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 to prepare individual food 
efforts in your area. 
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se emergencies exist on the individual level: the loss of a job, a 

ng need for 
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In many communities, the food pantry is a familiar and trusted resource.  In 

heir local 
ries need to 
fectively 

                                        

 
The purpose of this guide is to serve as a starting point for food p
coalitions* and individual food pantries interested in preparing fo
and disasters.  It has been designed to give food pantries and coal
ideas about how to tackle the process of disaster preparedness 

r emergencies 

coalition as a whole by working together, on how
pantries, and how to tie into other preparedness 
 

Why Should Food Pantries Make 
Preparedness a Priority? 
 
Food pantries exist to meet the emergency food needs of their c
Oftentimes the
lack of money or resources at the end of the month, or an ongoi
support due to a fixed income.  Whatever the reason, food pantri
to help their clients meet their most basic needs: nourishment, c
and understanding. 
 
Food pantries are there for their clients’ day-to-day
should also be ready to support their clients in the wake of larger disasters
Recent events like Hurricanes Katrina, Rita, and Wilma have unde
devastating effects disasters can have on vulnerable communities.
these events, food pantries need to start seeing emergency pre
natural and necessary extension

times of disaster it is realistic to expect that people might turn to t
food pantry for food, assistance, and information.  Thus food pant
be ready to maintain their services in the best way possible and ef
refer clients to other sources of help.   

 
* If your food pantry isn’t a part of a coalition or network, or if food pantries in 
your area don’t already work together collaboratively, disaster preparedness is 
a great reason to start.  In any emergency situation, our ability to persevere is 
strengthened when we work together.  Consider contacting other food pantries 
in your area to discuss ways you can team up to make preparedness a reality.  
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aily work.  Most food pantries are already 
busy dealing with the day-to-day emergencies of their clients, often under 

th some ideas 
ries in your coalition to prepare in 

th realistic and meaningful.  It is helpful to keep a few things 

gs with the 
 structural 

nd retrofit your building for earthquakes, but in the 
meantime, do something as simple (and free!) as teaching your staff and 

shut of your gas and electrical lines.  After all, more than 
by broken gas 

 do to prepare that are also useful day to 
or emergencies daily, from unexpected 

s of volunteers that forget to show up.  Learning 
for food 

s, while at the 

 

 Over Time 
ared is virtually 
.  There’s no 
ake a 

 

Have Some Fun 
Disasters aren’t fun.  But preparing for them can be, if you can encourage 
people to have a sense of humor.  For instance, try posting weekly 
preparedness messages in your building’s bathrooms, inside stalls and above 
urinals.  When you start referring to your bathrooms as your ‘Emergency 
Preparedness Training Stations’, you’re bound to get a chuckle out of someone. 
 

 
Preparing food pantries for emergencies and disasters can seem
unrealistic amid the importance of d

significant resource and time constraints.   
 
In light of these considerations, this guide seeks to provide you wi
and resources that can help the food pant
ways that are bo
in mind as your approach this endeavor: 
 

Keep it Simple 
Focus on the simple things food pantries can do to prepare – thin
most bang for the buck.  For instance, it might be great to have a
engineer assess a

volunteers how to 
half of all damage caused by earthquakes is due to fires started 
and electrical lines.  
 

Make it Practical 
Put the emphasis on things you can
day.  Food pantries deal with min
pallets of donations to group
the Incident Command System (ICS, see page 18), is a great way 
pantries to manage minor emergencies and day-to-day operation
same time preparing for larger disasters.   

Get Prepared
The list of activities food pantries could undertake to get prep
endless, which can make the whole process seem overwhelming
need to do everything all at once, so prioritize your tasks and m
commitment to do one every week or month.   



Understanding How Disaster Could 

 

Affect 
Your Community 

hat you actually need to prepare for.   

Risks in Your Area 

d 
the 
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e surprised 
 exist.  
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mary 
r are awa

 zones 

 
Take the time to understand the 
the ramifications of those risks ar
Emergency Management (see pag
Chapter (see page 24) are a good
 

 
Preparing for disaster takes action, but it is important that your actions are 
directed by a good understanding of w
 
Understanding 
 
You probably have a goo
sense for what some of 
major risks in your area
be, but you may b
by what other hazards
For example, in Seattle m
people are aware that 
earthquakes are of pri
concern, but fewe
of so called liquefaction
throughout the city.  These 

re 

zones, mostly in low-lying 
areas built on fill, are 
predicted to liquefy during a 
strong earthquake.  That might be

C

 

Figure 1: Earthquake Risk in the Uni
of the U.S. Geo

ted States, Courtesy 
logical Survey 
w! 

kinds of risks that your area faces, and what 
e.  Your local government’s Office of 
e 23) or your local American Red Cross 

 place to learn more.  

 good to kno

 

n 

Figure 2: Hurricane Path Likelihood along the Atlantic Coast, 

ourtesy of the National Oceanic and Atmospheric Administratio
4 
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• Terrorism 
• Severe Weather 

 

d -known 

ic Flu 
slides 

• Power Outages 
• Chemical Spills 
• Civil Unrest 
• Drought 

 

 
Here are some ma
disasters that y
pr bably awa

thq
r

• Ear
• Hurrica
• Floods 
• Tornad
• Volcanic Ac

 
 
 
An ser some les
ones: 

• Pandem
• Land

Figure 4: The Global Presence of A
http://w
Figure 3: Tornado Frequency in the United States, 
c and Atmospheric 
tion 

Courtesy National Oceani
Administra
 Hazard 
• Tidal Waves and Seiches 
• Wildfires 
• Cyber-terrorism 
• Transportation Accidents 

 

• Structural Fire

 
 

vian Flu Strain H5N1 as of July 2006, Courtesy 
ww.pandemicflu.gov 



 6 

Anticipating the Needs of Who You Serve 

d some time 
 might be amplified or 

e questions: 

ey turn for help? 
kes?  How 

m evacuate your site? 
 would you refer them? 

 

Unders s 

adversely affect your agency or other 
ticularly 

re are some 

r building and your storage areas?  In the 
rive people to 
ood inside. 

hquake, 
t it? 

e common 
ed emergency exits, and heavy 

equipment stored up high. 
ster?  

• Do you have back-up copies of information critical to your operation?  

e Importance of Personal Preparedness 
 
A lack of st of efforts to 
prepare a for 
emergencies, take the time to address issues of personal preparedness to help 
ensure that everyone is as prepared as possible at home and with their loved 
ones.   

 
While this guide is in no way intended to be a resource for 
personal preparedness, many of its messages, ideas, and 
resources can be applied to preparing on a personal level.  Every 

 
In order to plan effectively, you will need to spen
thinking about how your clients’ needs
exacerbated in a time of crisis.  Som
 

• What are the special needs of the people you serve? 
• How would a disaster impact your clients?  Where will th
• How many clients might be at your site when disaster stri

would you handle their needs and/or help the
• If clients had needs you couldn’t meet, where

tanding Your Agency’s Vulnerabilitie
 
How might a disaster 
agencies you work with?  In what ways are you par
vulnerable to the risks your area presents?  Again, he
questions to get you started: 
 

• How physically secure is you
wake of a disaster, it’s possible that desperation might d
break into your facility, especially if they know there is f

• How structurally sound is your building?  How might an eart
hurricane, tornado, etc., affec

• What hazards within your building could be lessened?  Som
examples are unstable shelving, block

• Would staff and volunteers be able to get to your facility in a disa
If not, what might stand in their way? 

• How prepared is your staff, away from work?   
 
 

Th
personal preparedness can undermine even the be
t work.  As your food pantry coalition starts to get ready 



time your food pantry or coalition takes a step towards preparedn
kind of parallel step might be taken to get prepared at home.  
you begin to store emergency supplies at work, consider doi
home.  If you are taking the time to talk to your staff abo
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ess, ask what 
For instance, if 

ng the same at 
ut emergency 

evacuation plans, make sure you do the same with your loved ones. 

n 

It’s easy to get bogged down by it all.  But don’t 
-profit 

ser

• An intimate and trusting relationship with the vulnerable communities 

and dealing 
y-to-day emergencies. 

 
These strengths put you in a unique place to make a difference in the lives of 
your clients in the wake of a crisis, and they can work to your advantage as you 
start to prepare for emergencies. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
   

 
 

The Good News 
 
Clearly, there’s a lot to think about whe
preparing for disasters and emergency situations.  

forget the strengths you have as a non
vice provider: 

 
• Dedicated staff and volunteers that are 

passionate about the work they do, 

you serve, 
• Unique training and experience in managing your operations 

with your clients’ da
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ion 
 your food 

 a group.  
n its 

rt in getting 
tion (see page 15).  While 

much of what is discussed in this section can be undertaken with an individual 
. 

Assessing the Needs of Your Coalition’s 

One essment of 
elp you to: 

 

food pantries, 
n a disaster, 

esources-

• Determine what kinds of preparedness supplies and mitigation efforts 

st appropriate to 
 materials,  

ther create and 
rtake the assessment yourself, or enlist the services of a professional. 

 

ssment 
 
Creating an assessment yourself allows you to ask the kinds of questions you 
think will be the most helpful.  It is a great way to gather basic information 
about: 
 

• What equipment and resources each food pantry has and what it lacks, 
• The services each food pantry offers and the resources needed to 

maintain those services (personnel, physical, and informational 
resources), 

 
The purpose of this section is to give you some ideas about how
pantry coalition can cultivate a preparedness and response plan as
Naturally, one of the most important ways your coalition can strengthe
preparedness is by making sure every individual agency does its pa
ready.  This is covered in more detail in the next sec

agency, it is discussed here more in the context of a coalition
 
 

Food Pantries 
 

 of the first things your coalition should do is undertake an ass
each food pantry’s needs, resources, and vulnerabilities.  This can h

• Understand what should to be taken into account when creating a 
preparedness plan, both coalition-wide and for individual 

• Assess the vulnerabilities and resources of each food pantry i
in order to coordinate system-wide communications and r
sharing, 

would be most helpful to the food pantries,  
• Decide what sorts of educational materials would be mo

provide for food pantry clients, and how to disperse those
• Document the needs of the food pantry for use when seeking funds.  

 
There are two ways to carry out a needs assessment: you can ei
unde

Creating and Undertaking Your Own Needs Asse



• Who each food pantry serves and what their clients’ needs a
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re, 
unity it serves, 

 has already taken to prepare, and what 
they need to do to pr

 
was created 

n page 82.  The 
s in mind, 

it can give you a sense of what kinds of questions 
 alter the assessment in any way 

he help of a professional hazard management or workplace safety 
erwise have 

the

ood pantry’s facility to withstand major disasters 
uilding’s 

our facility, from old wiring to asbestos, and how 

ding, such as 
 an area 

Such information can prove to be invaluable in preparing for disaster.  The 
 services, is that 
rganizations in 

et more information, your best bet is to search the internet or 
gencies that do disaster preparedness work (see page 20). 

 
 

Establishing an Emergency Preparedness 
Committee 

 
No one person can or should lead up emergency preparedness 
efforts for your coalition.  By establishing an emergency 
preparedness committee, you can cultivate leadership, divide 
your tasks, create more buy-in among food pantries, and 
generate more ideas on how the coalition can work together.  

 

• The relationship between each food pantry and the comm
• What steps each food pantry

epare further. 

You can find an example Needs Assessment that 
and used by the Seattle Food Committee o
assessment was created with Seattle-specific need
but hopefully 
to ask.  Feel free to use and
you see fit. 

 

Enlisting the Services of a Professional 
 
Enlisting t
firm can give you some great information that you might not oth

 expertise to collect, helping you to understand: 
  

• The ability of each f
like earthquakes or hurricanes, and how to strengthen your b
chances for survival, 

• Workplace hazards in y
to mitigate those hazards, 

• The particular risks associated with the location of your buil
being situated on a flood plain, near a chemical plant, or in
susceptible to power outages 

 

downside of course, unless you find a firm willing to donate its
enlisting the help of a professional can be expensive.  To find o
your area or to g
to contact local a



An emergency preparedness committee can take on many for
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ms and have a 
variety of responsibilities.  Some of these responsibilities might include: 

oalition at 

reparation 
ies, 

oalition 

tives in your 

n can respond to 

rom food pantries, especially 
contact information, 

ring those 
opp

efforts of your 
ness is 

ommittee 
t of 

coalition.  Especially during times of harsh weather or other 
tee will want to hear about 
ds were.  This is the best 

coalition plan and what needs improvement.   

