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Crisis Response Plan

INTRODUCTION
It has been determined that our state is most vulnerable to disasters resulting from winter storms, high winds, flooding, and/or hazardous materials events.  In New Mexico, we have a variety of organizations and businesses that manufacture, transport, use and store a wide array of hazardous materials.

This disaster plan had been developed to assure that the United Way of Central New Mexico will be ready to address its own needs in the face of a disaster, restore its functions, respond to community needs and be a key player in the recovery and rebuilding process.  Staff is encouraged to give feedback and suggestions to improve and refine this plan.  Furthermore, each staff member must participate in the Disaster Plan to assure its success.  It is strongly suggested that each United Way of Central New Mexico staff person develop a personal disaster plan for his or her own home and family and integrate that plan with the United Way of Central New Mexico’s plan.

It is vital that all staff members understand their additional responsibilities, make preparations to perform their roles and acquaint themselves with the other individuals or entities with whom they will be called upon to interact.  If you have any questions related to the Disaster Plan please do not hesitate to ask.

What is an Emergency?

An emergency is any unplanned event that can cause death or significant injuries to employees, customers or the public, or that can shut down your business, disrupt operations, cause physical or environmental damage, or threaten the facility’s financial standing or public image.  Obviously, numerous events can be “emergencies,” including:

1. Fire

2. Hazardous materials incident

3. Flood or flash flood

4. Tornado

5. Winter storm

6. Earthquake

7. Communications failure

8. Radioactive accident

9. Civil  disturbance

10. Loss of key supplier or customer

11. Explosion

Each event must be addressed within the context of the impact it has on the organization and the community.

Statistics
Listed below are the percentages that will show you how significantly businesses can be interrupted or shut down because of one crisis or another
1. 72% Due to power outages
2. 52% Due to computer hardware problems
3. 46% Due to telecommunications failure
4. 43% Due to software problems

5. 34% Due to human error
6. 17% Due to floods
7. 14% Due to fires and/or explosions
8. 12% Due to hurricanes

Phase 1: Preparation
Listed are the components of the response the United Way will make in the unlikely event of a disaster.  The Chair of the Board will be contacted for approval to proceed.

1. An office supply kit is maintained for use on-site.  This supply kit is maintained by the Programs Specialist and kept in the exit corridors in a large sealed trash can.
This kit includes the following:

a) Flash lights

b) Blankets

c) Water purifying tablets/bottled water

d) Light sticks

e) Radio

f) Two way radios 

g) Spare batteries for flash lights, radio and hand held radios

h) Shovels

i) Work gloves

2. All fire extinguishers will be kept to code, inspected and recertified on a yearly basis by Presbyterian maintenance personnel.  The Program Specialist will train the staff on their proper usage and maintain proper documentation.

3. The Programs Specialist will conduct monthly inspections of the building to assure that the building stays within code, i.e., halls and exits kept clear, etc.  If items are found blocking any of the doorways or hallways it will not be the responsibility of the Program Specialist to move them.  All staff members will be responsible for keeping the above mentioned areas clear, no exceptions.

4. All staff members will receive a copy of the Crisis Response Plan including the following:
a) A copy of the office disaster plan
b) A staff contact list with addresses/phone #’s

c) A list of emergency resources/shelters/potential shelters/utility companies (Utilities should be turned off during a fire or other disaster to prevent further damage. This will be done by our local utility company).
5. Emergency escape routes have been designed and are posted throughout the building.
6. Fire bosses have been assigned throughout the building to assist the staff in exiting safely during an emergency situation.

a) Vice President & Chief Operating Officer
b) AFL CIO Labor Liaison
c) President & CEO
d) Programs Specialist
7. The Programs Specialist will meet with each new staff member to explain the escape routes and Crisis Response Plan as part of their orientation.  An acknowledgement will be added to each new hire orientation packet which will be signed and placed in their personnel file.

