
MODEL BUSINESS DISASTER PLAN 
Actions to Take Before a Disaster  

 
Office Policies and Training 

  
The first thing to consider when establishing a disaster plan for small business is the 
implementation of appropriate policies for the office. What written policies should be 
implemented? Contained in this sample disaster plan are sample policies to consider, which 
should be tailored to meet the needs of a particular practice. The list of policies set out 
below is not all encompassing, but does provide a good starting point in deciding which 
written policies should be drafted for your business. The sample policies contained in this 
model plan include the following:  
 

• General disaster policy  
 
• Bomb Threat  
 
• Evacuation  
 
• Fire  
 
• Medical Emergencies  
 
• Severe Weather 
 
• Earthquakes 
 
• Violence in the Workplace  
 
• Hazardous Materials – Shelter in Place – Natural Gas 
 

Once policies are drafted, office personnel should become familiar with them. Whether 
through a formal training session or by requiring each employee to read the policies, they 
should be familiar with what they are supposed to do and where they are supposed to go in 
the event of a particular type of disaster.  

 
Insurance  

 
Make sure that you have adequate insurance to cover your losses in the event of a 
particular disaster. Perform a periodic audit of your insurance to see if your coverage 
includes the following items. If it does not, consider whether you need such coverage:  
 

1. Does your insurance coverage provide you with sufficient funds to get your 
business back in operation?  



 
2. Does your insurance coverage provide for “replacement value” of your assets or 
does it provide coverage for the current value of the equipment that was lost? The 
equipment might be old and the actual value, when accounting for depreciation, 
may not be as much as it would cost to replace the equipment. Also remember that 
insurance on mortgaged property probably only covers the lender with nothing left 
over for you. If renting space – you may need renter’s insurance. 
 
3. Do you need flood insurance, business income and/or extra expense insurance? 
Most general policies do not cover such things and require “riders” for such 
coverage.  
 
4. Do you need “business interruption insurance” to cover payrolls, business debts 
and other costs until the practice is able to become operational? In the event of a 
disaster, it might take days, weeks or months to get back in operation, especially if 
the facilities and equipment are destroyed.  
 
5. Consider keeping your insurance policies in a safe location that will provide you 
easy access to them in the event of a disaster. Consider storing them in a fire proof 
cabinet or off-site in a safety deposit box.  
 
6. Keep a list of important information about your insurance policies including the 
following information:  

 Agent’s name, address and phone number  
 Type of insurance  
 Policy number  
 Deductible 
 Policy limits 
 Coverage  

 

Other Considerations in Preparing for a Disaster  
 

Backup systems used in the office. You might consider backing up most of your 
systems or having access to a backup system. Such systems might include:  
 

 Payroll – How would your employees be paid and how would you access their 
payment records for tax and business purposes?  

 Communications – How would you communicate with clients, suppliers, other 
business partners, etc., if your phones, fax machines and computers were 
knocked out?  

 Mail. If your building were destroyed and damaged to make it unusable, where 
would you send your mail, which may include much needed checks? 

 Business records. If client/business records and billing records were destroyed, is 
there some type of backup system for them? If you have billing software, does it 
automatically backup information? If so, where is the information kept and can 



it be easily accessed? You may want to consider keeping a backup tape or disk 
off-site.  

 You may have to run data, but have nowhere to run it if your office equipment is 
down due to a disaster. Check with your vendor to see if they have a “hot site” 
where you can take backup electronic data and run on a system that accepts 
your data.  

 Videotape or list an inventory of equipment and other assets. You should have 
an updated list of all of the business’s assets in a safe location where it can be 
easily accessed. Such a list would be very helpful and important for insurance 
purposes in case the equipment was damaged or destroyed. Some businesses 
even videotape their office spaces to have a video record of the assets. Talk to 
your insurance agent about the best way to document a list of assets.  