 

Some
Coalition’s Response    

 
he food 
ntact one 

they know how to work together effectively to maintain their 

 
There are a number of things your coalition can do to strengthen its response.  
The goal is not to know exactly what everyone should do in response to the 
million different scenarios that could take place (though it is often tempting to 
get lost in all the what ifs).  The goals should be: 
 

• Flexibility: so that no matter the situation, everyone will be able to 
respond productively, 

 
• Presenting simple preparedness activities/messages to the c

regular meetings (see page 15), 
• Encouraging and ensuring that food pantries engage in p

activit
• Planning occasional emergency preparedness trainings for c

members, 
• Reaching out to other organizations and preparedness initia

area (see page 20) on behalf of the coalition, 
• Planning and generating strategies for how the coalitio

emergencies as a team,  
• Updating and collecting information f

earching funding opportunities for preparedness and sha
ortunities with the coalition (see page 28). 

 
Though a committee is a great way to focus the 
coalition, it is important to remember that prepared
everyone’s job.  To encourage participation, the c
should actively seek input and feedback from the res

• Res

minor emergency events, the commit
how the food pantries responded and what their nee
way to see what works about your 
 

 Projects to Strengthen Your 

If a large disaster were to hit your area, how would t
pantries react and respond?  Would they be able to co
another?  Would they be ready to help each other out?  Would 

operations?  



• Simplicity: so that everyone can actually understand a
response (complicated p
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nd implement the 
lans are more likely to be thrown out the 

ote
antries closer together by 

creating partnerships, increasing communication

ain everything you 
e ideas to get 

crisis, is to know who to call and how to call them.  An emergency phone tree 
izes the flow of 

info ork in two 
diff
 

 (for 
presentative of 

ut the location of a mass 
feeding site, the phone tree could be used to distribute that information 
to t

• Up  of all food 
pan source 
sha e made more quickly) 

 
s the contact 

 home, and cell 
lso double as 

od pantry can 

Below are a couple of different phone tree models you might consider using.  
On the left is a chain model, where each member calls the one immediately 
above or below them on the list (depending on the direction information is 
traveling).  On the right is a more group-oriented model, where each member 
communicates with group representative and those representatives 
communicate with a designated chair.  Both models have strengths and 
weaknesses, so think carefully about what might work best for your coalition. 
 

window during an emergency), 
• Clarity: so that everyone knows their roles and responsibilities. 

 
Furthermore, a good response plan has the p
to bring coalition food p

ntial 

, and 
emphasizing common goals.   
 
This section is not meant to expl
could do, but will hopefully give you som
started.  
 

Creating an Emergency Phone Tree 
 
One of the easiest ways to combine efforts, especially when responding to a 

Worki
One 

create 
b

pantrie
Mem

ng Together 
great way to 
partnerships 
etween food 
s is through 

orandums of 
Understanding.  See 

page 27 for more 
info! 

is a tool that tells everyone in a group who to call and organ
rmation in an efficient way.  An emergency phone tree can w
erent directions: 

• Down: to distribute a message from a central starting point
instance, if a liaison from the Salvation Army called a re
the food pantry coalition to update her abo

he other food pantries) 
: to report to a central representative the status or needs
tries (by centralizing this information, decisions about re
ring and collaboration can b

Furthermore, if the emergency phone tree contain
information of every food pantry (including work,
phone numbers and e-mail addresses), then it can a
an emergency contact list so that staff from any fo
contact staff from any other.   
 



 
 

Figure 5: Two Models of Phone Trees 

One important detail: make sure your coalition und
when to use the emergency phone tree.  Its use m
during 
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erstands 

ay be clear 
larger emergencies, but you may consider using it during 

more regular events, such as snowstorms or heavy rains.  One 

re school closings on the 

 

 working.  

Surprisingly, in situations like this it is often still possible to make calls to other 
areas farther away.  Therefore it is a good idea to set up an out of town 

 and check in on the 
condition of other food pantries.  It is also a good idea to create an agreement 

Mapping Food Pantries and Where Staff Live  
 
If disaster occurs when you are at home, it may not be possible for you to get 
to work.  Perhaps roads are closed and the food pantry is too far to walk.  But 
it may be possible that other food bank staff from your coalition could get to 
your agency, and maybe there’s one closer that you could reach more easily.  
Since food pantry staff often share a similar set of skills, swapping staff may 

idea might be to implement the emergency phone tree system 
during bad weather any time there a
local news.  

 
 

Setting Up an Out of Town Voicemail System
 
During a widespread emergency, local phone lines are likely to stop
Oftentimes, this is because the local phone network is overloaded.  

voicemail system that can be used to relay messages

among all food pantry directors on when and how to use the voicemail system.  
For more information, contact your local phone company. 
 
 



make it possible for food pantries to open when they might otherwise have the 
ability. 

aff swapping is 
ector (or 

other sta paper map or 
umber of software programs 

com

 
One way to illuminate opportunities for this sort of emergency st
to plot the locations of each food pantry and each food pantry’s dir

ff) on a map.  You could do this either by using a large 
by using the computer.  There are a n
and even free websites (such as www.batchgeocode.
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) that 
re’s an example, using 

www.batchgeocode.com
can help you do this.  He

, of a situation in Seattle that presents a 
great opportunity for swapping: 

 

 
Figure 6: Mapping Food Pantries and Their Staff 

 
 

ake were to hit Seattle and the city’s many 
er food pantry’s directors could make it to work.  

irector A could 
Pantry A.  This way, 

both food pantries could be checked on and possibly opened for clients. 
 
 

Creating a Buddy System 
 
A fairly simple idea that you might remember from field trips back in grade 
school: have nearby food pantries pair- or group-up so that during an 

As you can see, if an earthqu
bridges were unusable, neith
But by creating an agreement beforehand, in such a situation D
walk to Food Pantry B, and Director B could walk to Food 

http://www.batchgeocode.com/
http://www.batchgeocode.com/


emergency or disaster they can check on eac
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h other, share staff and resources, 
and perhaps communicate on behalf of one another.  

) 

Memorandums of Understanding are a way to formalize relationships between 
food pantries or with other agencies.  For more information, see page 27. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Drafting Memorandums of Understanding (MOUs
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ood 
s 

uld be at the 
an work 

 be able to 
st as possible.  There are many things 

steps towards 

Using Coalition Meetings to Prepare Over 

paredness.  
s regularly, such meetings can be a great 

ness.  One nice idea is to 
ergency preparedness 

uld be assigned to the 

thly 
nts is a good way to make preparedness more manageable.  

be 
ted is another good idea.  Further, if you 

approach these activities as a coalition, you e 
e o the food lete 

y e are so or monthly 

n emergency contact list 
• how to shut off gas/electric/water 
• making an evacuation plan  
• storing emergency food and water 
• writing a disaster mission statement  
• assembling an agency go-kit  
• talking to staff/volunteers about personal 

preparedness 

 
Ensuring that each food pantry is prepared within its own walls sho
heart of your efforts.  Whether or not a coalition of food pantries c
together during a response, hopefully individual food pantries will
maintain their services on their own as be
to be done to get ready, and so the key is to take small, regular 
that goal.   
 

Time 
 
Of course, a single food pantry can take its own steps towards pre
But if your food pantry coalition meet
time to raise awareness about emergency prepared
devote 5-10 minutes at each meeting to presenting an em
topic.  These topics can include simple activities that co
food pantries to make them more prepared.   
 
Breaking these many activities into simple weekly or mon
assignme
Creating a schedule and prioritizing when certain activities will 
started and comple

can make things mor
pantries that comp

me ideas for weekly 

int resting by offering incentives t
each task.   
 
An  way you decide to tackle it, her

paredness activities: 
Use your 

Your vol
help you 

these tasks

volunteers!  
unteers can 
get many of 
 done, from 

securing shelving to 
mapping neighborhood 

resources.  Getting 
everyone involved in 

preparedness makes it 
fun, raises awareness, 

and creates ownership. 

pre
 

• creating a



• determining how to handle volunteers in an em
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ergency  
ncial resources and insurance 

scape routes and other 

ng your neighborhood resources  
disas her 

setting up a preparedness bulletin board
your agency for clients  

in ndemic 
flu 

 
d a

aining to each 
 48.  These 

 
and easy way to learn and share information about preparedness.  Further, 

mergency Plan (see below).  
gencies to work towards the 

rgency Plan 
 

 these things 
 to continue 

ommunity.   
 
A great wa rgency Plan.  An 
Emergenc r disasters by 
helping you address the most important aspects of preparation, documenting 
your preparation and response plans, and by formalizing and unifying the role 
your agency and its staff will play.   

 
Completing an Agency Emergency Plan can be a very 
productive exercise, but it is important to remember that 
merely ‘filling it out’ is not enough.  Your staff and volunteers 

• determining emergency fina
• making an emergency supplies kit  
• securing shelving, furniture, and other hazards 
• using your fire extinguisher and identifying fire hazards 
• sketching your facility’s floor plan, with e

resources 
• contacting the nearest police and fire department 
• mappi
• deciding how to communicate in a ter (to clients and/or ot

 at 

 one-

agencies) 
• 

Give your wor
Avoid ‘ra

preparednes
towards a co

For 
activities

k direction.  
ndom acts of 
s’ by working 
ncrete goal.  

instance, the 
 listed in this 

section can help you 
te a comprehensive 

 Emergency Plan 
(see page 30) 

g special considerations for pa

As a resource, you can fin
page handout pert
of these topics on page
handouts can be copied and 
distributed to food pantry staff at 
regular meetings to form a 
curriculum that provides a quick

• mak

comple
Agency

many of these tasks are central to a good Agency E
Therefore doing them gradually over time allows a
greater goal of having their own emergency plan.  
 
 

Make an Agency Eme
 
Understanding the effects a disaster might have in your area, assessing your
agency’s vulnerabilities, working with other food pantries – all of
point to one goal: that, in an emergency, you will have the ability
providing your services to your c

y to direct your efforts is to create an Agency Eme
y Plan is a working document that helps you prepare fo



need to ‘own’ the plan in order for it to be meaningful, so it is important to 
include them in the planning process. 

lan tailored 
 are also a 

number of good resources on the web to help you get started 
w
 

m

 
On page 30 you will find an Agency Emergency P
specifically for the needs of food pantries.  There

ith your agency emergency plan.  A few notable ones are: 

• http://www.sfcard.org/emergency_plan.ht  
preparenow.org/srplan.html• http://www.  

• http://www.stock2forflu.com/documents/social/Organi
zation-Checklist.pdf 
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Training Your Staff, Volunteers, and 

ear
ss, you may 

on topic
n or 

h trainings coul

antry 
coalition as a whole.  Some ideas for 

er (such as earthquakes, 

• Simulating a likely emergency and how food pantries would respond 
(sometimes called a tabletop exercise)  

• Hosting a Community Emergency Response Team (CERT) course (see 
page 23)  

 
The American Red Cross is a good first place to ask about trainings – many 
chapters have sessions they can present to groups for a modest fee. 
 
 

Coalition 
 
Beyond the basic things you can l
and share about preparedne
consider facilitating trainings 
that require deeper explanatio
demonstration.  Suc

n 

s 

d be 
held for a food pantry’s staff and 
volunteers, or for the food p

training topics include: 
 

• First Aid in a Disaster 
• Incident Command System 

(ICS), see below 
• Personal Preparedness 
• How to respond to a specific 

disast
pandemic flu, etc.) 

• How disasters affect vulnerable communities 

Share your 
One of the best ways t

your agency’s ability
operating post-disa

knowledge about the
of its operation

probably many thing
member knows that ar
your food pantry’s ope

they written down

knowledge!  
o strengthen 
 to continue 
ster is share 
 ins and outs 
.  There are 
s each staff 
e central to 
ration.  Are 
?  Are other 

people aware of them?  If a staff 
member wasn’t present, could 

 take the reins?  
ber 

tion crucial to 
their position. 

another easily
Consider having each staff mem

write down informa

http://www.stock2forflu.com/documents/social/Organization-Checklist.pdf
http://www.stock2forflu.com/documents/social/Organization-Checklist.pdf


The Incident Command System (ICS) 
 
Due to the nature of their work, food pantry managers and staff a
somewhat familiar with the art of emergency management.  Peop
food pantries to help meet their daily emergency food needs, and
pantries must be able to manage staff, resources, and time (often in short 
supply) effectively to meet those needs.  Many of these da
and skills can be applied during a larger emergency to handle the s
The Incident Command
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re already 
le turn to 
 in turn food 

y-to-day situations 
ituation.  