8. An updated medical card will be kept on file for each staff member.  All staff members are asked to keep these cards up to date with the organization on a quarterly basis.

9. A yearly staff meeting will be held to discuss any changes in the Office/Community Crisis Response Plan.  This is to ensure that all staff members are kept up-to-date and understand his/her roles.

10. The Finance Dept. will assure that a copy of crucial financial information is kept in a fire proof safe outside of the United Way office.  (This should also include a list of the financial institutions that we deal with on a continual basis and an IT status review schedule).

11. The Crisis Response Plan will be presented to the Board of Directors for approval.

12. We will hold random fire drills to assure that all staff members understand exactly what to do and where to go in the event of an emergency.

13. The AFL – CIO Liaison will obtain contracts from the local Unions for the use of one of their halls as a possible alternative work site in the event the United Way building is deemed unsafe to work out of.

14. The Senior Customer Service Specialist will maintain the employee list.  However, it will be the responsibility of each employee to maintain an updated version for their home.

15. The Programs Specialist, AFL-CIO Liaison and President & CEO will re-evaluate the disaster plan on a yearly basis.

Crisis Response Preparation Checklist
1.

Does each staff members have a copy of the Crisis Response Plan?
2.

Have all staff member been given adequate orientation/training? Do they    


understand their roles?
3.

Have all of the volunteers serving as backup staff been given adequate 

                         orientation?  Do they understand their roles?

4.

Have all necessary items for the office disaster supply kit been purchased?

Have arrangements been made to access the items we do not plan to buy?

5.

Do we have a library of disaster planning/recovery materials on hand to 



facilitate research in the event that an issue not covered in this disaster 



plan arises?

6.

Have all necessary forms been created and made a part of the crisis plan?

7.

Do we have a mechanism in place to quickly access the backup



tapes/essential files that we have stored in a secure location?

8.

Do we have a backup location to work out of the if United Way office is 



considered unsafe to work out of?

9.

Is the staff fire safety trained?

10.

Has the Board reviewed and approved the Crisis Response Plan?

11.

Has a copy of the plan been distributed to all United Ways in


New Mexico?

Phase 2:  The Event

As many as 40 percent of small businesses do not reopen after a major disaster like a flood, tornado or earthquake.  These shattered businesses were unprepared for a disaster; they had no plans or backup systems.

Contacting Staff Procedure

1. In the event of a crisis the following should occur:

a) The President & CEO will contact the Programs Specialist with information as to where the staff will meet and any other pertinent information.

b) The Senior Customer Service Specialist and assigned Donor Designation Specialist will assist the Programs Specialist with calling the rest of the staff.  Once all employees have been contacted. The President & CEO will be notified of the employee’s status.  If circumstances prohibit us from this procedure, please see step two.
2. The Vice President and Chief Operating Officer have designated one office extension as an emergency hot line.  Employees should dial 247-3671 Ext. 741, to receive information on meeting locations, and other pertinent information.

3. If the United Way building is considered unsafe, the staff will be directed to meet at an alternative site.  If we are unable to get to the office or alternative site, see step 4.

4. The Vice President and Chief Operating Officer or Technical Operations Specialist will program the phone system outside of the office so that all incoming calls can be forwarded to the alternative site.
5. If a sufficient number of staff is available the Programs Specialist, Sr. Customer Service Specialist and Donor Designation Specialist will proceed to call selected volunteers for assistance.







Crisis Response Event Check List
1.

Has the office been searched for possible hazards?

· Gas leaks

· Structure damage

· Water damage

2.

Have we contacted the staff/volunteers with instructions?

3.

Have the phones/computers been set up in the LE Room?

4.

Do we have enough phones set up to handle the volume of calls coming in?

5.

Have we contacted American Red Cross for shelters and food locations?



What can we help them with?

6.

Has a phone list been created for the public information team?

7.

Has the media been contacted with the designated phone # to our I & R line?

8.

Have we contacted our insurance company regarding damages if any?

Building Inspection Check List

1.

