Tsunami Awareness Kit
Resources for Businesses

Emergency Planning Manuals For
Businesses

Manual #1 — Hazard Assessment for Businesses

Manual #2 — Planning and Preparedness for Businesses

Manual #3 — Emergency Management Audit for
Businesses

Sponsor Acknowledgement:
These manuals are sponsored by NZ Safety Limited and produced for the Ministry of Civil
Defence Public Education Advisory Committee by Auckland City Civil Defence.

Special Acknowledgement:

These manuals are based on the Business Planning Guides produced by and copyrighted to
Wellington City Council's Emergency Management Office. The “Emergency Planning Manuals”,
numbered 1 through 3, are based on significant research and analysis both internationally and
locally.

Disclaimer:

The recommendations included in this publication are intended to be used to improve emergency
preparedness, and every reasonable effort has been made to ensure the accuracy of the
information given. However, local authorities do not assume responsibility or liability for any
injury, death or property damage that may result from a natural or technological hazard.




Hazard Assessment for Business

Sponsor Acknowledgement:

This manual is sponsored by NZ Safety Limited and produced for the Ministry of Civil Defence
Public Education Advisory Committee by Auckland City Civil Defence.

Special Acknowledgement:

This manual is based on the Business Planning Guides produced by and copyrighted to
Wellington City Council’'s Emergency Management Office. We endorse their work in developing
and producing the “Emergency Planning Manuals”, numbered 1 through 3, based on significant
research and analysis both internationally and locally.

Disclaimer:

The recommendations included in this publication are intended to be used to improve emergency
preparedness, and every reasonable effort has been made to ensure the accuracy of the
information given. However, local authorities do not assume responsibility or liability for any
injury, death or property damage that may result from a natural or technological hazard.





Contents

Hazards and Your Business
Why do a Hazard Assessment for a Building or Facility
Hazard Assessment Checklist

Storm

Heavy Rain

Slope Stability

Flooding

Wildfire

Tsunami

Ground Shaking

Liquefaction

Ground Rupture

Post Earthquake Fire

Hazardous Substances

Internal Hazards

Internal Hazard Checklist
Vulnerability

Preparedness and Planning

Evaluation

11

13

13

14





Hazards and Your Business

This manual is for distribution to business owners and operators to assist in the
improvement of emergency preparedness in their business. Overseas experience
indicates that many businesses are ill prepared for most disasters.

Each building and type of occupancy brings with it individual conditions. Therefore, each owner
or operator must tailor plans to actual needs and operating styles.

This manual is not intended to address specific sectors or industries. It is intended as a primer to
assist business managers with a range of questions that will aid in the preparation of their own
specific preparedness plans.

Guide One of three concentrates on the steps which can be taken by you (through a series of
check lists) to identify existing and potential hazards within your businesses, as well as identifying
assets/vulnerabilities and your current level of preparedness.





Why do a Hazard Assessment for a building or
facility?

New Zealand, as a whole, is faced with a variety of different hazards. The community and in
particular, the business community, has an obligation to prepare for theses hazards, and the
potential for loss of life and damage to property that they represent. This is especially true for
buildings and facilities that represent an important resource before and after a disaster. In order
to successfully prepare a facility it is necessary to consider two important aspects:

Hazard Identification & Assessment
* What external hazards pose a risk to the building or facility?
» Does the facility have any internal hazards?
* What can be done to reduce both internal and external hazards?

Preparedness Assessment & Planning
* What has been done, including planning, to prepare the buildings or facilities for a hazard
impact?
» Can more be done to make the facilities safer?
* What resources does the facility have to offer to the community following a hazard
impact?

These questions must be viewed with an “all-hazards” perspective. This involves thinking about
all hazards that may affect the facilities and their occupants differently. It is necessary to
appreciate how each of the eight main groups of hazards may affect your area in general and
individual facilities in particular. The eight hazard groups are separated into those of natural and
technological origin, though they may also be combined in one event.

Natural Hazards
Atmospheric (includes severe winds and heavy rain)
Geologic (includes earthquakes, volcano’s, tsunamis and landslides)
Hydrologic (included coastal and riverine flooding)
Wildfire (bushfires or vegetation fires)

Technological Hazards
Manufacturing (with hazardous substances & processes)
Storage (of hazardous substances)
Transport (of large numbers of people and/or hazardous substances)
Waste & Contamination (due to hazardous substances)

Other on site hazards which could affect your business are listed below, while these manuals do
not address these hazards, they should be taken into consideration in your Business Emergency
Plan:

Electrical Malfunction

Internal Flood

Bomb Threat

Civil Disturbance

To assist you working through these questions, the following checklist style guidelines have been
compiled. These cover the major external hazards to a building or facility. You should combine
this process with your Occupational Safety and Health hazard audits to identify internal risks.





Hazard Assessment Checklist

If you have numerous operations or are spread over more than one location,
you need to do this process for each separate site. Available from local
councils are Land Information Memorandum, which contains all the
information the Council has on your business site, and this would also be
useful for hazard assessment.

Are strong winds arisk to this facility?

» Has this facility been damaged in the past?

Describe when, and what happened? ..........cccoeiiiiii i,

Is the facility exposed to strong winds (on a ridge top or on the shore)? 0

Does the facility have anything that could be damaged by strong winds H
(such as antennas, skylights, signs, loose roofing, or drain pipes)?
DESCIIDE. .. e

Is there anything near the facility that could be damaged by strong winds H

and then cause damage to your facility ( such as trees, signs, or
overhead cables)?
DS I .. e et e

e Can any problems (loose roofing or rain gutters) be identified that may

become worse during strong winds?
DS I .. et e

Are heavy rains arisk to this facility?

» Has this facility been damaged by heavy rain in the past
(basement flooding, roof leaks, small landslips)?
[T o ] = PP

» Does this facility have anything that could be damaged by heavy rain
(electrical equipment on basement floors)?
[0 ] = PP
e Could localized flooding cause access problems (flooded parking lot,
washed out entrance)?
DESCIIDE. .. e

» Do drains and gutters require cleaning regularly?