 System is a model for doing just that.  It can 
r ability to respond to a disaster, but may also allow you to work 
ely every day. 

ay to clearly assign responsibilities and 
llows 
anage 
 the 

at government 
ganizations such as 

 Cross and the 
 use when handling 

an emergency.  It says 

the
be necessary to fill: 
 
 

• team leaders (see 
cilitating 

ll people 
 

es to the 

s crucial actions such as first aid, search and 
rescue, security, and hazard suppression 

• Planning Team: Collects information, plans future actions, and keeps 
others informed and communicating 

• Logistics Team: Locates, distributes, and stores any necessary resources 
(both supplies and people) to respond appropriately 

• Finance/Administration Team: Tracks expenses, claims, and activities, 
and keeps records of the incident 

strengthen you
more productiv
 

How it Works 
 

The ICS model provides a w
communicate in a way that a
people to work together to m
an emergency situation.  Is it
standard model th
agencies and or
the American Red
Salvation Army

that during a crisis, 
 following roles will 

Figure 7: The ICS Model, Courtesy of OSHA 

Incident Command: Leads the response by appointing 
below), setting the tone and encouraging teamwork, and fa
communications 

o Safety and Security Officer: Monitors the safety of a
responding to the situation

o Public Information Officer: Communicates messag
public, local community, and the media 

o Liaison Officer: Connects and collaborates with outside partners 
and agencies 

• Operations Team: Manage



The ICS model is powerful, and there are many great reasons why food pantries 
should use it: 

n could 

bulary, so using it ensures that you speak the same 
municate and 

 has mandated the 
ing (so using it 

helps you qualify for disaster services funding). 
 
For mor pantry, 

 
http://www.training.fema.gov/EMIWeb/IS/ICSResource/index.htm

 
• It can handle emergencies of all sizes, from small fires to devastating 

hurricanes (it can even be useful day-to-day!), 
• It makes assigning roles and responsibilities easy, and makes it easy to 

shuffle those roles around if need be (if necessary, one perso
take on multiple roles), 

• It uses a specific voca
language as other agencies (making it easier for you to com
get help from others), 

• The United States Department of Homeland Security 
use of ICS as a condition for federal preparedness fund

e information on ICS, and how you can use it at your food 
please go to: 
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http://www.osha.gov/SLTC/etools/ics/index.html
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Connecting to Oth
Efforts in Your Ar

 20 

er 
ea 

alition or individual 
orts 

in your are forts.   

equipped to 
es need to know 

izations to 
owing a disaster. 

 
Since comm be severed or overloaded in the wake 
of a disaster i time how the response is 
structured: 

 
ll make a big difference 

gencies and most non-
tem (see page 18), so 

connections with those parties 

 
To build n 
someone oalition or individual 
food pan g an 
understanding of other agencies, making some personal 
connections, and sharing information with your coalition members. 

 
In this section you learn about a number of agencies worth 
contacting, and you can find more leads at 
http://www.nod.org/EPIResources/interactive_map.html

 
Perhaps one of the easiest and most effective things your co

y can do is learn more about current emergency preparedness eff
a, and to make some personal connections to those ef

 
No matter how hard food pantries work at disaster 
preparedness, it is unlikely that they will ever be 
be first responders.  Because of this, food pantri

food pantr

what other resources are out there, how to refer clients to them 
when necessary, and how to work with other organ
ensure a smooth recovery in the weeks foll

unication lines are likely to 
, t is crucial to know ahead of 
 

 
• Who will do what?   
• What support will be provided?   
• Who should call whom?   
• Where should I refer my clients?   

Understanding and developing these relationships wi
when disaster hits.  Keep in mind that all governmental a
governmental agencies use the Incident Command Sys
being familiar with this system can make your 
much stronger. 

successful relationships to other organizations, assig
 to be a point of contact within your c
try.  This person should be responsible for developin

. 
 

 



Government  
 
As might be expected, the way local, state, and federal governm
organiz

 21 

ents are 
ed to prepare and respond to emergencies is complex and sometimes 

reparedness and 
t likely, you can find this plan by searching the internet, or 

ee page 23).  
Generally, these plans: 

ponsibilities to various departments within the 

ergency are 
sed, 

odies, such 
s in 

 set of rt Functions 
reparation and response.  These can 
 and

Each ESF  as 
municipal R
Cross), an .  It’s a goo
idea to no ad an
support ag onshi

h those agencies.  More generally, 
it will be helpful to become familiar 

county’s disaster 
 response plan, 

ESF-6). 
 
 

How Governments Respond 
 
At the center of any city or county’s response is the Emergency Operations 
Center (EOC), which is often known by other names, such as Emergency 

unclear.   
 

Your Local Government’s Plan 
 
Every large city and most counties have some sort of disaster p
response plan.  Mos
by contacting your local Office of Emergency Management (s

 
• Assign roles and res

government, 
• Outline how community needs during and after an em

measured and addres
• Formalize the relationships the government has with other b

as hospitals, utilities, businesses, and non-profit organization
handling a response.  

 
Most municipal or county plans contain a
(ESFs), which handle specific parts of the p
include Law Enforcement, Fire and Rescue,
Logistical Services.    
 

has an assigned lead agency (such
Human Services Department, or the 
d a group of support agencies
te the other agencies listed as le
encies, and to start building relati

wit

 Emergency Suppo

 

a 
ed 

d 
d 

ps 

ESF-6: C
Many 

county p
thei

same w
are num

Feder

heck it out 
municipal or 
lans number 
r ESFs in the 
ay that they 
bered in the 
al Response 

Plan.  In these cases, 
the ESF of greatest 

interest to Food 
Pantries is ESF-6, 

 handles Mass 
Care and Shelter.  

with your city or 
preparedness and
especially any sections that relate to 
mass care, feeding, or shelter (such as 

which



Command Center (ECC).  This center becomes operational in 
though during smaller incidents it might be only partially activ
activated at all.  The EOC is a physical place where communi
collection and assessment, and coordination efforts are centralized, a
usually various liaisons from each agency participating in the response are 
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times of crisis, 
ated or not 

cations, data 
nd 

present t sees the EOC.  

ncy situations 
t to learn 

le, local 
ent, the 
 where such 

e impact of 
rts, the local 

ctivating their EOC and its response 
plan.  Along the same lines, if the situation requires more assistance than the 
county can provide, a call can be made from the county to the state, and from 

government. 
 
 
 

 

stribution 
In regards to food, the federal gove y distributing 

commodity foods to mass feeding  are typically 
ergency Food 

As rge disaster, 
sually handle 
 distribution. 

 

 Disasters 
In a time o ensure that 

people don’t go hungry.  The state agency in charge of administering the 
 situation, to 

initiate t  replacement 
d food stamp 

r food stamps.  The 
y  response to 

Hurricane Katrina, but it is still fairly unfam  to many. 
 

An excellent guide for advocates of the Disaster Food Stamp Program can be 
found on the Food Research and Action Center’s website at 

www.frac.org/pdf/dfspguide06.pdf

here.  Typically, a designated Emergency Manager over
 
The most basic thing to understand is that emerge
are first handled locally.  This is why it is importan
about your city’s (or county’s) disaster plan.  If possib
emergency situations are handled by the fire departm
police department, or other first responders.  In cases

responses are not sufficient, the local EOC can be activated.  If th
the emergency situation is beyond the scope of local response effo
EOC can make a call up to the county, a

there, even possibly to the federal 

Government Food Response 101 

Commodity Di
rnment can respond b

 sites.  These commodity foods
intended for the National School Lunch Program or The Em

sistance Program (TEFAP) and other federal programs.  During la
America’s Second Harvest, the American Red Cross, and FEMA u

commodity

Food Stamps and
of disaster, the Disaster Food Stamp program can help t

regular Food Stamp Program has the ability, during an emergency
he Disaster Food Stamp Program, which can provide

benefits to households already enrolled in Food Stamps and exten
benefits to others who might not otherwise be eligible fo

progra ars,m has proved successful in recent ye  particularl  in
iliar

.  This guide can tell you more about the 
details and importance of the Disaster Food Stamp Program,and give   

you some ideas about how to make sure your state is able to   
administer the program when necessary.    
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Who to Contact 

ds to 
it’s time to give them a call and start building bridges on behalf 

ent is a great 
 response 

t disasters 
t disasters are 

ur food pantries, volunteers, 
and clients, or connect you with other efforts   Be aware that sometimes this 

e, such as the Office of Emergency Services 

ocal 
other good 

has some responsibility 
response plan 

 Support Function 6 of that plan.  In this case, they probably 
to hear from you.  

d  to point you in 
the righ
 
Your L RT) 
Prog

The CERT Program is partner program of Citizen Corps that 
t disaster preparedness and teaches them 

ire safety, 
 good source 

 more at 

 
Now that you know some basics about how the government respon
emergencies, 
of your coalition!  
 
Office of Emergency Management (OEM) 
Your local (either city or county) Office of Emergency Managem
place to start.  Their sole purpose is to coordinate preparation and
efforts for their jurisdiction, and to help increase awareness abou
and preparedness.  They may be able to tell you more about wha
likely to occur in your area, help educate you, yo

office goes by a different nam
(OES), the Emergency Management Division (EMD), etc. 
 
Human Services Department  
The Human Services Department (or any equivalent division of l
government in charge of human services or human welfare) is an
place to start a conversation.  Most likely, this division 
to coordinate response efforts through the city or county disaster 
and Emergency
have some good information for you and will be interested 
On the other hand, if they aren’t currently involved in emergency 
prepare ness, you might urge them to get involved or ask them

t direction. 

ocal Community Emergency Response Team (CE
ram 

educates people abou
various emergency response skills, such as first aid, f
and search and rescue.  Your local CERT affiliate is a
for emergency preparedness training.  You can learn

https://www.citizencorps.gov/cert/. 
  
Other Government Departments  
Any government department referenced in the city or county plan, especially 
those mentioned in ESF-6 as lead or support agencies, are worth contacting.  
These could include the Parks Department, the Public Health Department, 
local school districts, public utilities, and Fire and Police Departments.   
 
 
 



Non-Government Agencies 
 
Non-government agencies play a huge role in disaster preparedne
and re
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ss, response, 
covery.  There are a few you should learn more about in your area and 

 
The Amer

contact. 
 

Who to Contact 

ican Red Cross www.redcross.org  
The American Red Cross is perhaps the best-known emergency 
s ndoubtedly play 
t heir local 
c elp you out many ways: 

rs, which 
tries and the 

 volunteers 
 on how to prepare and respond to emergencies 

rials and other resources for you to 
 your staff and clients 
 emerge  for purchase 

 
The Salva vat

ervices organization in the country, and will u
he role of first responder in most emergencies.  T
hapter might be able to h
• Explaining how they respond during disaste

could help you to determine ways food pan
Red Cross could collaborate 

• Providing trainings for food pantry staff and

• Providing print mate
educate

• Providing

tion Army www.sal

ncy prepare

ionarmyusa.org

dness supplies

  
 

rks 

lly 
ou 

The Salvation A
another nationa
organization th
to serve vulnerab
communities, esp
in times o

might know them for their bel
during the holidays or for their
stores, but the Salvation Army is also 
quite active in disaster response.  Many 

rmy is
l 

at wo
le 
ecia

f crisis.  Y
l ringers 
 thrift 

equipped to serv
they often play a
shelter and feeding of communities in the wake of disaster.  It is helpful to 
make a personal connection with them and to understand the work they do.    
 
