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General Tips for Developing Your Emergency Operations Plan (EOP) 

Planning 

Planning is not a one-person job. The more involvement and input you have from staff, the better your 
plan will be.  You must also have input from your local city and county emergency managers.  Show 
them your plan and ask for suggested improvements. Share your plans with your residents and their 
families when your plans are complete. 

Staffing 

Identify by name and title the primary person who will be in charge during an emergency and at least 
one alternate who will be in charge if the primary person is unable to serve in that capacity. Identify 
the “Chain of Command” to ensure continuous leadership and authority in key positions. 

Plan for staff shortages by cross-training your staff to ensure more than one staff person can carry out 
duties of other staff, should they be ill (as in a pandemic), injured, or unable to get to your residence. 
Perhaps the cook is out, but housekeeping staff could cook for one shift.  If only one person presently 
does all of these tasks, make sure there is a back-up for that person. For instance, there should be at 
least three people who could be in charge, three people who could administer medications, three 
people who could drive for evacuation, etc.   

Keep in mind that disaster shifts may not be normal eight-hour work-days.   

Transportation and Vehicles 

 Plan for transportation for your residents and staff during an evacuation by making agreements in 
advance with multiple transportation companies.  In emergency planning, these agreements are often 
called memorandums of understanding (MOUs).  During a community-wide disaster, several assisted 
living and other long-term care communities may be depending on the same transportation company 
you are planning to use to evacuate their residents. (In large-scale community-wide disaster events, 
local transportation resources may not be available at all.)   

In addition to transporting residents and staff, you will also be transporting supplies (i.e., food, resident 
records, medications, medical equipment, etc.)  Include copies of all transportation agreements with 
your plan. 

Contact your local and county emergency manager to see if there are transportation resources available 
you may not be aware of.      

On a map or maps, identify a primary evacuation route and several alternate evacuation routes that to 
be used if the primary route becomes impassable. Provide written driving directions with each map, as 
well as a contact telephone number, should a driver become lost. 
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Consider: 

Who will be your drivers? (Plan for alternate drivers.) 

1. Do your drivers have experience and have they been trained in transporting wheelchair or 
walker-dependent residents? 

2. How many staff will you send with your residents? 

3. How many vehicles will be needed?  Or, how many trips will available vehicles be able to 
make? 

5.  If there is an impending blizzard, make sure any residence-owned vehicles have adequate 
 fuel/chains/etc. before severe weather hits. Before any event for which you have advance 
 warning, make sure you have a full tank of gas, and that your vehicle is in good working order. 
 Keep a "Go-Kit" for the driver in all vehicles.   

4. What are your plans for evacuating your pets? 

5. Do you have a list of family volunteer drivers? 
 

Medications 

 If your regular pharmacy cannot supply the medications your residents need -- due to weather, 
shipping problems,  road closures, etc. -- it's best practice for your residence to have two additional 
sources. Consider: 

1. How the pharmacy will transport medications to you. 

2. How you will pay during an emergency. (Perhaps set up an account, or have petty cash 
available) 

3. Alternate methods of delivery or storage (mail may not work, roads may be closed).  

4. Do you know what the Strategic National Stockpile (SNS) is and how it works?  Ask your local 
emergency manager. 

 
Plans 

Several copies of your the Emergency Operation Plan (EOP) should be located around your residence 
and staff should know where they are kept.  Have a system for keeping resident face sheets and care 
plans updated, and a plan for transporting these documents to your alternate location in the event of an 
evacuation (including the name of the person, and an alternate, who will be responsible for this task).  

Consider: 

1. What are the most important pages from your residence's EOP that you will want to take with 
you should you need to evacuate? Make a list of them and share them with your staff.  Make 
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sure they are kept current. Place in "Go-Kits."  These pages could be the Evacuation Standard 
Operating Procedures (SOPs) and the Job Action Sheets for each.   

2. Specific Job Action Sheets should be available for each staff person that instructs them in what 
to do during a shelter-in-place event or evacuation event.  Keep them handy for staff, either at 
work stations or in staff "Go-Kits."    

In addition to the body of the plan, you will want to include updated supplemental material to it.  
Updated supplemental material may include, but need not be limited to: 

1. Transportation contracts or memorandums of understanding 
2. Memorandums of understanding with alternate locations 
3. Evacuation maps 
4. Residence floor plan 
5. Residence policies and procedures, including insurance, personnel, a pet policy, etc. 
6. Fire safety plan, approved according to state requirements 
7. Standard Operating Procedures (SOPs)  
 

Share your Emergency Operations Plan with your local government emergency managers (city and 
county). They need to know that you are out there and the types of residents that you serve, so they can 
include your residence when planning for  community-wide emergencies.   They can also help with 
assessing the hazard risks for your area, and accessing resources (shelters, transportation, etc.) in your 
area.  They also need information from you for surge planning and special needs planning when your 
residence becomes overwhelmed.  They need to know what your residents’ physical, medical, and 
mental limitations are, as well as other special needs.  

 If your residents go to a mass shelter, staff from your residence MUST accompany them and meet all 
of their care needs.  Do not expect any help from shelter staff in caring for your residents.   
 
