	Emergency Notification & Assessment Procedures

	KEY CONTACTS
	COMMUNICATIONS
	ASSESSMENT MEETING AGENDA

	Team Leader – Escalate Situations to this person
	Work # 
	
	CONFERENCE CALL BRIDGE

xxx-xxx-xxxx, 
EMPLOYEE UPDATE LINE

XXX-XXX-XXXX
Online Plans or Employee Information 

www.websitename.com
ALTERNATE WORK LOCATIONS

List address and directions to recovery site.
	· Date & Time of Incident

· Type of Incident (Fire, Power Outage, etc.)
· Location and Address of Incident

· Suspected Cause

· Building Evacuation Status

· Employee Status
· All employees accounted for?
· Any injuries?
· Any personal needs preventing them from working?

· Civil authorities response and protocol for access to damaged site.
· News media attention/reaction.

· What is the state of the building? What utilities are available (heat, A/C, phones, power)?  Is it accessible?

· Business Units and Services/Products impacted

· Message to post to Employee Status Line

· Does damage appear to be of a level we will need to make insurance claims?
· Time of Next Meeting
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	Direct Mgr / Supervisor – person who will provide direct updates to the employee
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Last updated:  XX/XX/XX
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	ID #
	Work Phone
	Home Phone
	Address
	Pager
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	Personal Email
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