Community Information Line / 2-1-1 www.211.org

local Salvation Army chapters run 
shelters and have large trucks 

e hot meals, and so 
 critical in the mass 

  
If your area has a Community Information Line or 2-1-1 
system in place, take the time to understand how it 
operates and to formalize your communications with the 

Did
Non-profit organ

provide direct disaste
the public, like the R

the Salvation Army,
legal immigration 

 you know? 
izations that 
r services to 
ed Cross and 
 are blind to 
status.  This 

means that illegal immigrants and 
dividuals can 
ices without 

rry.  Make sure to spread this 
can get the 

undocumented in
receive their serv

wo
fact, so that all people 

help they need in a crisis! 



people who staff it.  During emergencies, people in need will call 
get information about what food resources are available, so it is im
the community information line to have up-to-date information
pantries.  You can ensure

the line to 
portant for 

 about the food 
 that this is the case by communicating with them 

America’s Se

during or after an emergency. 
 

cond Harvest / Other Food Banks www.secondharvest.org
Ultimately, if food pantries want to continu
services through a disaster, they must 
reason, it is important to work with the food b
distributo

e providing 
have food.  For this 

anks and 
rs to determine how food supplies might 

 when roads may 

epare for 
 Harvest, 

e experience 

America’s 
Second Har mergency 
preparednes  local levels.   
 
Voluntary .nvoad.org

continue to flow in the wake of a disaster
be inaccessible.  

 
Furthermore, you should learn what your food bank is doing to pr
emergencies.  If your food bank is an affiliate of America’s Second
they tie into a national network of food banks that has had som
dealing with disasters in the past, and that is currently working to become 
more prepared.  In response to hurricanes Katrina, Rita, and Wilma, 

vest has assembled a national task force to develop e
s and response plans at the national, state, and

 Organizations Active in Disasters (VOAD) www
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ation that 

zations 
isaster 

s is done both at the national level 
hrough state affiliates.  

ould take the 
time to con g.  State 
VOADs can izations are 
preparing a
 
Coordinat

VOAD (pronounced VOH-add) is a national organiz
seeks to unify and coordinate voluntary organi
(including non-profits and businesses) towards d
readiness and response.  Thi
through National VOAD (NVOAD) and t

aEvery state has a VOAD chapter, nd so you sh
tact them and see if you can attend a monthly meetin
be a great way to learn more about how other organ
nd to combine your efforts with theirs.      

ed Assistance Network (CAN) www.can.org
The Coordinated Assistance Network (CAN) is a 
new project being piloted in six communities: N
the District of Columb

relatively 
ew York City, 

ia, Oklahoma City, New Orleans, San 
Francisco, and Seattle.  CAN was originally conceived as a 
software database to collect and organize information about 
clients’ needs, in order to match those needs with resources 

and coordinate case management and long-term recovery efforts.  It has since 
become a means of coordinating planning and response efforts among social 
services providers in its pilot communities.  If you are in one of CAN’s pilot 
communities, take the time to contact them. 
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Other Food Pantry Coalitions 
Don’t do this work alone – connect with other food pantries and 
coalitions to share your efforts and to learn from them!  

to about 
rough your 
our mind open 

ganizations – building connections is 
one of the most important aspects of disaster preparedness, and you never 
know what good collaborations might bring! 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Other Organizations 
There are probably other organizations in your area worth talking 
emergency preparedness, which you’ll most likely hear about th
discussions with some of the organizations listed above.  Keep y
to ways you might partner with these or



Memorandums of Understanding (MOUs) 
 
A Memorandum of Understanding (MOU) is a written agreemen
or more parties that formalizes their relationship, usually in rega
specific situation or a common goal.  MOUs can be a great way t
emerg
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t between two 
rds to a 

o make your 
ency response more effective by collaborating with other agencies, 

whether they are governmental, non-profit, or private-sector.  MOUs can be 

 
od, storage 

ctions will be taken by 
each party, in response to an emergency, 

, which can 
rts. 

M assistance of 
nts: 

 
tcome of the 

gible ways 

lanation of the circumstances necessary 
hority to 

description 
en obligations 

ays for what   
tion that situations may occur where one of the 

ions will be handled 
 agreement 

• Signature and Date 
 
MOUs can help define your relationships with other food pantries, churches 
and other faith-based organizations, grocery stores, hardware stores, 
community centers, or emergency response agencies like the American Red 
Cross, the Salvation Army, Police or Fire Departments.   
 
 
 
 
 

used to: 

• Formalize agreements about sharing resources, such as fo
space, volunteers, or equipment, 

• Establish roles and responsibilities, and what a

• Generally strengthen your ability to respond collaboratively
improve your public relations and grant-seeking effo

 
OUs can be simple and informal or quite complex, requiring the 

legal counsel.  In any case, a good MOU has the following ingredie

• Statement of Purpose: a clear statement of the desired ou
agreement, including how it benefit both parties in tan

• Mission Statements: brief descriptions of all parties involved and their 
missions 

• Activation Procedures: an exp
to bring the MOU into effect, and who would have the aut
activate it 

• Response Procedures and Obligations: a clear and specific 
of how parties will respond, stating who will do what, wh

nd who pmust be met, a
• Out Clause: a recogni

parties can’t meet the obligations of the MOU 
• Financial Relations: detailing how financial transact
• Termination Clause: allowing for any party to cancel the

given a set notification period 
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For more information on writing MOUs, check out: 

gram.gov/SAFECOM/library/interoperabili
 
http://www.safecompro
tybasics/1288_writingguide.htm
 
And for a sample template to work from, go to: 
 
http://www.hud.gov/offices/hsg/mfh/nnw/partnerships/partners
hipsresources/nnwpartnermou.pdf

 
 

Funding Sources for Your Efforts 
 
There is a lot of funding available for disaster preparedness, though
this money goes to governmental agencie

 most of 
s and larger organizations like the Red 

ganizations could 
u e
tips
 

ay to s to 
agency redness 

city,  your local 

 
ar in 

mind that in order to 

 
• The Incident Command 

.S. Department of 
ergency 

 good way to 
, both from governmental and 

non-governmental sources. 
 

• Connecting with any and all other agencies in your area active in 
disaster preparedness is another great way to hear about funding 
sources.  These organizations sometimes circulate grant opportunities, 
so by casting your net widely, you are more likely to catch a good one.  
The United Way is always a good place to check. 

 

Cross.  Though there is no question that community-based or
s  some of this money, most haven’t found ways to tap into it.  Here are some 

 to help you get started in a search for funds: 

• The most direct w
become a support 
plan, whether at the 
Office of Emergency 
Management for more
information, and be

access a government funding stream i
 or signatory to a government prepa
county, or regional level.  Contact

Your coalition is your greate
When writing a grant or seek

ances are much str

st strength.  
ing funding, 

your ch onger if you 
nders like to 
because they 
 and provide 

services than a 
single organization.  

become a signatory to such 
a plan an organization must 
demonstrate the benefits it 
would bring to the plan.   

represent a coalition.  Fu
give money to coalitions 

reach a broader community
more comprehensive 

System (ICS, see page 18) has been mandated by the U
Homeland Security as a requirement for some types of em
preparedness funding.  Knowing and using ICS is therefore a
increase your chances to receive funding

http://www.safecomprogram.gov/SAFECOM/library/interoperabilitybasics/1288_writingguide.htm


• Corporations, foundations, and local businesses are anothe
for funding.  A quick internet search can yield a number of
Home improvement stores like Home Depot and Lowe’s are
for funding.  A quick internet search can yield a number of
Home improvement stores like Home Depot and Lowe’s are

r good source 
 good leads.  
 especially 

 
e volunteer via 

the Cor  one-year 
volunte ps and other 

te has a volunteer 
rds emergency 

volunteer, go to 
www.cns.gov/for_organizations/overview/index.asp

r good source 
 good leads.  
 especially 

 
e volunteer via 

the Cor  one-year 
volunte ps and other 

te has a volunteer 
rds emergency 

volunteer, go to 
www.cns.gov/for_organizations/overview/index.asp

good places to talk with, either about grants or in-kind donations.  The  

• Consider walking, talking grants – in the form of a full-tim
poration for National Service (CNS).  CNS provides
ers to community organizations through Americor

programs (for instance, Washington Sta
program called Ready*Corps geared towa
preparedness).  For more information on getting a 

good places to talk with, either about grants or in-kind donations.  The  

• Consider walking, talking grants – in the form of a full-tim
poration for National Service (CNS).  CNS provides
ers to community organizations through Americor

programs (for instance, Washington Sta
program called Ready*Corps geared towa
preparedness).  For more information on getting a 

. 
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This plan was originally produced by the Bay Area Emergency Preparedness Coalition for Seniors and People with Disabilities.  
It was adapted from Creating a Workable Disaster Plan for Your Agency which was produced by VOICE of Contra Costa County 
and from the Earthquake Preparedness Guidelines for Large Retirement Complexes and Large Residential Care Facilities which 
was produced by the Bay Area Regional Earthquake Preparedness Project.  Significant changes and additions were made by 
Collaborating Agencies Responding to Disasters.   Finally, minor changes were made to the plan to better suit the concerns of 
food pantries by Nick Maryns, Bill Emerson National Hunger Fellow with the Congressional Hunger Center in Washington, DC, 
and Solid Ground in Seattle, WA.            

 

Agency Emergency Plan 
A Simplified Version for Food Pantries and Emergency Food Providers 

 

 

 

 
 

In a major emergency, such as a catastro
police, fire and hospitals will be overwhelmed. Officials from all levels of 

government and the Red Cross tell us we should be prepared to be on our own for the 
first 72-hours. 

 
Please perform a quick review of this plan every 6 months to ensure it stays 

current. 
 
 

phic earthquake, response systems such as 



             
  

AEP – Simplified for Food Pantries Last updated February 2007 

                                   
AGENCY EMERGENCY PLAN 

A. Disaster Mission Statement 
Make sure you know what role you ar isaster 

 
our clients and 

encompass 
w you see your agency functioning in a disaster? 

 
 Think about your commitments and your resource 

limitations and create a disaster mission 
statement. 

 
 

 

 

 
 
 
 

 

 

In an emer amily members.
 

1. Have all staff and key volunteers trained in basic emergency preparedness on a regular basis.   

2. Encourage and support staff and key volunteers to have a family or home emergency plan (see 
note below).  This increases the likelihood that staff and their families can cope with the disaster 
without outside help.   

3. Your agency will want to ensure that all staff members have an opportunity to check on their 
homes and family members as soon as possible following a disaster.  

 
Note

e planning to play in a d
 

 Who are you going to be for y
community when disaster strikes? 
 

 Does your current mission statement 
ho

31 

 
 

 

 
 
 

 
 

 
B. Preparing Staff for Emergencies

Make sure your staff is mentally, physically and emotionally prepared to respond 
 

gency, the first concern of staf e the safetf will b y and welfare of f  

:  Organizations like the American Red Cross and your local Office of Emergency 
Management usually offer personal preparedness trainings and other courses such as First Aid 

and CPR.

 

 

 

 

 

 



             
                                   

AEP – Simplified for Food Pantries Last updated February 2007 
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AGENCY EMERGENCY PLAN 

 

C. Personnel 
Make sure you have enough people to do what needs doing for a response 

ster response. 

olunteers will continue working after a disaster if it strikes during work?   

Determine your staffing requirements for post-disa

1. Realistically, how many staff/v  

e the workday begins?   2. …If a disaster strikes on a weekday, but befor  

3. …If a disaster strikes on a weekend?    

4. Which staff live within walking distance of the food pantry?   

5. Which staff should automatically report to work in the event of a disaster?    

6. Who else may be able to help operate your food pantry?  Board members?  Other building or agency staff?  Staff 

from other food pantries that live near your agency? Talk with them to make prior arrangements.   

               

                

7. In what ways will you have to alter your services if you have less volunteer and staff support?  

a.    

b.    

   c.  

   d.  

   e.  

8. Develop a list of mobile and home telephone numbers for staff for emergency use.  (Update every 6-months.) 

9. To support the work of staff in an emergency, we will use volunteers as follows: 

a.    

b.    

c.    

d.    

e.    
 
 
 
 
 



             
 

AEP – Simplified for Food Pantries Last updated February 2007 

                                    
AGENCY EMERGENCY PLAN 

D. Volunteers 
Make sure you know the best ways to use / work with volunteers in a disaster 

 

Know how you will appropriately recruit, task and manage volunteers. 

1. your current volunteers appropriate for disaster related work? 
 

2. our disaster preparedness and response 
needs? 

 

3. e of your agency?  Do you expect that any of these 
volunteers would come to the food pantry to help out in the wake of a disaster?  If so, who? 