No





Is slope stability a risk to this facility? Yes No

The immediate trigger for land slides may be heavy rain, earthquake or instability
caused by the oversteepening of a slope.

» Is your facility located within 10-20 metres of a steep slope that H H
could fail or slip?

Is flooding arisk to this facility?

» Is your facility located within 10-20 metres of the waterfront, or on 0 0
a low-lying area near a stream, reservoir or any other body of water?

«  Has the facility been damaged by flooding in the past? H H
(Note: consider flooding due to broken water pipes as part of the
earthquake risk.)

Is wildfire a risk to this facility?

» Is the facility within 100 metres of bush, especially gorse, 0 0
or greenbelt areas?

Is a Tsunami (seismic sea wave) a risk to this facility?

« s the facility built on low lying ground near the coast H H
(such as a tidal basin, river or waterfront)?

Is ground shaking caused by an earthquake a risk to this facility?

In all parts of New Zealand, from the Building Act 1991 Section 66, a building is earthquake prone
if it is made either wholly or substantially of reinforced concrete or masonry, or will have its
ultimate load capacity exceeded in a moderate earthquake and is therefore likely to collapse
causing injury or death to the building’s occupants. Is your building earthquake prone? A
qualified professional may be needed to help determine your risk.

» Does your building have unbraced external fittings such as 0 0
chimneys’ awnings, signs?

» Has your building been strengthened for existing regulations? 0 0
(A qualified professional will be needed to check this.)
Contact your council, as they hold records on existing buildings.

Parts of New Zealand will experience ground shaking during an earthquake. Your regional
council should be able to provide maps showing vulnerable ground shaking zones.

» Is the facility located in a high ground shaking zone?





Yes No

» Does the facility have anything that could be damaged by strong H H
ground shaking (large water tanks, unsecured equipment or furniture,
lifts, suspended ceilings or lights, signs)?
DESCIIDE. .. e

» Is there anything near the facility that could be damaged by strong H H
ground shaking and then cause damage to the facility (older buildings,
signs, overhead cables, hazardous substances, underground pipes)?
DESCIIDE. .. e

Is liquefaction arisk to this facility?

When water saturated sediment is subjected to shaking it may temporarily lose its strength and
behave as a liquid. This is called liquefaction. When this occurs buildings may sink into the
ground or tilt causing structural damage.

e Is your facility located within the ground shaking zone or on H H
reclaimed land? (Liquefaction is closely associated with both).

Is post earthquake ground rupture a risk to this facility?
» Is the facility located within a fault line zone (consult regional map)? 0 0

Are hazardous substances arisk to this facility?

» Is the facility within 200 metres of any hazardous substances storage 0 0
(petrol, LPG, or other fuel tanks, or any other chemical storage)?
DESCIIDE. .. e

» Is the facility within 200 metres of any other building or facility 0 0

that uses, sells, stores, or disposes of hazardous substances
(including paints, fuels, solvents, dry cleaners, petrol stations,
compressed gas or any other dangerous goods)?

DESCIIDE. .. e

» Does your facility use or store hazardous substances (such as 0 0

chlorine, petrol, or LPG)?
DESCIIDE. ..





Yes No

» Are they properly stored (according to law or codes of practice)?

* Is the facility within 200 metres of a major transportation route
(rail line, roadway used frequently by heavy trucks and tankers,
major pipeline)?
DESCIIDE. .. et

» Is the facility within 200 metres of the waterfront, airport, train yards, H H
or any other transport terminal?
DESCIIDE. .. e

Internal Hazards

Earthquake Hazards

Does your business have any of these internal hazards also known as non-structural hazards,
that are commonly found in most businesses:

» glass that shatters or “flies” inside rooms, hallways or stairways

]
]

» objects that restrict movement to a safe place (books on floor,
overturned equipment/furniture, broken glass)

* Objects set on wheels

* objects stored above head level

e open shelving without restraining straps or lips

+ cabinets without latches

» free standing cabinets

* blocked exits

* equipment and furniture in hallways that may impede movement

» the location of people with respect to emergency hazards

N e e e O ) A e A R A B OO
N e e e O ) A e A R A B OO

» (staff sitting near large windows under resource equipment,
or near cabinets)





Yes No

Fire Hazards

Fire presents a special hazard to businesses. The New Zealand Fire Service is able to offer the
best advice on fire safety. As an introduction, however, check for the following common fire
hazards:

e chimneys and flues

» open fires and heating appliances

* misuse of electrical installations and appliances/poor maintenance

Internal Hazards Survey

Beginning the inspection process:

As a key administrator, start the inspection process in your office. Then take a walking tour of the
corridors to get a general impression of how your building sizes up in terms of emergency safety.
Think about the movement of people through these corridors during and immediately following an
emergency. Try to imagine problems people will encounter.

Checklists in this section cover how to identify potential emergency hazards in:
» offices
e buildings

» building evacuation routes





Internal Hazard Checklist

Yes

The checklists below will help you identify common emergency hazards that can be reduced or
eliminated at little or no cost. Much of this assessment may be covered under your Health and
Safety in Employment responsibilities. You may wish to liaise with your safety officer if

appropriate. The checklist can be used to:

» determine the scope of potential hazards throughout the building 0
» develop plans to reduce these hazards H

Common Natural Hazards
» Are heavy objects removed from high shelves?

e Are aquariums and other potentially hazardous displays located
away from seating areas?

* Is heavy equipment secured against rolling during an earthquake?
» Are wall-mounted objects (clocks, maps) secured against falling?

» Are hanging plants secured to prevent them from swinging free
or breaking windows during an earthquake/ strong winds?

« Are free-standing cabinets, bookcases and wall shelves, secured to H
a structural support?

* Are TV or computer monitors securely fastened to a well-anchored 0
platform, or a portable (rolling) cart with lockable wheels?

e Are all heating units firmly secured in each room?