 Maintain a list of important phone numbers in case of a disaster. Such numbers 
might include:  

▫ 911 – Fire, Law Enforcement, EMS 
▫ Emergency Management Agency 
▫ Hospital 
▫ Insurance agent 
▫ Major suppliers 
▫ Utility company 
▫ Phone company 
▫ Local health department  

 
You may want to maintain certain supplies on the premises in case of a disaster. 
These might include:  

 Flashlight 
 First aid kit 
 Basic tool kit 
 Fire extinguisher [ensure it operates properly and staff know how it operates] 
 Updated employee list with home phone numbers in case you need to contact 

them regarding a change in office procedures 
 Battery operated radio with spare batteries  

 
There may be certain items and documents that you should consider keeping off 
site, perhaps in a safety deposit box. Those items might include:  

 Insurance policies  
 List of assets  
 Important phone numbers 
 Lease 
 Backup disks of business/billing records 
 Disaster plan/policies  
 Mailing list of current clients 
 
 
 
 



 
 



ACTIONS TO TAKE AFTER A DISASTER 
 
Below is a list of issues to consider in the event abusiness is severely damaged or destroyed. The 
list is not all-encompassing, but may provide an overall guide in the event a catastrophic disaster 
occurs. You may want to add, modify or take out some of these items depending on your 
business and the extent of the disaster. Whatever checklist you formulate, you may want to 
keep it off-site where it would not be damaged and could be easily accessed. The sample 
policies contained in this model disaster plan may also provide steps regarding action that 
should be taken in the event of a particular kind of disaster.  
 

Post-Disaster Checklist  
 
1. Office manager or designee contact employees regarding the extent of the disaster and 

what action employees should take in the short-term. The office manager and/or 
designee should notify all employees regarding whether the business will open and to 
ensure employees can be notified about future actions.  

 
2. Contact landlord and, if applicable, insurance agent for a general assessment of the 

damage. The office manager or designee should contact the landlord or owner of the 
building to determine the extent of the damage to office spaces occupied by the 
business. If the business owns the spaces, contact your insurance agent. (If damage is 
major – contact the county/city building inspector) If it appears that the damage is not 
significant enough to cause a major disruption to continued business, employees should 
be notified of this. If, however, the damage is such that the business may have to 
relocate for a significant amount of time (weeks or months), or permanently, the steps 
below should be considered.  

 
3. Reroute mail and phone calls. Mail to the business should be rerouted immediately if the 

business cannot operate. One avenue may be to obtain a post office box and have the 
mail rerouted to it. The mail should then be picked up daily. The business should also 
consider where phone calls to the business should be rerouted. Upon notification, a 
recorded message may be made available by your phone service provider until a 
temporary phone line can be established. Contact your phone service provider for 
options.  

 
4. Contact insurance carrier. When the insurance company is notified, the event that has 

occurred and initial damage assessment should be relayed. The company should also be 
asked how quickly it can have an assessor sent to the location for a full assessment of 
the damage to the building and facilities. It is important that such an assessment occur 
as quickly as possible. The business should request that the property damage 
assessment be videotaped to ensure all damage is recorded.  

 
5. Keep an accounting of all damage-related costs. The business should track, and 

encourage all employees to track, all damage-related costs that may be incurred in the 
event of a disaster. Such costs might include mileage driven by employees, long-distance 



phone calls, equipment, mailing, leasing equipment, etc. Such costs should be reported, 
with receipts, to the business’s bookkeeper as they may be reimbursable by the 
insurance company.  

 
6. Conduct salvage operations. Keep damaged goods on site until seen by an insurance 

adjuster. Once it is safe to enter the premises, the business should assign personnel to 
conduct salvage operations as soon as possible. Any items or equipment that can be 
saved should be removed, but damaged goods should be kept on site until seen by an 
insurance adjuster. If it is believed damaged property can be used again, it should be 
protected from further damage while remaining on the premises.  

 
7. Call a meeting of Key Employees. Once the extent of the damage is known and the 

insurance company has been notified, the business should call a meeting of all 
employees or, if a large business, the principal supervisors. Such a meeting may be held 
at a location outside of the business should the business’s spaces be unusable. While 
the following list is not all-inclusive, it is a suggested list of topics that may be discussed 
at the meeting:  

• Damage assessment  
• Status of employees  
• Client records access  
• Financial resources  
• Information processing  
• Office space needs – temporary/permanent  
• Immediate equipment needs  
• Contacting clients and suppliers  

 
8. Obtain new office space. After priorities are established, the business should look into 

obtaining temporary/permanent office space. The landlord should be contacted 
regarding whether the office spaces will be able to be occupied in the near future. If not, 
a search for new office space should be conducted.  

 
9. Equipment needs for temporary office space. Consideration should be given regarding 

what equipment will be needed, both in the short-term and the long-term in the event 
the office equipment is damaged or destroyed. The business should consult the list of 
equipment and assets kept for insurance purposes to have a good idea of what might be 
needed.  