Outside structure has been inspected for cracks and breaks
2.

Windows have been inspected for cracks and breaks

3.

Stairs have been inspected for cracks and breaks
4.

Interior walls and ceiling have been inspected for cracks and breaks

5.

Gas lines have been checked for leaks (PNM should do this)
6.

Power is working and wiring is in tact
7.

Phones are operating correctly
8.

Plumbing system is not leaking
9.

We do have running water
10.

Security and fire alarms are all operating
11.

Computers are on line and functioning
Additional comments or findings:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
I ___________________________________, have inspected the United Way of Central 

New Mexico building, and to the best of my knowledge find said building to be 

safe/unsafe (circle one).
______________________________________   ________________________________

                               Name





Date

_________________________________________________________



Signature

Crisis Response Employee Calling List

	Name
	(H) Phone
	(C) Phone
	Home E-Mail
	Comments

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Crisis Response Agency Phone List
	All Emergencies
	911

	Sheriff
	(505) 798-7000

	Police
	(505) 242-2677

	New Mexico Emergency Ops. (state)
	(505) 476-9635 24 hr. Hotline

	County Emergency Ops. #’s
	

	Bernalillo – Don Scott
	(505) 761-4225

	Sandoval – Jess Lewis
	(505) 867-0245

	Torrance – Fire Marshall Bruce Dial
	(505) 384-2227

	Valencia – Wayne Gallegos
	(505) 861-2178

	Dept. of Health
	(800) 423-2925

	Dept of Human Relations (provides volunteers)
	(800) 423-2925

	General Services Dept.
	(505) 248-7318

	Dept. of Military Affairs KAFB
	(505) 846-0011

	American Red Cross
	(505) 265-8514

	Catholic Charities
	(505) 247-9521

	Salvation Army
	(505) 242-3112 / 761-9818

	United Blood Services
	(505) 843-6227

	St. Martins
	(505) 766-6876

	St. Vincent de Paul Society
	(505) 242-3434

	Roadrunner Food Bank
	(505) 247-2052


Utilities, Hospitals and Government Agencies

	University Hospital
	(505) 242-2111

	Presbyterian Hospital
	(505) 841-1234

	Sandia Healthcare
	(505) 727-8000

	Lovelace
	(505) 262-7251

	PNM
	(505) 241-3394

	Quest
	1-800-603-6000

	McCleod (Phone & internet provider)
	1-800-574-5400

	Weather
	(505) 243-0702

	Disease & Health Risk
	(888) 232-3228

	Disaster/Emergencies
	(303) 273-8500

	Hazardous Materials
	1-800-467-4922


Phase 3: Command Station


Deputy IC Management – VP & Chief Development Officer 
External

Reports to:

IC-President & CEO

Interacts with:
American Red Cross




Team 1 Community Resources




Team 2 Public Information




Team 3 Media

Function:
Oversees the above teams to assure that phone lists are being created and kept updated, we have an adequate number of people answering phones, and oversees press conferences and communications with American Red Cross to assure that there needs are being met.  Relay any changes or new information to the IC if needed.
Team 1 – External
Community Resources

Reports to:

Deputy IC (VP & Chief Development Officer)

Interacts with:
Local agencies




Team 2 (Public Information Assistance)




Team 3 (Media)

Function:
Gather information from local agencies for shelters, food and clothing and then create lists for the Public Information Assistance team and the Media team.  Also, assist the Public Information Assistance team with the phones if needed.