» Do all exposed heating appliances have a close-mesh guard
(or similar) securely fixed to the front?

» Are hazardous materials (flammable goods, cleaning products) 0
stored away from heaters, or any area where they could cause a fire?
(Spontaneous combustion can occur when flammable products are
mixed or when cleaning rags containing linseed oil or turpentine are
stored or discarded)

» Are all electrical outlets being appropriately used (i.e. correctly 0
wired and not overloaded)?

» Are light fittings kept well away from softboard ceilings? 0

No

[

Encourage staff participation in this hazard assessment, so they will be more familiar with the

hazards and will be more receptive to mitigation measures.





Common Technological Hazards

Are toxic, corrosive, and flammable materials securely stored to
withstand falling and breaking?

Are dangerous chemicals stored above levels where they are likely
to be reached by flood waters, in waterproof containers?

Are outdoor furniture, rubbish bins and other equipment secured
in case of storm winds?

Are warning signs posted in areas housing hazardous materials?
Are appliances (e.g. water or space heaters) securely anchored?
Are fire extinguishers secured against falling?

Are office file cabinets secured against falling; do file drawers have
adequate latches to prevent contents from spilling?

Are light fixtures adequately supported?

Are windows near exits made of safety glass?

Are “portable” buildings properly secured to foundations?
Are automatic gas shut-off valves installed?

Are water tanks secure?

Yes

N N R N B

O O o O O

No

N N R N B

O O o O O





Yes No
Evacuation Route Hazards

The key to developing procedures for a quick and orderly evacuation is a thorough assessment of
the hazards likely to be encountered en route from offices and other activity rooms to safe, open-
space areas. Help with this assessment and subsequent planning steps may be obtained from
the New Zealand Fire Service.

» Are signs posted near elevators prohibiting their use in emergencies? 0 0
(Elevators are extremely vulnerable to damage from earthquakes.
Ground shaking may cause counterweights and other components to
be torn from their connections, causing extensive damage to elevator
cabs and operating mechanisms).

» Are lockers, bookshelves, and other storage units which may line 0 0
hallways fitted with secure latches?

» Are freestanding storage units secured to prevent falling?

e Are glass panels in hallways and/or doors made of safety
(wired) glass?

» Have staff been warned that following an earthquake, hallways may be H H
cluttered with debris from ceilings, fallen light fixtures, broken glass, and
toppled storage units?

» Islighting dependent on electricity rather than sunlight? 0 0
(If the lighting system fails in enclosed hallways or stairways, resulting
darkness will make it difficult to navigate safely).

» If emergency (battery-powered) lights are available, are they secured
against falling?

« Do building exit routes pass through arcades, canopies, or porch-like
structures? (Columns supporting arcades or porches may fail and roof
overhangs may sag or fall).

« Are there clay or slate tiles on the roofs of your building, or is the H H
building faced with parapets, balconies or cornices? (Roof tiles,
parapets, balconies, cornices and other facades and decorations
may fall during an earthquake, or storm).

«  Have staff been instructed to move quickly past building exits? H H
(Danger of injury is high in these hazardous areas).

» Are gas, sewer and power lines near outdoor assembly area? 0 0





Vulnerability

Yes

Does this facility have a vulnerable population?
* Is the facility occupied 24 hours a day?
» Does the facility have a resident (live-in) population?
» Is the population transient (are new people using the facility,

what is your worker turnover rate)?
» Do people with special needs use the facility (elderly, children, 0

people with disabilities, non-English speaking people, new arrivals

to the area)?
» Is the facility used at maximum capacity (full occupancy)? 0
« Does the facility rely on electrical power (heating, cooking, light)? H
» Does the facility rely on gas (heating, cooking)? H
» Does the facility rely on any special equipment (pumps, forced 0

air ventilation, exhaust fans)?

» Do the occupants rely on lifts to leave higher floors? H

No

O O o o





Preparedness and Planning

Does the facility have an emergency plan (other than the basic fire
evacuation plan) that outlines how the facility will cope following
an emergency?

Are building evacuation and other public safety plans prominently
displayed in the facility?

Is the facility plan reviewed regularly and when changes occur
at the facility?

Do new staff receive a comprehensive briefing of their role in an
emergency?

Do you work with your neighbours (both resident and other businesses)
in developing your own contingency plan?

Do the residents/users receive a regular briefing of their role in an
emergency?

Does the facility maintain suitable emergency equipment (battery radio
& torches) that is easy for staff and/or visitors to find?

In residential facilities, are the tenants encouraged to prepare their
own flats with emergency plans?

Yes

[

[

[

No





Evaluation

What do these check lists tell us about the facility?

If you have answered yes to any of the Hazard Assessment questions you need to
consider what actions can be taken to reduce the harmful impact of that hazard on the
facility.

If you have answered_yes to any of the Vulnerability questions you need to consider
what special preparedness actions can be taken to make the facility safer.

If you have answered no to any of the Preparedness and Planning questions you need
to begin preparing the facility for emergencies and disasters.

What happens next?

Now that you have identified existing and potential hazards within your business,
you should move on to the Planning and Preparedness Manual, Manual Two, which
will take you through another series of check lists. These will give you a good idea
of which preparedness measures will still need to be taken.

This assessment is the start of a planning and preparedness process. If there are
changes to the facility, to the programmes it offers, or the people who use it you will need
to reevaluate the hazards, vulnerability and preparedness. The checklists within the
Emergency Management Audit Manual (Manual Three) are designed to be an internal
audit of existing planning and preparedness processes. The audit should be carried out
on a regular basis to ensure it is accurate and up to date.

Keep the hazard assessment with the facilities emergency plan. Show them both to new
staff so they can understand the hazards facing the facility and the preparedness steps
that they need to know.

More information regarding hazards and preparedness can be obtained by contacting the
office of your local Emergency Management/Civil Defence organization





FIRE SAFETY & EVACUATIONS of BUILDINGS
REGULATIONS 1992

Who needs an evacuation scheme?