 
 

4. to spontaneous 
ld not be assigned to spontaneous volunteers 

 
 

5. What safety and/or legal considerations should you include in your plan? Consider: do you have proper surance 
for volunteers, do you need background checks on volunteers, is any specialized training or knowledge required for 
working with your agency or clients, etc.?  

 
 
 

6. Do you have someone in charge of volunteers?  Who (else) might take that role for new volunteers?   
 
 
 
 
 
 
 
 
 
 

 

 

 Are 

 Do your current practices of recruiting or accepting volunteers include y

 How many of your core volunteers live within walking distanc

 What important activities (that keep your agency able to provide services) can be assigned 
volunteers? What activities shou

 

 in
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E. Meeting the Needs of the People You Serve 
olunteers 

1. How will a disaster impact your clients?  What special needs will they have, and where will th

Make sure you can address the basic needs of staff, clients and v

support?  

 

ey turn for 
 

  

2 at your food pan. Suppose an emergency occurs while clients are try.  How many total clients would you 
have to manage? (Look at both maximum client load and minimum staff availability)    

  

3 s?  . How will you find out about the condition of people you serve with home deliverie  

  

pply may be cut off 
es?  

4. How will you prioritize who you serve in the wake of a disaster – when your food su
and client demand is high?  How will you communicate and carry out these prioriti  

               

                

5 ?  List the most critical 
c e and pager numbers 

  

. In an emergency, who else needs information about the status of people you serve
n

for each contact.           
ontacts that need to be made.  Be sure to have all necessary phone, cellular pho

 
                

  

34 

              

antries?  
ure to have all 

6 will be able to assist your clients?  The Red Cross?  The Salvation Army?  Other food p
Co ity Centers?  Where migh you r clients for assistance? Be s
th ssary contacts.             

. Who else 
mmun t  be able to refer you
e nece

                

               

                

7. What else will be needed (e.g., blankets, first aid supplies, special equipment, etc.)?  Where  get 
these items:   

a. Item:   

can you

 Location:    

b. Item:    Location:    

c. Item:    Location:    

d. Item:    Location:    

Also consider:  What skills can you instill in your clients to let them take 
part in your preparedness and response efforts as full partners and 

helpers? 
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F. On-Site Supplies Cache 

ember to consider 
eeds additions such as medication.   

  
S r s in multiple loc che becomes unu you will still 
ha e pply cache c m ncy go-kit. nts of an on-site supply 
c h
 

and water  
upplies  

/Flashlights  
s)  

• Garbage bags  
• Duct tape 
• Extra cash
 

ary medicine
lcohol hand clea e

ometer* 

oes 

cent wrench (for 

• Other tools 

 
• Ponchos or other rain 

gear 
• Matches 

, pens and markers 
-proof 

containers) 
e 

• Utility knife 
•   
•  

 
 

G. Agency Go-Kit 
ure you can operate even if you evacuate 

 
 

If o Agency Go-Kit will allow you to continue providing your most 
v his small, portable container should hold copies of every vital 
d u
 

• Insurance documentation 
• The deed or lease for your facilities 
• Legal identification, such as your taxpayer ID number and evidence of exemption status 
• Bank information, including all of your account numbers, including personnel contacts 
• Documentation for your emergency line of credit 
• Memoranda of Understanding (MOUs) 
• Contact and Emergency Contact information for your staff and key contacts 
• Some cash, including coins for phones 

 
You may wish to maintain more than one kit.  Creating two is no harder than creating one, and an off-site 
backup may be what ensures that you have needed records. 

Make sure you have preparedness supplies available 
 
 

Create and maintain an onsite cache of emergency preparedness supplies.  The exact contents will depend 
on the size and diversity of your staff, volunteers, clients and potential visitors.  Rem
special n

to e these supplie ations so if one ca sable or unreachable, 
 Some basic conte

(

• Necess s* 
• A n r* 
• Therm
• Personal hygiene 

v  options. The su o ur ageplements yo
ac e are: 

• Food 
• First aid s
• Lights
• Radio
• Batteries  
• Whistles 
• Blankets  

supplies* 
• Gloves, extra clothing, 

sturdy sh

• Paper
(in water

• Deck of cards  • Rop

 utility shut-off) 

  
 

• Cres

35 

Make s

 y u need to evacuate your facility, an 
ital services wherever you go.  T
oc ment as well as some basic supplies such as pen and paper. 

Some basic contents of an Agency Go-Kit are: 
 

• Your disaster plan 

Perishable supplies, such as food, water and medicine, need to be replaced reg
by “cycling” the food and water – eat supplies while they are still good, an
“Non-perishable” have a much longer shelf life be

ularly.   One way to do this is 
d put new ones in th

fore they go bad. 
* Especially recommended for Pan Flu preparedness. 

e cache.  
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H. Facility Preparation 
Make sure your physical environment supports your safety 

 
  ASSIGNED TO  DATE DONE 

 Bolt heavy cabinets, bookshelves or other furnit     

sk or tab es 
    

ure to wall 
studs 

 Strap computers, fax, equipment to de l

 Secure pictures and other wall hangings by using safety 
    

hooks 

 Clear exits, pathways and earthquake-safe spac s
    

e  

 Fasten breakables to walls or shelves with museum wax 
    

 Lower heavy items to bottom shelves 
    

     Remove fire and chemical hazards 

 Install smoke detectors, fire extinguishers, cabine latches     t 

re exits and safety supplies      Label fi

 Clea
simple instru
languages needed).   

  rly mark your gas and water shut-off valves. Post clear   

ctions for shutting off each one (in all 

 Keep a c t 
gas shut-off.  Tools should include both pipe and crescent 

    onveniently located set of tools to facilitate promp

wrenches.   
 
 

ake Putty (als um Wax) h s in place 

ps brace and larg  

Safety hooks stop pictures, clocks and mirrors from falling 

Cabinet latches keep fingers and toes away from broken glass 

 
Sketch your facility and note vital emergency resources including: 
 

 Fire extinguishers 
 Go kits 
 Tool kits 
 Supply Cache 

 _______________ 

 First Aid Supplies 
 Water shutoff 
 Gas shutoff 
 _______________ 

 _______________ 

 Escape routes 
 Generator(s) 
 Documents safe 
 _______________ 

 _______________ 

Earthqu o called Muse olds delicate item

Stra  heavy furniture e items in place 

36 
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I. Signage 
Make sure your safety and preparedness tools are well-marked 

Make preparedness visible!  Clear and visible signs indicating safety tools, exits and emergency 
instructions will help people to keep themselves safe while at your agency.   

 

37 

 
 

These and other preparedness signs are available at www.FirstVictims.org/tools 
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J. Neighborhood Resources 
nly source 

 

tage, where can you rent or borrow a generator?  
 this supplier. 

Make sure you know the local resources - they may be your o

7. If you do not have a back-up generator, in an extended power ou
Create a written agreement with  

8. If the phones at your agency are not working, where are the nearest pay phones?    

9. is the nearest public h ?    Where ealth clinic

Clinic Name:    Address:    Phone:    

10. est place to go for are not working?  Where is the near  help if phones 

Place Name:    Address:    Phone:    

11. Where is the nearest fire station and do they know about you? 

Station Name:    Address:    Phone:    

12. W and do 

St

here   is the nearest police station they know about you? 

ation Name:    Address:    Phone:    
 

M dness resources in a large, clea f 
your neighborhood.  Note these potentia urces, and highlight: 

 
ource framework 

anagement 

ion 

ncies 
______________ 

food/ water 
 other food pantries 
 meal programs/soup kitchens  
 restaurants  
 grocery stores 
 food banks/distributors 
 _________________ 

 
medical 

 Hospital 
 clinic 

 

 veterinary offices 
rmacy/drug stores 

 _________________ 

ssible gathering points 
h, mosque, synagogue, et . 

ool 
 shelters  
 public library 
 _________________ 

 
supplies 

 hardware stores 
 disaster stores 
 sports/camping stores 
 “big box” stores 
 dollar stores 
 _________________ 

 

ak repar
uable reso

key res
 Office of Emergency M
 Government Offices 
 Fire Stat
 Police Station 
 Red Cross  

_
 

e sure p e your neighborhood are clear. Post r map o
lly val

 partner age
c

 __

 pha

 
po

 
 community centers 

churc

 sch
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K. Evacuation 

Fire, hazardous material spills or structural damage may require you to evacuate your buildin

1 eed assistance evacuating your facility?  Remember to assign staff and volunteers to help 
these people with their evacuation. 

ount to ensur
ave exited.   

16. Keep an "Agency Go-Kit".  Include copies of your emergency plan, action checklists, phone rosters, copies of vital 
documents, credit cards, etc.   

17. Post a notice indicating w

 

 

’ll have and how you’ll stay stocked  
 

Make sure you can evacuate people safely from your location  

g. 

3. Are there le who will n peop

here you have gone.   
 
 

 

 

L. Your Food Supply 
Make sure you anticipate what food you

18. How many days of food would you be able to provide to clients if your supply was cut off?  

14. If your facility must be evacuated, assign a staff person the responsibility of taking a head c
volunteers and clients h

e all staff, 

15. Practice your evacuation plan.   

 

19. If your power goes out, how long will your cooler(s) and freezer(s) safely keep food?   

hat you could access it in an emergency?  Consider creating 20. Where could you store extra food off-site so t
agreements with churches, community centers, storage facilities.   
   
   

21. What are key vulnerabilities in your food supply chain?  Consider: usual shipment routes may be blocked, your food 
bank or distributor may be out of commission, or communications may be impossible.   
               
                

22. What steps can you take to plan around these possibilities?   
               
               
                

39 
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AGENCY EMERGENCY PLAN 
a. What is your food bank or distributor’s emergency plan?    

    
     

b ents could take?     . What are alternate routes food shipm
    
     

c uppliers’ contact information?    . What is your food s
     

   d. Other steps to take:  
    
     

 supplies?  How can you 23. How will the Red Cross, the Salvation Army, the local government, etc., manage their food
collaborate with them effectively?   

               
               
                

2 d with potential donors 4. How will you manage donations received in the wake of a disaster?  Have you communicate
to ensure that they give appropriate donations and help you in a productive way?   

               
                

25. How can you work with other food pantries in your area to share food and resources as needed?    
               
               
                

6. hese food pantrie agreed to work w2 T s have ith our agency in an emergency: 

a. Name:  Agreement:  

    

  

b. Name:  Agreement:    

    

    

c. Name:  Agreement:    

    

    

d. Name:  Agreement:  
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Make sure you can communicate with staff, clients, funders
 

Pandemic flu has gained attention recently as a very real threat to our societ
pandemic flu could affect your clients, surrounding community, and ag
from other large disasters, and so it is impo
 
During a pandemic flu, people will be told to stay home to avoid spreading th

k up on supplies and it is likely that grocery store
c ease the need for people to use your food pantry.   

 few facts: 
A pandemic is a global disease outbreak.  A flu pand
which people have little or no immunity and no vac

ne type of flu strain that could beco
read person-to-person in th

o Through coughing and sneezing 
o By touching things that are contaminated and then touching you
o Though the spread of particles in crowded, enclosed spaces 

• Symptoms are likely to be similar to normal flu, but more sev
 

Things you can do: 
 
1. Ensure that you minimize the chances of spreading flu at your agency by enc

volunteers to wash their hands regularly and following proper coughing and sn
e p hand sanitizer, rubber gloves, and masks on hand n
d cate your clients on ho e

A pandemic flu outbreak will change the way your agency operates.  You will n
howing up all at once in large numbers, or touching items in the foo

options you should consider: 
 

r -bag food for clients.  This will suppress the spr in
touch, and by shortening client lines and crowding in your facility.  If

• Do you have enough bags to pa  

M. Pandemic Flu Preparedness and Response 
 and your community 

y.  The way a 
ency, is quite different 

rtant to make some special considerations.   

e virus.  People will 
stoc s’ stocks will be depleted.  This may 
in r
 
First, a

• emic occurs when a flu virus emerges for 
cine exists. 

• Avian (bird) flu is just o me a pandemic.   
• Flu pandemics are sp ree ways: 

r eyes, nose, or mouth 

ere.  

ouraging staff and 
eezing etiquette. 

2. K e ces for infection. 
3. E u althy. 
 

ot want clients 
s d pantry.  Here are some 

1. P e g what your clients 
 you prepare for this option:  

  

to help uppr ss ch s e a
w infections are spread and to keep themselves h

ead of infection by limit

ckage the food you will distribute? 