Staffed by:
Team Leader

AFL-CIO Community Service Liaison





211 Coordinator





Programs Specialist
Team 2- External

Public Information Assistance

Reports to:

Deputy IC (VP & Chief Development Officer)

Interacts with:
Team 1 (Community Resources)



Public

Function:
Provides up-to-date information to the public on shelter openings/closures, evacuation routes/sites, food and clothing sites.  As well as, where gifts in kind and cash donations can be sent and who is excepting volunteers.
Staffed by:

Team Leader

Sr. Customer Service Specialist

Director, Major Gifts and ADT







Major Gifts Development Officer







All Development – Officers







Sr. Campaign Officer







Manager, CFC







Admin. Asst. Major Gifts







Planned Giving & Women’s Initiative Officer







Admin. Asst. Donor Relations







Admin Asst. Community Development







Events Specialist

Team 3 - External

Media

Reports to:

Deputy IC (VP & Chief Development Officer)

Interacts with:
Local television/radio stations




Team 1 Community Resource

Function:
Assists the American Red Cross with press conferences and handles all United Way media issues.
Staffed by:

Team Leader

Chief Communications Officer







Communications Specialist







Administrative Asst. Donor Svc.

Deputy IC – VP & Chief Operating Officer

Internal (Infrastructure)
Reports to:

IC (President & CEO)

Interacts with:
Team 4 Building Security




Team 5 Finance




Federal Emergency Management

Function:
Inspects the building for damage.  Oversees the setting up of the phones and computers in the LE Room for the command post.  If there is a power outage or the power needs to be turned off, he will contact the utility companies (gas, electric, phone etc.).  Assists the Finance Dept. where needed.  Report any pertinent information to the IC.
Team 4 - Internal

Building, Security, Computers and Phone System

Reports to:

Deputy IC (VP & Chief Development Officer)

Function:
Set up phone system and computers in the LE room for a command post in a timely manner.  Back up files to the main server. Inspect the building for possible hazards (broken, windows, cracks in the structure etc.)  see check list.  Help with computer problems.
Staffed by:

Team Leader

Director of Information Technology






Technical Operations Assistant






Human Resources






Applications Specialist

Team 5 - Internal

Finance

Reports to:

Deputy IC (VP & Chief Development Officer)

Interacts with:
IC (President & CEO)

Function:
Assure that all vital information is copied and kept at an off site location for safe keeping.  Contact the insurance companies (if necessary).  Set up accounts for crisis relief cash and gift in kind donations as needed.  Create a spread sheet listing donor names and addresses for acknowledgement letters
Staffed by:

Team Leader

Chief Financial Officer







Accountants

CRISIS RESPONSE ORG. CHART









I ________________________________________, have read and received a copy of the United 
Way of Central New Mexico Crisis Response Plan.

_________________________________________

______________________________




Signature






Date


Name: ______________________________Middle Initial__________ Date: _____________
Gender   Male
Female

Date of Birth: ______ May we release your name to agencies that meet your interest  yes  No
Address: ________________________City ____________State____________Zip___________

Phone: Day ____________________ Eve. ____________________ Cell___________________
Fax: ________________e-Mail: ________________ Contact Time: _______________________

Availability

Important Info.

Where I Serve

More About Me


[image: image3]
Additional Information

MY SKILLS
[image: image4]


Additional information you would like to share: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
CRISIS RESPONSE PLAN

VOLUNTEER RELEASE FORM

Must be 18 years or older

I _________________________________, representing _______________________,



Name





     Organization

Do hereby make the following statement of release:

I hereby release, indemnify and hold harmless the United Way of Central New Mexico and its agencies, US Government, City of Albuquerque, County of Bernalillo, organizers, sponsors and supervisors of all its activities, from any and all liability in connection with any injury
 ( including injury caused by negligence), in conjunction with the Crisis relief effort.  I likewise hold harmless from liability any person transporting me to or from any United Way activity.  In addition, United Way of Central New Mexico has permission to utilize any photographs or videos taken for publicity purposes.
Signature: _____________________________  Date: ________________________________

Witness:  _______________________________ Date: _______________________________

President


&


CEO





Sr. Customer 


Service 


Specialist





Programs 


Specialist





Donor Designation Specialist





Staff/Volunteers





President & CEO – Incident Commander (IC) front-line management of the response for planning and execution, and determining whether outside assistance is needed.





Assistant: Assistant to the President & CFC Accounting Asst.