Buildings where:

» 100 or more people gather in a common venue or place of assembly, whether for
commercial, social, cultural, religious, or any other purpose, or

» facilities for employment are provided for more than 10 people, or

e accommodation is provided for more than 5 people, or

» whole or part of the building is used for storage or processing of hazardous substances,
or

» specialized nursing, medical or geriatric care is provided, or

» early child care facilities are provided, or

» people in lawful detention are accommodated

Who needs an evacuation procedure?

»  The majority of commercial and industrial buildings in New Zealand require an evacuation
“procedure”, which differs from an evacuation “scheme”.

See the fire management checklist in this manual and
contact your nearest New Zealand Fire Service Office
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Hazards and Your Business

This manual is for distribution to business owners and operators to assist in the
improvement of emergency preparedness in their business. Overseas experience
indicates that many businesses are ill prepared for most disasters.

Each building and type of occupancy brings with it individual conditions. Therefore, each
owner or operator must tailor plans to actual needs and operating styles.

This manual is not intended to address specific sectors or industries. It is intended as a
primer to assist business managers with a range of questions that will aid in the preparation of
their own specific preparedness plans.

This manual is the second of three, which have been produced for the Public Education
Advisory Committee of the Ministry of Civil Defence. It concentrates on the steps that can be
taken by you (through a series of checklists) to minimize the hazards, which present a risk to
your business. Each question represents the outcome of a process. Your task is to set in
place the processes and to document them in your plan.

Because each business has both problems and assets, which are unique, the planning
process for individual businesses will vary. You will need to work out the best way of
incorporating your business emergency plan into your overall corporate/business plan. The
checklists provided in this document are designed to show an “ideal” to aim for.

As you proceed through the checklists, don'’t be discouraged if you do not meet or comply with the points raised.
REMEMBER that every corrective action increases the emergency preparedness of your business.





Business Emergency Planning

The overall objective in managing emergency operations is to ensure
effective and efficient response to emergency situations resulting from
natural or technological disasters.

A most important consideration is that an undue reliance on Emergency Services may be
unrealistic, as they will be committed to essential life-saving tasks. You may need to be self-
reliant for some time after a major emergency.

There is a likelihood that essential lifelines such as roads, bridges, transit systems,
telephones and power could be severely disrupted. Senior or key staff of your work may be

unavailable, injured at home or in transit. Continuity of management must recognize and plan
for disruption of normal lines of authority.

Specifically, business emergency planning will include:
« Policy direction of emergency operations.

e Overall management and coordination of emergency operations.

« Coordination of requests for assistance and allocation of company resources and
other support.

< Establishing of priorities and resolution of conflicting demands for support.

e Coordination, direction and distribution of emergency public and employee
information.

« Collection, evaluation and distribution of damage reports and other essential
information for internal use, as well as for the wider emergency response action.

« Rapid transition to the business recovery plan.

The goal of any business emergency planning is to promote business continuity and
safety, minimize impact, and assist in speedy recovery.





Your Emergency Plan

Most organizations already have a fire or evacuation plan for their facilities. This is
obligatory under the Fire Safety and Evacuation of Buildings Regulations and the
Health and Safety in Employment Act (1992). Working through this checklist will help
you fulfil your other existing obligations. If yours is a smaller business, without a plan
of any type — for fire, or any major emergency — this general plan may provide a
framework in which to judge your needs.

If your business uses hazardous substances you have additional obligations under the
Hazardous Substances and New Organisms Bill.

A plan is only a hard-copy part of what should be a broader total program of preparedness. It
should be aimed at ensuring staff awareness about the possibilities of an emergency
occurring, and about the company’s approaches to anticipating and responding to such an
emergency.

Manual One identified existing and potential hazards to your business.

This manual, Manual Two, provides the seven steps to follow to compile a business
emergency plan specifically for your business. A fire, either as an isolated on-site

event or as a result of other emergencies, is a constant threat. A Fire Management
Checklist is included to simplify planning.





Step One:
Floor Plan

To Do Completed

A floor plan will serve many purposes. It can be used to note potential hazards and the
location of utilities, emergency equipment and supplies. Further, it will provide a basis for:

e establishing an evacuation route. U U
« identifying a safe, open-spaced assembly area. U U
« developing procedures for conducting emergency U] U]

response activities (e.g. search and rescue, damage
assessment). It should serve for both Fire and other
emergencies.
Mark clearly by name the location of all offices and work areas, heating plant, and all doors.
The plan shows:
« main shut-off valves for water and gas.

« electrical power master switch.

* stoves, heating/air conditioning equipment.

O o 0o o
O o 0o o

e hazardous material stored such as cleaning
fluids/gas bottles/other chemicals.

e portable, battery-powered PA equipment/radios/lighting.
« fire extinguishers.
- first aid and rescue equipment.

e outside water taps and fire hoses.

O o o o o
O o o o o

« overhead and underground power lines/gas lighting.

« open area for assembly. U] U]

It may assist to make a list of information needs, then contact the appropriate information
source(s) in the community (e.g. The Fire Service, Council Works Office, local tradesmen or
appropriate utility).

Now proceed to the checklists as an easy-to-use guide to information that is relevant to your
business, and needs to be included in your plan.





Step Two:
Evacuation Procedures

Evacuation is most commonly the result of on-site fire. In addition, modern buildings with
sealed windows may have to be evacuated during power failure as a result of air-conditioning
system shutdown and/or failure of fans to remove carbon oxide particularly from underground
parking facilities.

To Do Completed
Do all employees understand signals for evacuation? U] U]

Have personnel been appointed/tasked to control and check U U
evacuation procedures?

Are all floor plans prominently posted showing exit routes and U] U]
stairways from floor areas?

Are all exits clearly marked?

Is each route always kept free of obstruction with a minimum
clear width of 1.1 metres?

Is every door leading to an exit always free to open from the interior U] U]
so there is no chance of anyone being locked inside?