41 

 
• Where will you set up the food-bagging operation?       
• Who will staff the operation?          
• Could you hand the bags to clients through a door or window?      

2. Have volunteers with rubber gloves hand food to clients as they go through the line.  This will 
limit what your clients touch, but may not lessen crowding during your open hours. 

• Do you have enough rubber gloves and volunteers to staff such an operation?   
3. Extend your hours so that people don’t all show up at once.   

• Do you have enough staff to undertake such an option?      
• How will you communicate this arrangement to your clients?      

4. Move your operation outside.  This can help lessen the chances of transmitting the flu. 
• Is there an area nearby that you could use?        
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N. Communication (Part 1) 
 your community 

Com reak a disaster response.  From a simple note on the door identifying 
your n tion Officer correcting news reports about your agency, 
comm ple make the right decisions.  
 

nicate? 
rational Status reports  

 else clients could turn for help 
 Damage assessment 

hanged 

s 

municating? 
 Disaster services partners  

ributors 

rs 
lic 

unicate the message? 
 Ensure they have proper training 

uthority 
ge 

 Verbally 
 Phone or Voicemail 
  

 

WHAT can you do or prepare in advance? 
 Define your agency talking points/key messages 
 Anticipate helpful information for clients, create  

 fliers in advance 
 Disaster/Emergency response press release 
 Emergency related funding solicitation 
 Email, phone, pager, cell phone and fax lists 
 Take crisis / risk communication training 
  

Make sure you can communicate with staff, clients, funders and
 

munications will make or b
ew location to a Public Informa
unication is the key to letting peo

 Volunteers needed 

TO WHOM are you com

 

WHO should comm

 Ensure
  

WHAT should you commu

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Agency Ope
 Where

 Services offered or c
 Funds needed 

 Other need
  

 

 Other food pantries 
 Your food banks or dist
 
 Clients 

Staff & volunteers 

 Board and Funde
 and General pub Media

 
 

 Ensure they have proper a
 they share consistent messa

 

HOW should you communicate? 
Electronic   

 Paper, fliers etc. 

42 
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O. Communication (Part 2) 
e to you 

Mastering how you send and receive information will help you in both crisis and opportunity.  A variety 
of 

 

Disaster Communication Tools 

e many communication tools we d at may become useful if 
uts off your normal channels. 

Make sure you know all the communication tools availabl
 

options is the key to maintaining communications. 

There ar on’t normally consider th
a disaster c

 Bulletin Board/White Board 

bon Paper / NCR paper  

dios  

 Cell Phones  

 Digital Telephones  

 Drums 

 Flag Pole 

 Megaphones / Bullhorns 

 Pagers 

 Palm Pilots / Blackberries 

 POTS Telephones  

 Public Signage 

 Runners 

 Walkie-Talkies 

 Car

 CB Ra

 Ham Radios 

  

 Whistles  

  

    

 

 

Community Outreach Options 

different ways you can spea method have 
ay help you r c  you had not reached before. 

What are all the k to your community?  Different 
different advantages, and m ea h people

 American Sign Language (ASL) 

 Computers : DSL or dial-up 

 Door-to-door canvassing or home visits  

 E-mail and listserves 

 Fact Sheets or FAQs 

 Fax Machines/WinFax  

 Information Phone lines (such as 800 
numbers) 

  

  

 In-person events, workshops or classes 

 Language Translators 

 Mailing lists: brochures, fliers  

 Radio 

 Television 

 Video / cassette tape / CD-ROM / DVD  

 Websites 
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P. ICS (Part 1) 
ystem  

em is the Federal standard for responding to disasters.   Understanding the 
Incident Command System that is the core of NIMS will allow you to organize  for managing any situation, coordinate 
with your community partners, and “speak the language” of the professional responders – which makes you that much 
easier to help. 

 

Incident Command:  Leads the response; appoints and empowers team leaders; sets tone and 

o the incident. 

 public and local 

 
Operation Team:  Handles key actions including first aid, search and rescue, fire suppression and 
securing the site. 
 
Planning Team:  Gathers information, thinks ahead and keeps all team members informed and 
communicating. 
 
Logistics Team:  Finds, distributes, and stores all necessary resources (supplies and people) to respond 
appropriately. 
 
Finance/ Administration Team:  Tracks all expenses, claims and activities and is the record keeper for 
the incident.

Make sure you know the nation’s universal response s
 

The National Incident Management Syst

 
 
 
 
 
 
 
 
 
 

 
 
 

 

 

standards for response.  Encourages teamwork and communications. 
 

Safety and Security Officer:  Focuses on the safety of all people responding t
 
Public Information Officer:  Works with the media and distributes messages to the
community. 
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Q. ICS (Part 2) 
 

Considering who might do well at ce is an excellent tool for understanding NIMS and getting 
pe idea.  Be careful, though: you never know who will be part of your disaster response 
team, so be y
   

rtain functions 
ople used to the 

 prepared to assign roles when the  are needed. 

Primary Functions 

Incident Commander 

Name:______________________________

________

________

Name:_______________________________ 

____________________ 

___________________ 

_ 

Phone:______________________ _ Phone:___________

Alt. Phone:__________________ _ Alt. Phone:________

 

Operations Officer 

________

________

ne:___________________________ 

 

___________________ 

____________________ 

Alt. Phone:___________________________ 

Name:______________________ _ Name:____________

Phone:______________________ _ Phone:___________

Alt. Pho

Planning Officer 

Name:______________________________

Phone:_______________________________ 

________

___________________ 

Phone:_______________________________ 

___________________ 

_ Name:____________

Alt. Phone:___________________  Alt. Phone:________

 

Logistics Officer 

Name:_______________________________

______________________  

________

___________________ 

Phone:_______________________________ 

___________________ 

 Name:____________

Phone:________ _

Alt. Phone:__________________ _ Alt. Phone:________

 

Finance / Admin Officer 

Name:_______________________________ 

________

________

Name:_______________________________ 

____________________ 

___________________ 

Phone:______________________ _ Phone:___________

Alt. Phone:__________________ _ Alt. Phone:________

 

  Support Functions 

Safety and Security Officer 

Name:_______________________________ 

Phone:_______________________________ 

Alt. Phone:___________________________ 

 

Name:_______________________________ 

Phone:_______________________________ 

Alt. Phone:___________________________ 

Public Information Officer 

Name:_______________________________ 

Phone:_______________________________ 

Alt. Phone:___________________________ 

 

Name:_______________________________ 

Phone:_______________________________ 

Alt. Phone:___________________________ 

45 
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R. Financial Resources 

anization to be aware of its cost of normal operations; estimate cost 
familiar with eligibility and other prerequisites for 

t Agency (FEMA) and other agencies. 

S  following: 

1.

eed or lease for your facilities 

ur account numbers, including personnel contacts 

• Legal identification, such as your taxpayer ID number and evidence of exemption status 

 

2. 
eep in “petty cash?”   

or pay phones?   

3. redit 

• What credit cards does your agency own?   

• Where are they?   

• What are the

• Who can si

• Do they have emergency credit extensions? 

• Do you have a line of credit immediately available? 

• Who can access the money? 
 
 
 
 

Reminder

Make sure you know your financial assets, limitations and commitments 

 

It is a good idea for your org
increases that might arise from emergencies and be 
aid and reimbursements from Federal Emergency Managemen

ome topics to explore include the

 Copies of Financial Support Documentation to have ready 

• Insurance policies 

• The d

• Bank information, including all of yo 

• Memoranda of Understanding (MOUs) 

Liquid Assets 

• How much cash do you k

• Do you have $15 - $20 in coins f

Credit Cards / Lines of C

 limits of each? 

gn on each? 

:  Keep this information updated; 
be sure it reflects any staff or policy changes! 

46 
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S. Ensuring Service Continuation 
Make sure you are clear on your service priorities 

1. List the primary services you will continue to provide following an emergency?  

? What is needed to continue essential providing services after a disaster

a.   

b.   

c.   

2.   What are the critical material resources necessary to maintain these operations? 

a.   

b.   

c.   

3. What neighboring agencies or businesses can you form a connection with in or  to share resources in an 
emergency, to maintain operations and to e he care of people you serve

der
nsure t ? 

a. Name:    Phone:    

b. Name:    Phone:    

c. Name:    Phone:    

d. Name:    Phone:    

e. Name:    Phone:    

Your organization should clarify what its mission and priorities will be in the aftermath of a major 
disaster.  It is important for agencies workin n a daily basis to know their client's 
needs and 

4. Som

• What are the predictable needs of the people you serve in emergencies? 

• Will the needs of the people you serve require you to expand services in a disaster’s aftermath? 

• Will you need to consider providing new or different services? 

 

 
Remember

g with at-risk clients o
how to support their recovery following a disaster. 

e questions to ask include: 

:  Knowing your priorities as an agency makes 
everything else fall into place.  In crisis or opportunity, if you 

are clear on your priorities you can make the best decisions for 
your agency. 
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y) 

Preparedness Activities 
and Messages 

............ 50 
........... 52 
........... 55 
........... 56 
............ 58 
............59 
........... 60 
........... 62 
............ 63 
............64 
............ 66 
........... 68 
............ 70 

Contacting Your Police and Fire Departments...................................... 72 
Neighborhood Resources............................................................... 74 

.......................................................76 
Pre ..............78 
Pande ................. 80 
 
 
 

o
• Copy and distribute them to food pantry staff at regular agency or 

coalition meetings as a quick and easy way to share information 
about preparedness. 

• Use them as monthly or weekly activities to complete on the way to 
finishing an Agency Emergency Plan (all of these activities are 
incorporated into the plan on page 30) 

• Post them at work to raise awareness about preparedness. 

Monthly (or Weekl

 
Emergency Contact List....................................................
Shutting Off Gas/Electric/Water..........................................
Evacuation Plan..............................................................
Emergency Food and Water................................................
Disaster Mission Statement................................................
Agency Go-Kit................................................................
Personal Preparedness......................................................
Managing Volunteers in an Emergency...................................
Financial Resources and Insurance.......................................
Disaster Supplies Kit........................................................ 
Securing Shelving and Other Hazards....................................
Fire Hazards and Using Your Fire Extinguisher..........................
Facility Floor Plan...........................................................

Emergency Communications....
paredness Bulletin Board.............................................

mic Flu Considerations.........................................

H w to Use These Handouts 
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Stay Connected! 
 

 
 
Perhaps the easiest and most effective thing you 
can do to prepare yourself and your agency for 
emergencies is to know who to call and how to 
reach them.  Taking ten minutes right now to jot 
down the numbers of the most important people 
for you to call is all it takes.  You may want to 
include fellow staff, board members, volunteers, 
family, or other agencies’ phone numbers. 
 
Make sure you fill out the top and bottom of the sheet so you can take one list home 
and leave one at work!  And don’t forget to include work, mobile, and home numbers – 
because you never know where people will be when you need them most! 
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Emergency Contact List 
Staff: ____________________________ 
 ____________________________ 
 
 
 
 

Board
 ____________________________ 
 ____________________________ 
 ____________________________ 
 ____________________________ 
 

Vo
 ____________________________ 
 ____________________________ 
 ____________________________ 
 
 

Other Contacts: 
 ____________________________ 

__________________ 
__________________ 
__________________ 

 ____________________________ 
 ____________________________ 
 ____________________________ 
 ____________________________ 
 ____________________________ 
 ____________________________ 
 ____________________________ 
 ____________________________ 
 ____________________________ 

___________________ 
___________________ 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
Emergency Contact List 

Staff: ____________________________ 
 ____________________________ 
 ____________________________ 
 ____________________________ 
 ____________________________ 
 

Board/Agency: 
 ____________________________ 
 ____________________________ 
 ____________________________ 
 ____________________________ 
 

Volunteers: 
 ____________________________ 
 ____________________________ 
 ____________________________ 
 ____________________________ 
 ____________________________ 

Other Contacts: 
 ____________________________ 
 ____________________________ 
 ____________________________ 
 ____________________________ 
 ____________________________ 
 ____________________________ 
 ____________________________ 
 ____________________________ 
 ____________________________ 
 ____________________________ 
 ____________________________ 
 ____________________________ 
 ____________________________ 
 ____________________________ 
 ____________________________ 
 ____________________________ 

____________________________ 
____________________________ 
____________________________ 

/Agency: 

 ____________________________ 
 __________
 __________
 __________

lunteers: 

____________________________ 
____________________________ 

 _________
 _________



 

Get the Heck Out! 
uate my 

During an ea ter in  
ike this  

(or, how I learned to stop worrying and figured out how to evac
workplace in an emergency) 

 
 
First of all, it’s important to determine when an 
evacuation might be necessary.  Evacuation is a good 
idea during: 

• a fire  
• a gas leak 
• after the initial shock of an earthquake   

rthquake, it’s much better to shel
e, lplac

During a pandemic flu or terrorist attack, stay inside 
and listen to the radio! 