IC


President & CEO


Asst. to the President





Deputy IC External


VP & Chief Development Officer





Deputy IC Internal


VP & Chief


Operating Officer





Team 1


Community Resources





Team 2


Public Information





Team 3


Media





Team 4


Infrastructure





Team 5


Finance





United Way of Central New Mexico


Volunteer Registration Form





Immediate Disaster Response  1 Week Only   1-2 Days Only   2 -3 Weeks   3 + Weeks


Weekdays:  Morning   Afternoon   Evening Weekends: Morning   Afternoon    Evening


How often can you serve? Daily   Weekly   Monthly Available Hours Per Week? _______





Professional License:  License #: _________________  Issuing Jurisdiction: _____________________


			Expiration Date: ___/ ____/ ____   Type:_______________________________





Vehicles (Type/Capacity): #1 _______/__    #2 ______ /___    3#  _______ / ___    #4  _______/ _____


	Does Group Have a Bus? Yes    No  Willing to Transport Others? Yes No 





Other equipment not previously mentioned: ______________________________________________________________________________________________________________________________________________________________________








Bernalillo Sandoval Torrance Valencia County  Other: ____________________________


___________________________________________________________________________________





Current Employer: _________________________  Drivers Lic.: __________________


Liability Coverage: Not Insured Self Insured





Education: High School GED Assoc. Degree Undergraduate Degree  Graduate Degree


Post Graduate Degree Other





Ethnicity:   African-American Asian-American Caucasian Latin-American


	       Native-American Other





My Health:  Can Lift 20 lbs.  Can Walk 1 Mile I have Allergies I Have Great Health














How Did You Hear About Us:  Brochure Community Leader Family/Friend Neighbor


Web Site Newspaper Television Other


I Have Transportation:             From Home Near Public Transit Other


Transportation Requirements:  Handicap Accessible Handicap Parking Wheel Chair Access


Emergency Contact Name: ____________________ Phone: _____________ Relation _________











Communications:


Have		           Want


CB or Ham Operator       


Hot Line Workers            


Own a Cell Phone            


Own a Sky Phone            


Public Relations               


Public Speaker                 


Web Page Design            





Medical:


Have	                      Want


Doctor                              


Emerg. Medical Cert.      


Mental Hlth Counseling  


Nurse                               


    Veterinarian                     


Veterinarian Tech.           





Structural:


Have                             Want


Block Construction         


Damage Assessment      


Electrical                        


Metal Construction        


Plumbing                       


Roofing                          


Wood Construction      





Equipment:


Have		           Want


Backhoe                          


Chainsaw                        


Generator                        


Own a Sky Phone           


Other                               





Office Support:


Have		           Want


Clerical                           


Data Entry                      


Phone Receptionist                  


Other                               





Transportation:


Have		           Want


ATV                                


Camper / RV                   


Car                                   


Commercial Driver          


Maxi – Van                      


Own Boat                         


Off Road Veh/4 WD        


Station Wgn. Mini Van    





Labor:


Have		           Want


Clean – Up                     


Experienced Supervisor   


Loading/Shipping           


Own a Sky Phone           


Sorting/Packing              


Public Speaker                


Operate Equipment         





Service:


Have		           Want


Spiritual Counseling      


Traffic Control               


Animal Care                   


Animal Rescue               


Auto Repair/Towing       


Child Care                       


Crime Watch                   


Elderly/Disabled Asst.    


Food                                


Runner                             


Search & Rescue             


Social Work                    


Disaster Relief Exp.        








Law Enforcement:


Have		           Want


Crowd Control                


Military Police                


Police Assistant              


Security Guard                


Sworn Officer                 


Sheriff                             


Natl. Guard                     





Languages:


Have		           Want


French                            


German                          


English                           


Italian                             


Spanish                           


Ukrainian                         


Russian                           


Vietnamese                     


Chinese                           


Spanish                           





Russian                           
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