Do exit passages have emergency lighting?

Are there a minimum of two alternate means of escape from floors
above or below ground level?

Are elevators programmed to return to the ground floor level U U
automatically in the event of an emergency?

Is your Evacuation Procedures complete? U] U]





Step Three:
An Emergency Response Organisation

To Do Completed
Has the Emergency Team (floor wardens, monitors or coordinators) U U

been designated to organize employees, customers, and coordinate
their activities?

Has a staff succession plan been established?

Have emergency team members been trained in their duties, such as
rationing food and materials, defining tasks and making assignments,
determining of stairs are safe, and direction evacuation?

Have emergency response team members been given the responsibility U U
training for an initial search immediately following the event
(because help may be hours away)?

Have wardens been instructed in their responsibilities with respect to U U
building management, city officials and other key Emergency
Services personnel?

Are these key contact numbers included in the plan? U] U]

Have wardens been instructed to inspect each work area to determine U] U]
what equipment and furnishings might potentially injure employees?

Is there a schedule for giving wardens training sessions once or twice? U U
a year?
Does your company encourage employees to be trained in first aid? U U

and cardiopulmonary resuscitation?

Have drills been scheduled that are realistic enough to verify that U] U]
procedures are sound and that important components are not
overlooked?

Is your Emergency Response Organization complete? U] U]





Step Four:
Fire Management Checklist

To Do Completed
Is your facility equipped with an approved fire alarm and/or voice U U
communication system?
Are all fire exits clearly marked?

Do fire exit area have battery-operated auxiliary lights which come on
automatically if commercial power or emergency power fails?

Do all employees understand signals for evacuation?

Are periodic fire safety drills conducted in accordance with your
approved “Fire Safety and Evacuation Building Regulations 1992"?

Is there an approved smoke control system?

Is your facility equipped with carbon dioxide, hose reels and/or
sprinkler systems?

If applicable, have these systems be evaluated for seismic capabilities U] U]
in accordance with the requirements of the applicable standards?

Are fire/smoke alarms and/or sprinkler systems periodically inspected U] U]
and continuously maintained in accordance with the 1991 Building Act?

Are sufficient numbers of fire extinguishers available?
Are fire extinguishers located along paths of travel?

Are employees trained in the use and locating of fire extinguishers and
any other fire emergency systems?

Are hose reels and fire extinguishers regularly inspected and serviced? U U

Is you Fire Management preparedness complete? U U

Contact the New Zealand Fire Service for more information and training advice.





Step Five:
On Site Emergency Resources

(A) Emergency Supplies Checklist

To Do Completed
It may be necessary for employees/customers to remain on U] U]
site for at least 24 hours following an emergency.

Are at least 2 Wardens trained in basic rescue techniques?

Are members of the Emergency Response Team designated in
charge of Staff Welfare?

If main water supply is cut, have alternative sources U] U]
been identified?

Are supplies of sanitary materials such as toilet paper and U U
plastic refuse/garbage bags maintained?

Are alternative food sources readily available?

Dependent on the vulnerability of your business to hazards
identified, emergency response equipment should be held
on site. At minimum this could include:

Space blankets x 2

Sledgehammer

Crow bar

Multisaw x 2 (hack and wood)

Ropes x 4 20m long: 10mm (polyester or nylon)

Debris gloves

As vulnerability levels increase, further resources should be added. Consult NZ Safety
Limited for ready prepared cabinets and further advice.

Has an adequately stocked and easily recognizable Emergency
Supplies Cabinet been installed? U] U]

Step Five: To Do Completed
] ]





On Site Emergency Resources

(B) First Aid Supplies Checklist

To Do Completed

Are first aid supplies readily available? U U
Are first aid supplies in a cabinet safe from damage? U] U]
Are there enough medical supplies so that minor injuries can U U

be cared for?

Are first aid supplies dispersed to locations throughout the office so U U
that they are convenient to all employees and so they will not all be
destroyed in a single event?

Are medical supplies portable in case they need to be moved to safer U U

locations in an emergency?

Are the medical supplies secured so they will be available when needed U] U]
and can be strictly controlled by the first aid attendant and/or warden?

Are there enough supplies to handle the needs of clients and others U] U]
whom the business may have some legal liability to protect?

Are the first aid supplies regularly inspected and replenished? U] U]
Have selected employees been trained in the use of all the medical U U
supplies?

Are your First Aid Supplies ready? U] U]





Step Six:
Vulnerable Areas Checklists

(A) Electronic Data Processing Control Room
Facilities

To Do Completed
Has your company developed comprehensive disaster preparedness U U
plan for its electronic data processing facilities?

In earthquake vulnerable areas has your computer or control room facility been
prepared to resist earthquakes in the following ways:

Have the built-up floors in the computer room been braced? U U
Are all walls and light fixtures braced? U] U]
Are all ceiling grids braced to handle sway? U U
Has the computer been placed away from walls or columns to U U
minimize the possibility of damage due to falling objects?

Has computer equipment and tape storage shelving been anchored? U] U]
Have cables and their connections been tested for ability to resist U] U]
a major earthquake?

Have cables been secured to avoid unnecessary movement?

Have air conditioning and cold/hot water supply systems been made

earthquake resistant?

For all areas are there plastic or vinyl tarps/covers available to U] U]
protect computers from leakage from fire sprinklers and pipes

in the area?

Are all staff familiar with the operation of quick release connections U U

to allow equipment to be moved rapidly?

Are staff familiar with evacuation procedures and emergency/Auto shut down procedures?

Is your Electronic Data Control room facility preparedness complete? U U





Step Six:
Vulnerable Areas Checklists

(B) Utilities Checklist — Gas

Unnecessary shutoffs of gas may result in long delays while waiting for
service to be restored.

Are there designated personnel to shut off gas if necessary?
Do other tenants (where applicable) know this?

Do all employees know where the main gas service shutoff valve is
located, if turning it off becomes necessary? Call your local gas utility
office now if assistance is needed to find it.