 
 

Second, you and your staff/volunteers 
 take from 
ing a map is 

 where 

s, etc.   

e a 
 just in 

 
 
 
Make sure that evacuation routes and exits are 
clear of obstructions.  That means moving that 
50 lb. sack of potatoes away from the back door! 
 

 
(more on the next page) 

should know what route to
wherever you may be.  Mak
a good idea.  You can even label
to find first aid kits, fire 
extinguishers, gas shut-off
 
It’s also a good idea to hav
secondary route of evacuation,
case. 
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Hold on a second… before you get too excited and run off in wild abandon, 
there’s a few other things to consider: 
 
First,  
Designate someone who can continue or shut 
down critical operations.  This might mean shutting 
off gas lines (hey, you should know how to do that 
now!), or turning off equipment.  

 
 
 
 
Second, 
Determine how you will deal with clients if they are 
present.  How would you communicate with them, 
especially if there are language barriers?  How will you 
assist clients with limited mobility?  Who can make sure 
that everyone has been accounted for in the building? 
 
 
 
 

 
 
 
Third, 
Determine where you will meet outside, and do 
a head count once you get there.  Is everyone 
safe? 
 
 
Some resources on the web: 
http://www.osha.gov/SLTC/etools/evacuation/need.html
 (more than you’d ever want to know about when and how to evacuate) 
http://www.firstvictims.org/tools.html
 (some nifty signs you can print and post around work that help others to know  

where exits and other important things are) 
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FOLLOW DIRECTIO

• MOVE QUICKLY TO EXIT 

• LEVATORS! 

• EOPLE WITH SPECIAL NEEDS 

• O BUILDING 

• 
• OKE IS PR

• T NG 

• TO THE DESIGNATED ASSEMBLY AREA 

• REPORT ANY DAMAGE OR DANGEROUS SPILLS 

 

NS 

 
 EXIT QUIETLY & DO NOT USE E

 ASSIST GUESTS, VISITORS, AND P

DO NOT STOP OR GO BACK INT

IF A DOOR IS HOT, DON’T OPEN IT! 

 STAY CLOSE TO THE FLOOR IF SM ESENT 

 STAY CLOSE TO WALLS WHEN EXI

 GO DIRECTLY 

I

 

 
• L 

• STAY AWAY FROM WINDOWS, DOORS & GLASS 

• STAY CLEAR OF HEAVY OBJECTS LIKE BOOKCASES 

• S 

• U ARE INJURED OR NEED HELP 

• WHEN OUTSIDE, GO TO A CLEAR AREA WHERE DEBRIS WILL NOT 

FALL 

• PROVIDE AID TO PEOPLE INJURED 

• DO NOT USE ELEVATORS! 

• GO DIRECTLY TO THE DESIGN TIAL 

SHOCK/QUAKE 

• REPORT ANY DAMAGE OR DANGEROU

 OR AGAINST INSIDE WALTAKE COVER UNDER DESK

 
 
 USE FLASHNIGHTS, NOT MATCHE

 ONLY USE THE TELEPHONE IF YO

 

ATED ASSEMBLY AREA AFTER INI

S SPILLS
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Did you know? 
The majority of damage caused by 
earthquakes is 

properly shut off
ng damage.     

 
With this in min k is to 
become familiar wit alves.  Here’s 
what you should do: 
 

1. Locate the shut-off valves for gas and water, and your electrical circuit 
breaker. 

2. Label these shut-offs clearly, so that they will be visible in a time of 
emergency (you can use the flyers we’ve provided if you like). 

n off gas, 

ures for these valves with your 
staff and volunteers.  

5. If you have an emergency, don’t forget to shut off those valves! 

 
 of trouble in an 

emergency, and it only takes five minutes to complete! 
 

 
 

due to fires that start 
when gas and electrical lines are not 

.  Broken water lines 
can also lead to costly floodi
 

d, this month’s emergency preparedness homewor
h your gas, electric, and water shut-off v

3. Make sure you understand how to 
electricity, and water. 

4. Share the location and shut-off proced

use the valves to tur

 
 
 

This small task could save you a lot
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Food and Water 
 

As we all know, food and water are two of the most 
important aspects of survival, whether day-to-day or 
in an emergency.  Even though your food pantry may be 
well-stocked with these things, it is important to 
secure a small amount for your staff in case an 
emergency leaves you stuck at your site without access 
to your usual reserves.   
 
Luckily, this is probably a fairly easy precaution to take.  
Here are some general tips: 
 

• Make sure to store emergency food and water 
somewhere safe, and near where you usually work.   

• A simple way to gather food and water might be to gather a few days of supplies 
from your current inventory; every few months, you can rotate new emergency 
supplies in and move the older stuff back into your normal inventory, keeping track 
of expiration dates. 

 

---   Here are some more specific tips:   --- 
 

Water 
 

• A good rule of thumb is that you might need one gallon of 
water per person per day (for drinking, cooking, and 
sanitary needs).  Since it’s smart to be prepared for 
three days, aim for three gallons of water per person. 

• It’s best to store water in clean plastic, fiberglass, or 
enamel-lined metal containers.  Plastic containers, like 
bottled water or soft drink bottles, are best.  Avoid milk 
jugs, since they become brittle over time. 

• Make sure to seal containers tightly, label them, and replace every six months. 
• Be aware of other sources of water when your faucets aren’t running, both at work 

and at home: 
o Your hot water heater is a good source of 

emergency water.  Accessing the water requires a 
short procedure:   

1. Make sure gas and electricity are off.  
2. Turn on a hot water faucet.  
3. Shut off the water intake valve on your 

Don’t worry – you don’t 
have to be a plumber to 

figure this one out.  
Still, now would be a 

great time to review how 
to shut off your water, 

electric, and gas valves! 



 
water heater.   

4. Open the drain at the bottom of the water heater’s tank 
the water! 

– out comes 

Your building’s water pipes also hold some water 
 how you can get it:   

all faucets in your building, from 
ated.  When 

 in your freezer as ice 

he reservoir behind the toilet, not in the bowl!)  

ts purity, you can purify water

o 
– here’s

 Open 
most elevated to least elev
you open the lowest faucet, some water 
should trickle out. 

o Don’t forget water hiding
cubes! 

o As a last resort, drink your toilet water!  
(Ahem, I mean the water in t

 
• If you’ve got some water, but are unsure of i  in a 

couple different ways: 
1. Bring to a rolling boil for 10 minutes.  Before drinking, please make sure the 

water isn’t still boiling!  Hey, you never know… 
2. Use household bleach:   

o Make sure you’re using the normal household bleach, with no added 
colors, scents, or additional chemicals.  The only active ingredient should 

t 

n drink it, otherwise add more 

to store ready-to-eat, non-perishable, high-
protein, high-calorie foods that you enjoy.  Peanut butter, 

 veggies are all 
good options. 

 a can opener with the food

be 6% sodium hypochlorite.   
o Use 16 drops per gallon of water, or 8 for a two-liter bottle, and let s

for 30 minutes.   
i

o If the water smells like chlorine, you ca
and try again. 

 

Food 
 

• Make sure 

canned meats, energy bars, canned fruits and

• Don’t forget to keep

 
57 

 

.  As you 
might guess, opening a can without one is a pain in the rear. 

 
 

One last word of advice: 
 

In the wake of an earthquake, you might be holed up for a 
long time.  Consider packing things that might help make your 
time more enjoyable, like some chocolate or a bottle of wine!  
(But remember that liquor can dry you out, so if you do plan 

enjoying a nice cabernet, store some extra water too!) 



 

Mission: Possible 
Creating a Disaster Mission Statement 

 
A disa
organization around disaster preparedness, and better 
define the steps you will tak
staff and meet the needs o
 

• What role will your organization play in an 

dis
  
Your disa anization, based on the 
scope of makeup of your clients, and connections you have with the 
commu ry’s mission 
statem
 
 

 
 

e will ensure this outcome by: 

• Responding effectively by formalizing communications and resource 
sharing with other Seattle-area food pantries a nd outside agencies;  

 
• Seeking out collaborative preparedness and response efforts with other 

organizations such as the Red Cross, the Salvation Army, the Community 
Information Line, Seattle-King County Public Health, the Seattle Human 
Services Department, WAVOAD, and others; 

 
• Clearly communicating with the public in the wake of an emergency, and 

knowledgeably referring our clients to additional resources; 
 

• Training our staff and volunteers to be more prepared at home and at 
work, and mitigating safety hazards in our facility. 

ster mission statement can help unify your 

e to ensure the safety of your 
f your clients. 

emergency, especially in regards to your clients and 
your community? 
What are your strengths, weaknesses, and • 
resources, and how do you plan to use them in a 

aster?  

ster mission statements will be very unique to your org
your services, the 

nity.  To get you started, here is an example of one food pant
t: 

In the face of a disaster, the Seattle Food Pantry and its staff will continue to 
serve the community in the best way possible.  W

 

en
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Your Agency Go Kit 
 
In ilding at sh
not ere.  In cases where 
you e all your most 
important documents with you.  Taking the time to create an 
Ag cuments will save you 
mu it takes now is ten minutes to 
crack open your file cabinet and make some copies.  Here are 
some e ncy Go Kit: 
 

• Yo
• In
• Deed or lease for your facilities 
• Legal ide vidence of exemption status 
 Bank information, such as account numbers and contact information 
• Emergency contact lists 
 Memoranda of understanding 
• Inventory of valuab  
• Small amount of cash 
• Backups of electronic
• Contracts 
• 
• Pen and paper 

  
 
To protect ything t lable plastic 
storage bags  Also, making two Go Kits is not much 
harder than m ackup lous idea.   

 
 
And while you’re in a Go Kit frenzy, consider making a 
Home Go Kit – the same great idea, only with all of your 
most important personal documents!  

an emergency you may have to leave your bu
ice and continue operating from elsewh
 have to “jump ship”, it is important to hav

ort 

ency Go Kit that contains all of these do
ch trouble and time – and all 

id as for good things to include in your Age

ur agency disaster plan 
surance policies 

ntification, such as a taxpayer ID number and e
•

•
le items or equipment 

and coins 
 files and records 

Emergency line of credit documentation 

 these things, make sure to put ever
, or in some other waterproof container. 
ak

ogether in re-sea

copy is a marveing one, so creating an off-site b
 
 



 

Spreading the Love 
Personal P
Staff and Volunteers 

 
s task is a 

very important one: speaking to your staff and 
pare at home 

 for two reasons, which you should 
share with your staff: 

 
1. You care about your staff
2. hwarted if 

staff and volunteers aren’t prepared at home

can help out at work.   
 
Mainly, your sk is to underscore 
importance of p
volunteers, and to
help them learn m
to get this don
I d
information as possible, so take some time to 
locate some resources and have them ready for 
your staff. 

• 

Personal Preparedness with 
Staff and Volunteers 

 
s task is a 

very important one: speaking to your staff and 
pare at home 

 for two reasons, which you should 
share with your staff: 

 
1. You care about your staff
2. hwarted if 

staff and volunteers aren’t prepared at home

can help out at work.   
 
Mainly, your sk is to underscore 
importance of p
volunteers, and to
help them learn m
to get this don
It’s best to provid
information as possible, so take some time to 
locate some resources and have them ready for 
your staff. 

