Disaster Plan Checklist for Nutrition Program Template
Every disaster can have different repercussions and planning can help limit problems that might occur. The following list will help you develop and maintain a disaster plan. To assure your plan is up to date review it at least annually and immediately before/or after a potential expected threat or actual disaster. 
1. Administrative information    Keep this information updated and have a hard copy accessible off-site
· Maintain a list of current staff/volunteers and their contact information (home and cell telephone numbers)
· At least annually, update contact information, especially phone numbers for the participant and the emergency contact to be sure it is accurate. 
· Have County/Tribal Emergency Manager/Administrator’s contact information on file (home and cell telephone number)

· Have Aging Director’s contact information on file (home and cell telephone number)

· Include the on-call calendar for the facility, listing telephone or beeper numbers for on-call staff  (If applicable)

· Maintain name and telephone numbers (cell and work) for all food and supply vendors. 
· Maintain a recent hard copy of your route sheets and maintain a recent list of participants, especially homebound.

· Maintain backups for your other computer files (flash drive, CD, DVD, external hard drive, or system network)

· Assure that all staff know how to locate and implement the disaster plan

· Other: _______________________________________________________

2. Plans to assure operation of foodservice 
Be sure you have a Plan B, C, and maybe D in case of an emergency! It’s a good idea to send out a 3-day supply of meals (frozen or shelf-stable) in case there is a delay in getting the emergency backup started.
Various scenarios Include:
· If your kitchen staff or facility is unavailable to prepare meals. 
· If you have more than 1 cooking site, have plans for the other site(s) to be the backup. Be sure you have enough capacity to cook and store additional food and supplies. 
· Have a list of back-up Certified Kitchens that you could prepare meals out of if your facility is damaged and unusable. Be sure they have enough capacity to cook and store additional food and supplies.

· Maintain a list of back-up cooks. If your staff is unavailable, have a list of cooks from other locations within your program or within the community that are Certified Food Manager Certified, that could fill in. This could mean cross-training staff or reach out to local restaurants, schools, caterers, etc. Have their name and contact information. 
· Work with your food distribution vendors. Know what shelf-stable and frozen meal options they have available. Develop a 7-14 day Emergency Menu that utilizes these foods and if you have the storage, order foods to have on hand. You can either send out a 2-3 day supply of Emergency meals annually or in the event of a pandemic or for winter preparedness. We sure to replace emergency meal stock at least annually or as used.
· Reach out and have a conversation with cooking facilities in the county/tribe to see if they can prepare meals in an emergency. Be sure to ask their capacity.  You may need to have more than 1 backup site. For example, 50 meals from the county NH, 50 meals from the local school, 50 meals from a local restaurant. Don’t put all your eggs in 1 basket. If a disaster hits, it may affect the entire community so spread the options out through the county/tribe. 
· Have a signed Memorandum of Understanding or Contract in place. Follow your county/tribal procedures. 
· Consider having a Mutual Aid Agreement in place with a contiguous county or tribe that has a central kitchen or on-site kitchens, to cover areas near county/tribal borders. Know their capacity.
· Assure that a 3-day supply of nonperishable foods is available in-house for cooking facilities. 

· Your caterer is unable to prepare meals. 
· Develop relationships with other possible local vendors such as hospitals, nursing homes, local restaurants, caterers, jails, schools, colleges/universities/technical schools, private Meals on Wheels agencies, food trucks, grocery stores/delis, casinos, etc. to provide meals if the primary caterer is unable to. 

· Select 1-3 as back-ups and have a signed Memorandum of Understanding or Contract in place. Follow your county/tribal procedures. 

· Your paid and/or volunteer drivers are unable to deliver meals.
· Be sure HDM Routes are clearly mapped out and a detailed list for delivery that someone could follow if they had to step into that role. 
· Good idea to have the staff or back-up volunteers ride along with the driver of the designated route at least once. If this is not an option, consider riding along and taping the procedures that drivers do daily that a fill-in driver could watch.
·  Have a list of other county/tribal employees/departments that could assist with meal delivery.
· Reach out to local businesses, volunteer organizations, Police/Fire/EMTs, Mobility Managers who have access to volunteer drivers, Civic Clubs, Veteran’s Officer, etc. to see if they would be willing to help deliver meals in an emergency. 
· Have a back-up pool of volunteer drivers that are trained, back-ground checked, and know the routes.
·  Consider doing 2 weeks on/2 weeks off rotations for paid and volunteer drivers. This has been successful in recruiting and retaining drivers.
· Your HDM Distribution site is unable to assemble meals. 
· What is your back up? Is there space for hot and cold holding equipment, packaging meals, storage space for meal packaging, and cleaning/sanitizing supplies? Are thermometers and food temp logs available? 
· Assure that a 3-day supply of paper/plastic/Styrofoam™ dishes and utensils is available in-house for both cooking and non-cooking sites. You will need a way to serve the food that doesn’t require washing dishes or utensils.

· HDM supplies:  Have aluminum trays and lids on hand to use in case the electricity is out and you can't heat seal the Oliver Trays or purchase plastic snap-on lids to have on hand in case the power is out. Styrofoam trays could work but they are not a good option for many reasons.
· Your Senior Dining site is unable to host meals
· What is your back up? Attend a different site, offer HDMs, offer Carry out or Grab n Go if allowed during an emergency declaration?
· Your Grab n Go Distribution site staff are unavailable
· What is your back up?  Can staff from another site package the meals and bring them to the Grab n Go site? Can participants drive to another site, is the distance reasonable?
Other Logistics to Consider:
· Water Supply is interrupted. Obtain and maintain a written contract for a source of water in case of loss of water supply. For vendors: include language in the contract that encourages them to have either a 3-day supply of bottled water on hand or have a back-up source for water in case they lose their supply or it becomes contaminated.  Rule of thumb, a minimum of ½ gallon/per person/day for drinking.
· Storage of Perishable Foods: For cooking facilities, if possible, maintain a written contract with another facility to store perishable foods in the event of a sudden and extended loss of power for freezers, refrigerators, and coolers. 
· Plan ahead and know who has refrigerated trucks you could borrow, i.e. your food distributor is a good place to start. It is a good idea to have at least two trucks, one for water/juice and one for food/ice. You can also check with local grocery stores, Beer Distribution Companies, they have refrigerated trucks. They can also be utilized to potentially transport frozen meals, their trucks are empty at the end of the route. 
· Have a list of facilities in each community that have back-up generators in case of an extended power outage. 
· Know where to Obtain Dry Ice. Obtain dry or safe block ice to keep your refrigerator and freezer as cold as possible if the power is going to be out for a prolonged period of time. Check this website for a directory of where to buy dry ice http://www.dryicedirectory.com/
· In the event of a gas leak, be sure that the gas shut off valve is clearly marked and that all staff knows where it is located.

· If the telephones are not working at your facility or cell phone service is down, are there alternative ways to make contact with others? 
· Consider hand-crank emergency and weather radios for each dining center. Also, a good idea to suggest that home-bound folks have access to as well.  
· If you have a SmartPhone you can still connect with people using Gotenna. This is not a promotion of this product, just an FYI. For more information go to http://www.gotenna.com/ 

· What is the nearest place to go for emergency help if the phones are not working?
· Keep flashlights with working batteries in your kitchen and/or dietary offices and be sure staff and volunteers know where they are located.

Discuss the plan with your local Emergency Manager 
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