Is there a crescent type spanner approximately 30cm long available in
a location where anyone needing to turn off the main gas service valve
will find it?

Have you contacted your gas utility if the meter appears vulnerable to vehicular
traffic, or objects falling from overhead structures?

Is gas piping, water piping, sewage piping, electrical conduits, secured against
excessive movement and protected from objects that could fall from overhead
structures?

Is your Gas Utility preparedness complete?





Step Six:
Vulnerable Areas Checklists

(C) Utilities Checklist — Electrical

All employees should be familiar with the following electrical power utility features and
procedures:

To Do Complete
Have they been informed of the location of the main service shutoff and U U

Shutdown procedures?

Have they designated personnel to switch electricity off at the mains?

Are supplemental power supplies available? (e.g. emergency generators,
emergency lighting).

Are procedures in place to routinely test supplemental emergency power U] U]
supplies?
Are all main switches and/or breakers clearly identified as to their function U U

in electrical rooms/vaults?

Is electrical equipment such as transformers, breakers and switchgear U U
adequately secured?

Are any of your electrical services below groundwater level?
Are any of your electrical services within flood vulnerable areas?

Are there procedures in place to ensure the shutdown of machinery
and equipment in an emergency?

Is your Electrical Utility preparedness complete? U] U]





Step Six:
Vulnerable Areas Checklists

(D) Utilities Checklist — Telecommunications

Telephones should not be used for emergency situations requiring assistance.
Telephone services, including pagers and cellular phones, are likely to be congested
right after a major emergency because many people will be attempting to make calls at
the same time.

Have you pre-arranged for a distant out-of-region contact to act as your U] U]
Message Centre in the event of a major disaster?

Have key clients been pre-advised to check with that contact? U] U]

Have provisions been made for a communications system other than U U
telephone so families of employees can be informed of the employees’
conditions and vice versa?

Has a communication network been organised so families of employees can U U
go to a central communication point near their homes where two-way radio or
other link can be made with the office?

Has a notification network been established using “fan-out” or alternate U U
reporting site call procedures to facilitate distribution of information to employees
and their families?

Are you aware that loss of electrical power will result in your telephone U U
switchboard/network being inoperable?

Is your Telecommunications Utility preparedness complete? U] U]





Step Seven:
Business Recovery Plan

The effectiveness of a business recovery plan after an emergency can mean the
difference between the success or failure of your business. For example after the 1989
San Francisco Bay Earthquake, it is estimated that 50% of small businesses in Santa
Cruz were permanently disabled. The directly related loss of jobs has significantly

impacted the economy of the area.

Business should resume as soon as practical after life safety concerns and initial

damage assessments are dealt with.

The chances of survival as a business will be dependent on many factors.
Companies should consider the following concerns:

Does your company emergency plan include resuming business?
Does your company have an alternate location from which to operate?

Have you identified any functions of each department that must remain
operating, and the staff needed to perform them?

Does your company have a staff succession plan in place? Can essential
staff who may be injured or unavailable be replaced by other staff?

Has your company planned a debriefing procedure, and professional guidance
for distressed employees?

Has your company assessed employee availability?

Does your company have a plan for keeping essential employees at work
and for the orderly departure of non-essential employees?

Does your company have a mobilization plan for essential employees?

Does your company have a plan to obtain sufficient food and other necessary
provisions to sustain essential employees who must stay at, or return to work,
after a disaster to get computer and other vital systems operating?

Is there a plan for the orderly return of various employee groups?

Do employees have proper company identification that will give them
access to office locations?

If you are in a branch facility or office, is there a procedure for gathering,
analysing and reporting to your headquarters data on the impact of the
disaster? (Consider injury to employees, damage to facilities, losses to
shareholders).

[ [
U U
U U





Step Seven:
Business Recovery Plan

Have people been designated to report injuries, deaths, damage and U]
needed resources to the appropriate authorities, including the Emergency
Services and employees’ families?

Is a Current Assets Register kept up to date?

Does your company have in place a priority list for the replacement
and/or repair of facilities and equipment?

Are operating and leasing records, legal and financial information, essential U]
computor data bases, programmes and software kept in secure on-site fireproof
facilities and/or duplicated elsewhere?

Does your company have a plan or prearranged agreement with suppliers from U]
outside the impact zone to provide critical parts for equipment that may have
been damaged?

Do you have arrangements with suppliers to ensure business can continue U
— are you aware of suppliers’ plans?

If vulnerable to earthquakes, are essential company vehicles parked in U
seismically — secure locations rather than unreinforced structures that could
Collapse?

If vulnerable to flooding, are essential company vehicles parked in areas above U
flood levels?

Does your plan include a provision for transportation of employees and/or work U]
crews within a disaster area?

Does your company have an auxiliary communication system, such as a radio U
transmitter and receiver, that can operate independently of normal power supplies?

Have arrangements been made to provide portable radio units in company U
vehicles if required to do business?

Have provisions been made for a communication system other than telephone U]
so employees can contact their families as to their condition and vice versa?

Do you have sufficient cash credit immediately available to purchase, U]
for example meals and supplies?

Has security been arranged to control access to facilities if your building U
has been damaged?

Does your business recovery plan include periodic rehearsals? U

Is your Business Recovery Plan complete? U]





Persons With Special Needs
Checklist

Have employees who have special needs (e.g hearing, sight, mobility U
impairments, or pregnancy) and who would be disproportionately affected
by disaster, been identified?

Has an evaluation been made of these special needs staff?

Has your company requested its employees to assess their own needs in
each emergency?

Have wardens been directed to recruit specific individuals as “buddies” to assist U
them in emergencies?

Have they been advised to carry medical information and extra medical supplies?D

Have employees requiring special equipment been advised to have back-up U]
equipment?

(They may need extra batteries for powered wheelchairs, and alternative power supply

for respirators, extra batteries for hearing aids, and extra catheters or bladder pads,
because toilets may be out of operation).