 
10. Contact clients. Once the extent of the damage and priorities are determined, the 

business’s clients should be contacted. Depending on circumstances, clients should be 
told about the damage and where inquiries regarding service and records should be 
made. This may be done by an ad in the newspaper, on the radio or some sort of mailing 
to existing clients if such a mailing list is kept off-site. You may also want to consider 
contacting other like businesses to find suitable alternatives to service the needs of your 
clients.  

 
 



SAMPLE DISASTER POLICIES  
 
Set out in this document are comments and sample language to consider in drafting 
particular policies for your office in the event of a disaster. The list of policies is certainly not 
complete as there may be other policies that you may want to consider. Such things as 
evacuation plans, etc., should be written into the policies to meet the particular layout of 
your practice.  

 
General Disaster Policy  

 
Every office should have some type of general disaster policy that sets out the policies and 
concerns of the business. Such a policy may read something like the following:  

Model Policy  
The goal of [business] is to protect clients and staff in the event of an action or an 
occurrence that poses a threat to life or property. Procedures will be adopted to address as 
much as possible events that would threaten the lives and health of clients and staff. The 
protection of property and resources, while a secondary priority, will also be addressed by 
policies and procedures.  
 
Staff will be given copies of all procedures and, at least annually, a review of the procedures 
will be conducted, although the office manager may make changes as needed or required.  

 
Bomb Threat – Model Policy  

[Business Name] recognizes that it may receive a notice, by telephone or by written 
message, that a bomb has been placed in or around the business. Actions taken in response 
to such a threat should be prompt and assure the safety of clients, personnel and visitors to 
the business. While a bomb threat may be a hoax, all such threats should be treated 
seriously.  
 
If a staff member receives a bomb threat call, the staff member should take the following 
actions:  

• Remain calm.  
• Ask the caller to repeat the message and attempt to write down as much of the threat 

word-for-word as possible.  
• If the caller does not indicate the location of the bomb and the time of possible 

detonation, ask the caller to provide this information.  
• Listen closely to the caller to determine sex, accents, or speech impediments.  
• Pay particular attention to peculiar background noises, such as motors running, 

background music and any other noise, which may give a clue as to where the call is 
being made.  

• Notify 911 and the office manager relaying the information you obtained.  
 
 



Once it is determined that a bomb threat has been made, the office manager or designee 
will evacuate the office following these guidelines:  

• Do not touch anything electrical including turning lights on or off.  
• Do not take a phone off the hook or replace it.  
• Do not use radios or cellular telephones.  
• Do not move anything that looks out of place,  

 
If a suspected bomb device is found, take note of the location, but do not touch it. Notify 
911 regarding the whereabouts of any suspected bomb device.  

 
 
 

Evacuation  
Evacuation procedures may be instituted in the event of a fire or other disaster. It is 
important for a business to have an evacuation policy that is known and understood by the 
staff to ensure an orderly evacuation. The policy should include some sort of procedure to 
ensure that clients/visitors are evacuated and not left in the building. The model policy 
below should be tailored to fit the needs of your business and staff.  

 
Model Policy  

When a fire or other disaster necessitates the evacuation of the office suite, each staff 
member should follow the evacuation instructions in order to ensure an orderly and 
efficient evacuation.  
 
Any member of the staff suspecting a fire or other situation that may necessitate the need 
to evacuate the office suite is to notify [the office manager] immediately. The [office 
manager] will investigate and make the decision to evacuate the office. The [office 
manager] will make the announcement to evacuate. (Insert how announcement will be 
made). Staff will assist with directing clients/visitors to the nearest exit. Each room and 
restroom will be checked.  As each room is vacated, the door is to be shut. The receptionist 
will turn the phones over to the answering service, if possible, and will exit through the 
nearest exit being sure to close the door into the business office.  
 
[The office manager] will evacuate last ensuring that all personnel and clients/visitors are 
evacuated and that all office doors are closed.  
 
Following evacuation, staff members, clients and visitors are to meet [at a designated 
location].  

 
 
 
 
 



 
Fire  

 
When formulating a fire policy, you should tailor any policy to meet the needs of your office 
based on its design and equipment. The following are suggestions for a fire policy that 
require you to insert whatever information you need.  

 
Model Policy  

 
The purpose of this policy is to reduce the possibility of a fire in the business, as well as 
specify the equipment and policies that are to be used in case of a fire.  
 
The following personnel are responsible for maintenance of equipment or systems:  

 Fire extinguishers – [list personnel]  
 Sprinkler systems – [building maintenance or your landlord may be responsible for 

this]  
 Fire alarms – [building maintenance or your landlord may be responsible for this]  

 
The [office manager] is to ensure that every employee is taught how to use a fire 
extinguisher. Fire extinguishers are located [list locations].  
 