Emergency Plan Review and Maintenance 

 An annual review could include, but is not limited to: 

1. Communications with the local Office of Emergency Management (OEM) 
2. Close review of evacuation destinations and directions 
3. Physical plan analysis along with annual fire safety reviews 
4. Transportation arrangements and contracts 
5. Mutual aid agreements with other facilities, agencies, etc. 
6. Evacuation maps 
7. Standard operating procedures for sheltering in place, evacuation, and the five hazards 

required in the assisted living regulations, and any other hazards specific to your region. 
8. Residence floor plan with sheltering locations marked, with enough copies for staff and 

other emergency personnel 
9. Cross-training efforts and cross-coverage assignments 
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Every two months, review and/or update your emergency plan pages on: 
1. Contact information and call-down lists for key staff members 
2.  Contact information for resident's families 
3. Resident face sheets, care plans and medication orders  
4. Designated staff and departmental emergency assignments 
5. Staff organizational chart 
 
Remember that state regulations require that: 
1. Within three days of date of hire or start of volunteer service, you must provide adequate 
 training in emergency and fire escape plan procedures. 
2. Every two months, there shall be a review of all components of your emergency plan, 
 including each individual's employee's responsibilities under the plan, with the staff of each 
 shift. 
 

“Go-Kits” 

“Go-Kits” for staff should be prepared in advance and stored within easy reach at each work station.   

1. Staff should play an active role in the “Go Kit” planning process and should ultimately be 
responsible for what is in their “Go Kit.” 

2. Food (granola bars, power bars) and water should be rotated so supplies are always fresh.  
3. Thrift stores, dollar stores and other inexpensive sources may have usable backpacks.  Choose 

the correct size for your backpacks after you've gathered everything to put in them.  
4. Contents will vary depending on job duties.  For instance, QMAPs will need some supplies that 

differ from kitchen staff supplies. 
 

Supplies 

1. Extra plastic eating utensils, paper plates, cups and garbage bags, and other dry goods supplies 
may be needed during ANY emergency.  

2. Garbage pick-ups may be delayed and storage of garbage may become an issue.  Think ahead.   
3. Power, gas or electric may go out and cooking may not be possible.   

 

Housekeeping 

1. Normal housekeeping routines may not be possible during a disaster.   
2. Only critical functions may be able to be performed.  What would that look like for your 

residents?   
3. List necessary functions at your residence, and staff who would perform them on all shifts 

during a disaster.   
4.  Plan for gaps in services. 
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Communicating and Communications Equipment 

1. Old-fashioned rotary telephones may work during power outages and during disasters when 
newer, touchtone telephones will not.   

2. Consider how your residence will communicate without power, cell phones, cable or other hard 
line telephones.  

3. Does your residence have a National Oceanic and Atmospheric Administration (NOAA) radio 
for informational updates?  These radios are essential for communications during severe 
weather.  

4. If your NOAA radio does not have a hand-crank or solar-power option, consider purchasing at 
least one such alternative power radio. 

5. Two-way hand-held radios inside the residence work well. 
6. Keep a fresh supply of back-up batteries on hand.  

 
Securing Confidential Information Off-Site 

At least one copy of confidential information for each resident should be kept off-site in a secure, 
restricted access location by the administrator or manager in case of fire. If evacuation occurs at night, 
caregivers may only have time to evacuate residents, leaving behind important resident information.  
HIPAA laws apply during disasters, so do not give confidential resident information out or store in a 
manner that allows access to other than the responsible staff member. Check with your legal advisor. 

During an emergency, family members may pick up their loved ones to personally care for them. Make 
sure to use release forms. The form should contain at least the following information to protect the 
residence, to complete residence records, and to ensure the resident is going to a safe, legitimate 
residence or location: 

1. Name and address of authorized person to whom the resident is being released 
2. Driver’s license information of the individual to whom the resident is being released 
3. Time and date of release 
4. Reason for release 
5. Address, location, contact name(s) and telephone contact information of place resident(s) will 

be staying 
 

Utilities 
 
Call utility companies and identify your residence and why your special population of residents may 
need the utility's critical services during emergencies.  This means that if the power goes off, you may 
be put on a priority list to get power back as soon as possible.  
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Visitor and Volunteer Considerations 

Advance planning is necessary to consider the issue of visitors and volunteers during a disaster.  The 
residence business owner should take the following steps: 

1. Consult with legal and insurance advisors to ensure a full understanding of premises liability, 
duties and responsibilities owed to all classes of invitees including, but not limited to, minors and 
insurance policy coverage.   

2. After such consultations, clearly communicate the residence’s policy concerning invitees during 
a disaster to the administrator and other key staff, as appropriate. If a decision is made to permit 
invitees to shelter in the residence, the policy should also address resident safety, adequacy of 
food and other supplies, space, sleeping arrangements, etc.   

3. If the residence elects to permit minors to shelter in the residence, in addition to following 
advice provided by legal and insurance providers, the policy should ensure such minors are 
supervised at all times by a parent or relative in a location that is separate from resident quarters. 