Has management conducted an evacuation drill to evaluate the specific U]
needs of employees and customers?

Are you now ready for Persons with Special Needs? U





Employee Awareness Training

Employees fully aware of the potential impact of an emergency in their place of work
and at home will react well in the event of such a disaster.

If your employees are properly trained in their responsibilities and duties prior to,
during, and after an emergency, the magnitude of personal injuries, damage to
equipment/property and business interruption can be kept at a minimal level.

Failure to educate and train your employee will increase the risk for significant losses
in these areas.

The following checklist is designed to assist businesses to evaluate their awareness
and training needs for emergency planning:

Are emergency plans and procedures part of your company employee training U U
programme?

Does your programme included preparedness at home for your employees?

Does that program include provisions for contact with family and friends of
employees after a disaster?

Do you have an emergency response team to deal with all emergency teams?
Are objectives established for training and drills of emergency teams?

Have you developed an inventory of your company’s emergency response U] U]
training requirements, e.g first aid, rescue, fire extinguisher usage?

Have you completed a survey of your employees’ skill levels?

Have you assessed what staff resources might be available after a major
disaster?

Do all employees understand their duties and responsibilities during an U] U]
emergency or disaster?

Are all floor plans prominently posted, showing exit routes and stairwells from U U
floor areas?

Are all appropriate personnel conversant with emergency shutdown procedures U U
and controls in their work areas?

Are all employees fully aware of the meaning of different audible and/or visual U] U]
alarm devices?

Are all personnel trained in the use of the hand portable fire extinguishers U] U]
installed in your facility?

Are all employees familiar with the operation of buildings and equipment fire U U
suppression systems?

Is your Employee Awareness Training complete? U] U]
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Hazards and Your Business

This manual is for distribution to business owners and operators to audit annually the
emergency preparedness of their business.

This manual is the third in a series of three produced for businesses. The Manual One
concentrated on identifying existing and potential hazards to your business. The Manual Two
helped initiate the planning process and the incorporation of a Business Emergency Plan into
your overall corporate/business plan.

Time and money spent on emergency preparedness is an investment into your business.
Planning and preparation by your business before a disaster will minimize the loss of revenue
and more importantly the loss of life. Overseas experience indicates that many businesses
are ill prepared for most disasters.

When planning for disaster management, auditing an Emergency Plan means taking a formal
approach to determine the adequacy and completeness of the plan. This manual, Manual
Three is designed to take you through the process of auditing any emergency preparedness

measures you may already have, and to incorporate any new hazards into your Business
Emergency Plan.





Why do an audit of an existing Emergency Business
Plan?

All business are dynamic, whether it be taking on new staff, moving to different premises or
moving into new business ventures. These changes could also mean a change in potential
hazards, or the level or emergency preparedness of your business. Therefore it is important
for your Business Emergency Plan to change as your business changes.

The Checklists are designed to take you through an internal; audit of the main aspects of your
Business Emergency Plan:

Hazard Identification
e Preparedness and Planning
* Resources
< Emergency Response Organization
Under the Health and Safety in Employment Act 1992, employers must have identify all

potential hazards in the work place and regularly review their assessment of all hazards. This
audit could be done in conjunction with your existing obligations under these acts.

An annual audit of your existing Business Emergency Plan will help ensure that all your
employees, facilities, and business activities are prepared to meet emergency conditions.

The scale of your audit will depend on the type and degree of changes to your business. If
substantial changes have occurred it would be worthwhile working back through the
checklists in Manuals One and Two, to fully prepare your business for an emergency.

Under the 1992 Health and Safety in Employment Act, your are obligated to safeguard
inhabitants of the building from possible injury, have adequate fire exits, and prevent
adverse affects arising from an emergency involving fire or hazardous substances.





Hazard Identification

All premises and facilities should be evaluated to determine their potential hazards. Manual
One can be used to help you determine the major external hazards to a building or facility.

This process can be combined with your Occupational Safety and Health Audits to identify

internal hazards.

Have there been any changes in your business, which will mean that there has been a
change in the existing hazard analysis of your business?

Changes such as:
Has your business moved to a premises, built new buildings or made U U
extensions to existing buildings?

Are any of these buildings in areas likely to
be affected by:
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Hazards associated with hazardous substances can be difficult to monitor. Potential risks
can arise from the manufacturing, storage, transportation of and disposal of hazardous
substances.

* Has your business moved into any new ventures using hazardous U
substances?

e Has use of hazardous substances changed near new or existing
facilities that could endanger your business?

« Are hazardous storage areas marked on your facilities plan? U] U]

* Have you considered your obligations under the Hazardous U U
Substances and New Organisms Bill?

If you answered yes to any of the Hazard Identification questions you need to consider what
action can be taken to reduce the harmful impact of that hazard on each facility. Working
through the checklists in the rest of this manual is a good way to assess your preparedness
for any new hazards identified.





Preparedness and Planning

Changes in staff, facilities or business ventures will all alter your level of
preparedness. By making advance preparation and ongoing updates to your plan, your
operations will be restored in the minimum of time. The Following checklist is a
guideline for auditing your preparedness:

« Does your business have a current Emergency Plan?
e Does it include any new hazards identified above?

« Does your business have a specific Emergency Plan for each
building occupied?

« Does your building or business have a co-ordinator for U] U]
developing/updating it's emergency plan?

« Do any facilities have adequate warning systems in place?

« Are emergency lighting and batteries present in all your building?
Are they checked regularly?

« In multi-use buildings are any new tenants (and existing tenants) U] U]
aware of your Emergency Plan?

« Do you have clear, explicit and up to date natification procedures U] U]
and a call out list covering both business and non-business hours?

« Are essential computer data bases, programs, software backed U U
up off-site sufficiently often to facilitate a timely business recovery?

« Does your plan address the probable occurrence of different types of U U
emergencies occurring simultaneously ? i.e after an earthquake you
may have to contend with flooding from burst pipes as well as
continuing aftershocks.