The basic instructions for using a fire extinguisher are [list basic instructions].  
 
[The office manager] will ensure that at least annually each employee checks his/her 
equipment, including electrical cords, for anything that might lead to a potential fire.  
 
All exits are to be kept clear of any obstructions including boxes, equipment, trash, etc. If 
any employee notices material blocking a potential exit, the employee should notify [the 
office manager].  
In the event of a fire:  

 Pull the fire alarm  
 If the fire is small and there is no imminent danger, attempt to extinguish 

the fire with a fire extinguisher.  At no time does staff take any action that 
could endanger the staff or others. 

 If the fire is too large to control with an extinguisher, call 911  
 
Initiate evacuation procedures [See model evacuation policy. You should once again list 
your evacuation policy under your fire policy, tailoring it to meet the needs of a fire].  
 

 
 
 
 
 



 
Medical Emergencies – Model Policy  

 
If an employee /client/visitor is injured/becomes ill, the initial responsibility of an employee 
is to provide the needed first aid or arrange for emergency medical response or professional 
medical care. 

 Treat the injured individual using the supplies from first aid kit. 
 For minor injuries requiring professional medical care offer to drive the person to a 

medical provider.  
 If a person has a medical emergency or a major injury, emergency medical service 

(911) is called, the person’s emergency contact person and the Office Manager is 
notified immediately. (An employee should be sent to each entrance to the building 
in order to direct emergency personnel to the location of the medical emergency.) 

 Any person not involved in assisting the victim is removed from the area where the 
emergency is occurring.  Persons are shielded from the activity to prevent fear and 
anxiety.  

 When emergency medical services personnel are finished providing services, staff 
and others are debriefed as necessary, then allowed to resume the activities 
already in progress.  

 Fill out critical incident report and follow up with the person as needed.  

Medical information on staff is located in designated places and all staff are trained on the 
locations.   

Supplies 

Basic first aid supplies are accessible to employees. The Office Manager or Designee is 
responsible for conducting a monthly check to ensure all supplies are replenished 
and available. 

 
Severe Weather – Model Policy  

 
 Employees assist all persons in moving to the designated safe area. 
 Maintain flashlight and voice contact among persons at all times. 
 Direct all persons to kneel down of their knees with their head between their legs 

covering their head with their hands. . 
 Make sure to do a head count before moving to the safe place, after arriving at safe 

place, and after leaving the designated area. 
 After absolutely certain that the storm has passed, staff members should do a head 

count, provide any necessary first aid and call 911 for any necessary response 
agencies. Check the complete building for any damages such as fire, water, or 
structural.  Turn on and test utilities. 

 Notify the Office Manager as soon as possible with an update of conditions. 
 Notify all staff that services are needed. 

 



 
For severe thunderstorm WATCH  

 Advise all staff members of the weather condition.   

 Monitor radio/television news for updates.   

 Modify outdoor activities to ensure that relatively quick access to shelter is 
available. 

 
For severe thunderstorm WARNING 

 Advise all staff members of the weather condition.   

 Monitor radio/television news for updates.   

 Terminate outdoor activities and seek shelter. 

 Monitor sky conditions.  If you see a dark, funnel shaped cloud, seek shelter and 
if possible, call 911 and report it. 

  
For tornado WATCH take all precautions included in a Thunderstorm Watch. A Tornado 
Watch means that conditions are right for severe thunderstorms and possible tornadoes to 
develop 

 Upon approach of thunderstorms, cease any outdoor activity that would delay 
the seeking of shelter. 

 Monitor sky conditions.  If you see a dark, funnel shaped cloud, seek shelter and 
if possible, call 911 and report it. 

 
For tornado WARNING A Tornado Warning means a tornado has been seen or detected by 
radar.   

 Monitor radio/TV continuously. 

 Monitor sky conditions continuously.  If you see a dark, funnel shaped cloud, 
seek shelter and if possible, call 911 and report it. 

 Turn off all utilities it time permits. 

 Move all persons to a designated location. 

 

 
Earthquakes – Model Policy  

 
• If an earthquake occurs, remain calm.  
• Get under a sturdy table or desk or brace yourself in a doorway or corner.  
• Stay away from windows, mirrors or anything else that might shatter.  
• Once the earthquake is over, move carefully and with caution watching for fallen 

items, debris, or broken glass. Do not rush for an exit. Expect aftershocks.  
• Use a flashlight for light if needed. Do not use a lighted match or electrical switches in 

case of gas leaks.  
• Check for injured and trapped persons. Do not attempt to move seriously injured 

persons unless they are in immediate danger of further injury.  
• Check for fires and extinguish them with a fire extinguisher. If unable to extinguish the 

fire, leave immediately.  



