplished during EOP execution.  Each step in these checklists should be addressed and can be: 

16. Accomplished

17. Put on hold for later consideration

18. Bypassed or discarded as unnecessary,
depending on the conditions at hand.


	
	
	

	
	Ad-hoc Procedures

Use the Ad-hoc procedures, located at the end of this Plan section, to document additional procedures performed during the recovery effort that fell outside of these checklist steps.
	
	
	

	
	Lessons Learned

After each actual activation of the BCP, it’s useful to conduct a “hot wash” debriefing of what worked, what didn’t work, and suggestions for improvement, preferably before involved personnel are dispersed and while events are still fresh in their minds.  
	
	
	

	
	Mobilizing Volunteers Checklist
	
	
	

	1
	Determine the nature of the situation and/or request
	Disaster Officer
	
	

	2
	Determine initial deployment information from requesting agency
	Disaster Officer
	
	

	3
	Contact appropriate club members to inform of the request
	Disaster Officer
	
	

	4
	Provide club members with information about the deployment and the agency contact point to work directly with that agency
	Disaster Officer
	
	

	5
	Determine if deploying members would like any family support or other personal support from the Rotary Club during their absence
	Disaster Officer
	
	

	6
	Track the status of all deployed members and maintain contact information
	Disaster Officer
	
	

	7
	Debrief deployed members after their return 
	Disaster Officer

Public Relations Officer
	
	

	8
	Incorporate Lessons Learned into future deployment procedures
	Disaster Officer
	
	

	9
	Consider a media announcement about the deployment and services provided
	Public Relations Officer
	
	

	
	Ad-hoc Procedures
	
	
	

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5 
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	

	8
	
	
	
	

	9 
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