« Does the company have a required inspection schedule to reduce U] U]
potential hazards?

« Have business recovery concerns been included in the response plan? U] U]

* Have employee’s families made their own personal/family emergency U U
plan? Contact you local Emergency Management/Civil Defence.

If you have answered no to any of the Preparedness and Planning questions you need to
further prepare your facility for an emergency. This can be assisted by referring to the Seven
Steps to Preparedness in Manual Two.





Emergency Response Organization

« Does your business have an Emergency Response Organization? ] ]
« Have all new staff been trained in evaluation procedures?

< Are all emergency response members given training at
least once a year?

e Are any changes to employees responsible in an emergency U] U]
made known to all staff?

* Have you had a comprehension drill in the last year? U U
Have modifications been made to your plan, in
accordance with any areas of weakness discovered
during your drill?

* Has a chain of command been established and identified ] ]
In the plan for your emergency response?

* Do the employees involved in emergency response meet U U
Regularly for planning and co-ordination?

« Do all employees have a current copy of business U] U]
emergency management procedures, containing
detailed fire response, evacuation, search and rescued
first aid information?

If you answered no to any of the Emergency Response Organisation questions you need
to further prepare your facility for an emergency. Refer to appropriate sections in Manual Two.

Resources
« Are adequate first aid kits supplies prepared for your business? U] U]
« Are first aid kits checked regularly? U U
* Do all staff know where first aid kits are kept? U U
« Have employees been instructed in alternative sources and U] U]
rationing of food and water?
« Are all your businesses utilities prepared for an emergency? U U
« Are your staff trained in emergency shutdown procedures for utilities? U U
« Do you have a communications systems other than a telephone U] U]

for contacting employees’ families, and emergency services if necessary?

If you have answered no to any of the Resources questions you need to further prepare your
facility for an emergency. Refer to appropriate sections in Manual Two.





Fire

Fire presents a special hazard to businesses. The New Zealand Fire Service is able to
offer the best advice on Fire Safety. The following checklist outlines the major steps to
reduce the fire hazard of your business:

Are periodic fire drills conducted?

Are fire safety audits conducted on a regular basis by trained
employees and/or New Zealand Fire Services personnel?

Are fire/smoke alarms and/or sprinkler systems installed in all
new facilities?

Are all employees (especially new employees) familiar with the
location of fire extinguishers, fire alarms and evacuation procedures?

Are fire/smoke alarms and/ or sprinkler systems periodically inspected

and continually maintain in accordance with the 1992 Health and Safety
in Employment Act?

[

Are fire extinguishers regularly inspected monthly and serviced annually?|:|

[

If you have answered no to any of the Fire question you need to further prepare your facility
for an emergency. Refer to the ‘Fire’ section in Manual Two. Contact the New Zealand Fire
Service about any further obligations your business may have.

Earthquakes

Earthquakes are a hazard in most parts of New Zealand. Business should take extra
steps to improve their preparedness for an earthquake. This could be done in
conjunction with your obligations under the Health and Safety in Employment Act 1992

and Building Act 1991. The following checklist can be used to audit your existing

earthquake preparedness:

Are there regular inspections to identify potential internal hazards
in an earthquake?

Have any new buildings been checked for their earthquake
resistance?

In new buildings have external components been checked for
their earthquake resistance?

Are all employees familiar with what to do during an earthquake?
How to evacuate the building? Alternative exit routes out of the
building? And, where to meet after evacuation?

Is space beneath desks and table kept clear and readily accessible
during an earthquake?

Have you fulfilled your obligations under the Health and Safety in
Employment Act 1992 and Building Act 19917

H

H
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If you have answered no to any of the Earthquake questions you need to further prepare

your facility for this emergency. Refer to the appropriate sections in Manual Two.





Flooding

Floods are common in many areas, and water damage can be devastating businesses. If you
determined that your business is prone to flooding in the hazard assessment (Manual One)
extra emergency preparedness steps need to be taken:

e Is your building flood proof?
* Do your staff know what to do during a flood?

« Do you have a supply of sandbags?, or, know where to obtain them U]
from if needed urgently?

* Have you installed pumps and emergency power supplies?

« Do your staff know to relocate all records and equipment as high as U
possible during a flood?

< Are vital pieces of equipment, such as emergency generators, located U] U]
above expected water levels?

< Are chemicals stored in a high safe place? Or, can they be easily U] U]
transferred to a high place?

If you answered no to any of the Flood questions you need to further prepare your
business for this emergency.

Storm

Anyone can be exposed to storms. Business can prepare themselves in order to
minimize the risk of danger or injury:

* Do your employees know what to do during a storm?

« Do you have emergency supplies in case staff are unable
to return home?

« Have you established a system whereby employees are told U] U]
to stay home, or released from work early?

« Have all loose external fittings been secured, such as boards and U] U]
roofing iron?

If you have answered no to any of the Storm questions you need to further prepare your
facility for this emergency.





Volcanic Eruption

Warning systems will provide notice of impending eruptions in volcanically active
areas. Businesses can prepare themselves to minimize risk of damage:

« Do you employees know what to do during an eruption? U] U]

« Do you have a mobilization plan for essential employees to close U U
down and protect machinery if required?

« Does your company have an alternative location to operate from? U
* Are vital records and databases stored off site?

e Has security been arranged to protect damaged premises?

Chemical Alert

Technological hazards may occur at any time and may be accompanied by fire. They tend to
be of short term duration but businesses are likely to have little warning.

« Do your employees regularly practice evacuations? U U
« Do employees know what to do during chemical alert? U] U]
* Does your staff succession plan include authority to dismiss staff from U U

an alternative site?

« Does your plan identify local chemical manufacturing or storage facilities U U
that make your facility vulnerable?

Tsunami

Recent scientific research indicates a very low possibility of tsunami affecting the New
Zealand Coast line. At most it is considered that the water would not rise more than 1-2
metres above normal levels. Precautions would therefore reflect those for floods for
any vulnerable businesses.
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