 

 
Workplace Violence – Model Policy  

 
In the event of a disturbance or disruption by staff/clients/visitors in the [business], action 
should be taken to prevent physical injuries to staff/clients/visitors. Such situations may 
include an individual raising his/her tone of voice or making threats to a level that makes an 
employee, client or visitor uncomfortable, and the individual will not calm down.  
 
Responding to Non-Threatening Disruptive Behavior 
While responding to non-threatening behavior may appear to be outside the scope of this 
emergency plan, it is actually not, since dealing properly with non-threatening behavior 
may prevent that behavior from escalating to threatening or violent behavior. The 
following steps should be taken in response to non-threatening disruptive behavior: 
 

 Attempt to defuse the situation by responding quietly and calmly. 
 Avoid taking the individual’s behavior personally. 
 Demonstrate concern by listening closely and asking questions. 
 Communicate clearly and summarize what you heard the individual say. 
 Focus on the areas that you and the individual agree upon and try to resolve the 

 individual’s concern. 
 Notify others (Office Manager, staff) as appropriate, if only to document the 

 incident. 
 
If the disruptive behavior continues, assess whether or not the individual appears to be 
dangerous. If you believe that the individual is upset but not dangerous, set limits and 
seek assistance from others as necessary. Examples of setting limits include instructing 
the individual to lower his/her voice; advising patience so you may help; warning that 
disruptive behavior will not be tolerated and asking the individual to leave your office/area. 
If the individual refuses to leave, tell him/her that you will notify law enforcement. 
 
Responding to Threatening Behavior 

 Follow the guidelines in Section II above. 
 Remain in a public area and avoid isolation. 
 Do not touch or attempt to remove the individual from the area. 
 Alert others for assistance by using a prearranged distress signal or device. In turn, 

they should notify 911 immediately of as many details as possible of the ongoing 
incident. 

 Do not allow the individual to know that 911 is being called if you believe the 
individual will respond violently. 

 Find a way to excuse yourself from the area and get help. For example, you might 
 say, “I need to go check your files.” 

 
Responding to Emergencies: Active Shooter and Other Violent Incidents 
Shootings and other violent acts are unpredictable, and your immediate response depends 



on the situation you face. The following guidelines are based on the best practices 
established by law enforcement experts. 

 If it is possible to do so safely, exit the building immediately when you become 
aware of an incident, moving away from the immediate path of danger, and take 
the following steps: 
 Notify anyone you may encounter to exit the building immediately. 
 Evacuate to a safe area away from danger and take protective cover.  
 Stay there until assistance arrives. 
 Call 911 and provide the dispatcher with the following 

       information: 
▫ Your name 
▫ Location of the incident (be as specific as possible) 
▫ Number of shooters/assailants, if known 
▫ Identification or description of shooter(s)/assailant(s) (race,      

gender, clothing description, physical features, type of weapon,      
etc.) 

▫ Your exact location 
▫ Injuries to anyone, if known 

 
 If you are directly involved in an incident and exiting the building is not possible, 

take the following actions: 
 Go to the nearest room or office. 
 Close and lock the door.  Barricade door if possible. 
 Turn off lights, radios and computer monitors. 
 Close blinds and block windows. 
 Seek protective cover (behind concrete walls, filing cabinets, thick       

desks, etc.), away from windows and doors. 
 Keep quiet and act as if no one is in the room. Silence cell phones. 
 Do not answer the door. 
 Notify 911if it is safe to do so, providing the dispatcher with the 

  following information: 
▫ Your name 
▫ Your location 
▫ Number of shooters/assailants, if known 
▫ Identification or description of shooter(s)/assailant(s) (race,       

gender, clothing description, physical features, type of weapon,      
etc.) 

▫ Injuries to anyone, if known 
▫ If you are unable to call 911 and you have a silent alarm in your area, 

activate the alarm. 
▫ Wait for law enforcement to assist you out of the building.  Local law 

enforcement agencies are trained and equipped to respond to an 
emergency incident of this nature. 

 



 

Hazardous Materials – Model Policy 

[Business Name] does not maintain hazardous materials that could spill. In the event a 
spill occurs on the property, management responds to incidental release of hazardous 
substances when the substance can be absorbed, neutralized, or otherwise controlled at 
the time of release in the immediate area.  
If [Business Name] is made aware of a large spill or fire occurs that is not controllable, 
management will contact 911.. 
 
In the event of external spill, management listens to the local radio or TV station or 
emergency professionals for instructions on how to evacuate, treat or avoid the spill.  
Hazardous materials include corrosives, gasses, explosives, and radioactive substances.  
Should an accident with any of these substances occur within the facility or grounds the 
following procedure are observed:  

 Evacuate the area immediately. 
 Do not turn any electrical switches on or off. 
 Eliminate all open flames. 
 Evacuation should be to an area (if possible) upwind and uphill of the 
      facility. 

 
 Call 911 and report that there has been a Hazardous Materials Spill. 
 Do not attempt to contain, touch, or identify (if unknown) the hazardous 

material. 
 Do not attempt to rescue someone who has been overcome by fumes. 
 If a person has had contact with chemicals, the chemicals should be washed off 

immediately. 
 Do not return to the building until authorized to do so by the fire department. 
 Staff notifies the Office Manager.   
 If exposure is external within the community, staff adheres to community 

procedures that are broadcast on the radio or television. 
 

Shelter-In-Place  

There may be situations when it's best to stay where you are to avoid any uncertainty 
outside. There are other circumstances, such as during a tornado or a chemical incident 
when specifically how and where you take shelter is a matter of survival. You should 
understand the different threats and plan for all possibilities.  

If you are instructed by local authorities to take shelter, do so immediately.  



 If feasible, develop a system for knowing who is in your building in case there is 
an emergency.  

1. Establish a warning system.  
o Test systems frequently.  
o Plan to communicate with people with hearing impairments or other 

disabilities or who do not speak English.  
2. Account for all workers, visitors and customers as people arrive in the shelter.  

o Take a head count.  
o Use a prepared roster or checklist.  
o In general, employees cannot be forced to shelter, however there are 

circumstances when local officials will order that everyone stay put. It is 
important to speak with your co-workers in advance about sheltering to 
avoid confusion and allow for cooperation in the event you need to shelter-
in-place.  

3. Assign specific duties to employees in advance; create checklists for each specific 
responsibility. Designate and train employee alternates in case the assigned person 
is not there or is injured.  

4. Get emergency supply kits and keep them in your shelter locations.  
5. Practice your shelter-in-place plan on a regular basis.  

"Seal the Room". If local authorities believe the air is badly contaminated with a chemical, 
you may be instructed to take shelter and "seal the room."  

The process used to seal the room is considered a temporary protective measure to create a 
barrier between your people and potentially contaminated air outside. It is a type of 
sheltering that requires preplanning.  

1. Identify a location to "seal the room" in advance.  
o If feasible, choose an interior room, such as a break room or conference 

room, with as few windows and doors as possible.  
o If your business is located on more than one floor or in more than one 

building, identify multiple shelter locations.  
2. To "seal the room" effectively:  

o Close the business and bring everyone inside.  
o Lock doors, close windows, air vents and fireplace dampers.  
o Turn off fans, air conditioning and forced air heating systems.  
o Take your emergency supply kit unless you have reason to believe it has 

been contaminated.  
o Go into an interior room, such as a break room or conference room, with 

few windows, if possible.  
o Seal all windows, doors and air vents with plastic sheeting and duct tape. 

Measure and cut the sheeting in advance to save time.  
o Be prepared to improvise and use what you have on hand to seal gaps so 

that you create a barrier between yourself and any contamination.  



o Local authorities may not immediately be able to provide information on 
what is happening and what you should do. However, you should watch TV, 
listen to the radio or check the Internet often for official news and 
instructions as they become available. 

  If you have any employees with disabilities or special needs, ask them what 
assistance, if  any, they require.                                            
        Information obtained from www.Ready.gov 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 

Natural Gas 
 

 If there is a natural gas leak, the properties of natural gas are that it is lighter than 
air and will dissipate into the atmosphere in the unlikely event of a leak outside 
the building. 

 If the leak is within the building the situation is much more serious. Natural gas in its 
natural state is non-toxic and odorless. As a safety precaution, an odorant is added 

http://www.ready.gov/


to ensure quick detection in case of a gas leak. If you can smell gas do not smoke, 
induce a spark, light flames, or use a mobile phone in the vicinity.  

 Notify 911 immediately and the Office Manager and immediately evacuate the 
building. 

 