• 

Sharing ring reparedness with 
Your Your 

This month’s emergency preparednesThis month’s emergency preparednes

volunteers about how they can prevolunteers about how they can pre
for emergencies and disasters.  This is very 
important
for emergencies and disasters.  This is very 
important

 and volunteers and want them to be safe.  and volunteers and want them to be safe. 
 Even the best efforts to prepare your agency will be t Even the best efforts to prepare your agency will be t

.  Naturally, everyone 
needs to tend to their own needs and their family’s needs before they 

.  Naturally, everyone 
needs to tend to their own needs and their family’s needs before they 

tata the the 
reparedness to your staff and 

 give them some resources to 
ore.  Perhaps the best place 

reparedness to your staff and 
 give them some resources to 
ore.  Perhaps the best place 

e is at a short staff meeting.  
e your staff with as much 

e is at a short staff meeting.  
e your staff with as much t’s best to provi

 
Here are some good on-line resources: 

www.prepare.org

 
Here are some good on-line resources: 

www.prepare.org: hosted by the Red Cross, a site with many disaster 
preparedness materials, especially for seniors, children, people with 
disabilities, and pet owners. 

• www.ready.gov/america/index.html: a nice site with lots of links to 
er kit helpful resources, such as a family emergency plan and a disast

checklist. 
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• www.redcross.org/disaster/safety/fdsk.pdf: a downloadable brochure 
about home disaster kits. 

• www.redcross.org/static/file_cont36_lang0_23.pdf: a downloadable 
brochure to help create a family emergency plan. 

• www.redcrossstore.org: the Red Cross On-line Store, with a wide 
variety of preparedness supplies.  Consider giving the gift of 
preparedness to your staff this holiday season! 

• www.fema.gov/areyouready/: FEMA’s personal preparedness website, 
with lots of good info and links. 

 
Hosting a Short Training for Your Staff and 
Volunteers 
 
Further, your local Red Cross 
chapter or Office of 
Emergency Management is a 
good source for print materials 
and ideas.  Even better, they 
may be able come to your 
agency to do a training.  This 
would be an exceptional way to 
raise awareness among your 
staff! 
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Managing Volunteers 
 

t part of your operation, so it’s 
he wake of a disaster.   

but it’s good to anticipate how you might manage spontaneous volunteers. 
 

er (n
rward in a time of disaster or emergency to help 

thout pay, but who has no prior 
agency.  Such volunteers may not 

possess skills appropriate to usual volunteer 
activities, but may possess other valuable skills. 

 
how to manage volunteers: 

 
• Do your current volunteers have skills appropriate for 

•  to spontaneous 
, such as: 

ges 

o assisting in repair activities 
tackle, such as: 

o 

o
• What activities should not be assigned to spontaneous 

volunteers? 
• What safety or legal considerations do you need think 

about?  Do you have the right insurance to handle spontaneous volunteers, 
will you need to do new volunteer background checks before they can help 
out, or train spontaneous volunteers in food safety or food pantry 
operations?  

• Do you have someone in charge of volunteers?  Who might fill that role in a 
disaster?

Volunteers are most likely a very importan
important to know how to handle them in t
 

You are probably familiar with the skills and abilities of your current volunteers, 

spon•ta•ne•ous vol•un•te
fo

): a person who steps 

your agency with wi
affiliation with your 

 

Here are some questions to consider as you plan

disaster-related work? 
 What important operations activities can be assigned

volunteers?  These could include operational tasks
o sorting in-kind donations 
o pre-bagging food or assisting with food distribution
o communicating with clients (especially in langua

other than English) 

 

Or working on other projects you’ve been meaning to 
organizing or re-arranging file cabinets or shelving 

o painting your facility 
 et cetera 
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Understanding your 

Emergency Financial Resources 
 

 
Responding to an emergency takes money.  The problem is, in the 

wake of a disaster, you may not have access to the funds you 
need.  By understanding the financial resources you have, how you 

can use emergency lines of credit to your advantage, and how to get 
reimbursed for costs you incur, you can empower your agency in 

responding and recovering from disasters. 
 

 
 
Some Important Things to be Familiar With: 
 

• The normal costs of operation for you agency 
• The estimated cost increases you might incur 

due to a disaster 
• If your agency has credit cards: 

o Where are they kept? 
o What are their limits?  
o Who can use them? 
o Do you have an emergency line of credit? 

 
 
 

Some Important Actions to Take This Month: 
 

• Review your insurance to understand what it covers 
(and what it doesn’t) 

• Make sure to keep a small amount of petty cash, and a 
good amount of change for use with pay phones 

• What is required to be eligible for reimbursements 
from FEMA and other agencies.  Here are some helpful 
on-line resources: 

o http://www.lla.state.la.us/katrina/facts%20on%20fema%20assistance.pdf 
o Reimbursement of Local Private Nonprofit Organizations Under the 

Stafford Act, Congressional Research Service

 



 

Stocking Up 
plies available 

s after a major 
tuation that 
cy supply kit. 

It’s best to store your emergency supplies in a container that’s 
a y, and durable.  A five-gallon pail (with a 

ht lid) is a good option.  You can also 

stic bags can be used later for 
other purposes, such as disposing of waste. 

 supplies somewhere that will be easily accessible 
lly if you have to grab your kit in the dark), and 

preferably near an exit.  You should consider having a supply kit 
at

Here’s a list of some good supplies to have: 

• Lights/Flashlights 
• Radio(s) 
• Batteries 
• Whistles 
• Blankets 
• Garbage Bags 
• Duct Tape 
• Extra Cash 

n
• Gloves, ex
• Deck of cards  
• Crescent wrench (for utility shut-off) 

 gear 

• Paper, pens and markers (in water-proof 
containers) 

• Rope 
• Utility knife 

 

Specifically for Your Car: 
• Blankets 
• Booster cables and tool kit 
• Bottled water 
• First aid kit 

• Canned food, can opener 
• Critical prescriptions 
• Emergency flare/distress signs 
• First aid kit and reference guide 

It’s quite likely that you’ll have to get by with sup
to you at home or at work for the first few day
disaster.  To make sure you’re prepared for any si
might occur, it’s a good idea to create an emergen
 

w terproof, easy to carr
tig
keep individual items in plastic bags 
within the container – those pla

 
ep yourKe

(especia

at work,  home, and in your car.   
 

 
• First Aid Supplies • Personal Hygie e Supplies 

tra clothing, sturdy shoes 

• Other tools 
• Ponchos or other rain
• Matches 

• Necessary medicines 
• Alcohol Hand Cleaner 
• Thermometer 
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Remember, you don’t need to have all of these things, and you 
don’t have to get everything together in one day.  Even having 
a couple of these items on hand is a great start.  To make the 
task more manageable, consider collecting a few items each 
week.   
 
 
 
 
 

Items to collect: 
 

Week One:  ___________________________________________ 

Week Two:  ___________________________________________ 

Week Three: ___________________________________________ 

Week Four:  ___________________________________________ 

Week Five:  ___________________________________________ 

Week Six:  ___________________________________________ 

Week Seven: ___________________________________________ 

Week Eight:  ___________________________________________ 

Week Nine:  ___________________________________________ 

Week Ten:  ___________________________________________ 

Week Eleven: ___________________________________________ 

Week Twelve: ___________________________________________ 

Week Thirteen: ___________________________________________ 

Week Fourteen: ___________________________________________ 

Week Fifteen: ___________________________________________ 

Week Sixteen: ___________________________________________ 
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What’s Shakin’? 
and fall, leading to 

property damage and injury.  T  things you can do 
to prevent this.   
 

SECURING SHE
OTHER TALL FU

th 
shelving to store food and other items.  

she
har
right brackets and fasteners to get the 

 
 

LATCHES  

Cabinet latches help keep cabinets closed, so 
that plates or other breakables don’t come 
crashing out.  Again, 
you can find them at 
the hardware store, 
and their easy to 
fasten with a 
screwdriver. 

 
Earthquakes and other disasters can cause things to shift 

here are a number of simple

LVING AND 
RNITURE 

 
Most food pantries are loaded wi

One of the best things you can do to 
mitigate safety risks is to secure 

lving to walls and floors.  Your local 
dware store can help you find the 

job done. 
 
Another quick thing you can do is to 
lower heavier items to bottom shelves, 
and reserve top shelves for lighter 
objects. 

 

 

INSTALLING CABINET 
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Best Tip Ever: Doing all 
of this by yourself would 
be a lot of work.  Make it 
a project for a group of 

volunteers to undertake – 
you’ll be amazed by how 

fast it’ll get done! 



 
 

 

 
EQ

easily slide off 
ybe you’re just 

curing your 
re generally 

• With heavy-duty Velcro pads, which you can purchase 
from the hardware store. 

h speci

 HANGINGS 

n paintings and mirrors is one 
 hazards resulting from major 

hquakes.  You can cut down the risk by securing 
your wall hangings, either: 
 

• With specially-made picture hanging hooks that 
have a metal tab to keep them closed 

•  
• With screw hooks or eye hooks, which are 

easy to find and cheap.  
 
 

Remember – preparedness starts at home: when 
you’re out buying brackets and straps and 
fasteners, buy a couple extra to take back to your 
house! 

 
 
 

All pictures © 2002 City of Seattle Emergency Management

 

STRAPPING DOWN COMPUTERS AND OTHER
UIPMENT 

 
Computers and other valuable equipment can 
surfaces during an earthquake.  Heck, ma
clumsy and bump into things a lot.  Either way, se
equipment is easy and smart investment.  There a
two ways to do it: 
 

• Wit

 
 

SECURING WALL
 
Broken glass due to falle
of the most common
eart

ally-designed straps, which you can find at 
many on-line vendors and at some hardware stores. 
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Is it Hot in Here or is it Just Me? 

 is fire. 

  

  

 

 
Furthe oes, and extreme weather can 

. 
 
Here are some steps you can take increase fire safety at work: 

• U , and 
o t

• B iar with the fire protection systems in place at work (such as fire 
 Where are they and how do they 

cked by shelving 

egu
• and when to use a fire extinguisher. 

 
If a fire starts in your building, it is best to notify others, head outside, and call 9-1-1.

Fire Safety and 
Extinguishers 

 
One of the most common emergencies you might face

Fires can be caused by many things: 
 

 

 

 

rmore, other disasters like earthquakes, tornad
sometimes cause fires

nderstand how to safely evacuate your building make sure exits are clear of 
bs ructions. 
ecome famil

alarms, sprinklers, fire doors, extinguishers). 
work?   

o If your building has sprinklers, make sure they aren’t blo
or other things. 

o Replace batteries in your fire and smoke alarms r
Know how 

larly. 

   
 
You should only try to fight the fire if: 

1. It is small 
2. It doesn’t appear to be spreading 
3. It is not blocking an exit  

 

cooking accidents 

faulty wiring 

extension cords 

halogen lamps 
space heaters 

improper handling or storage of combustible materials 



 

Fire Extinguishers 
 

• Make sure your facility’s fire extinguishers 
are in an easily accessible place.  It is better 
to have several small extinguishers placed 
around your agency than to have a single large 
one. 

 
• There are different types of fire 

extinguishers for different fires (usually called A, B, and C)– check yours to see 
what kinds of fires they fight.  The best kind of extinguisher is actually a 
combination of all three: surprisingly called an ABC extinguisher. 

 
• Check your fire extinguishers on a regular basis to make sure they are properly 

charged. 
 

When Using a Fire Extinguisher, Remember the PASS Method! 
 

 P:  Pull the Pin, Unlocking the Lever 

 A: Aim at the Base of the Fire 

 S:  Squeeze the Handle 

 S:  Sweep the Hose Side to Side
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Sketching a Facility 
       Floor Plan 

This preparedness activity should appeal to all the artists out 
there.  The task is simple but can help reduce confusion and safety 
hazards during an emergency.  Here goes: 
 
• Make a sketch of your facility’s floor plan (you can use the back of this sheet if you’d 

like) 
• Label the floor plan with anything relevant to emergencies, such as: 

o Fire Extinguishers 
o Fire Alarms 
o First Aid Kits 
o Evacuation Routes 
o Agency Go Kits 

o Emergency Supplies 
o Emergency Exits 
o Shut-off Valves for Gas, Electricity, 

and Water 
o Shelter Points 

• Share the locations of these things with your staff and volunteers, and post copies 
of the emergency floor plan around your building 
 

 
Here’s an example: 
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POLICE & FIRE 
 
Your local Police and Fire Departments are some of your greatest allies when facing 
emergencies and disasters.  Be a good friend – get in touch with them and let them know 
you’re out there.  If they know who you are and who you serve, and that you are working 
towards preparedness, you will undoubtedly become a priority to them in the wake of a 
disaster.   
 
On the other side of this sheet, you will find a sample to use in writing a letter to your 
local Police and Fire Departments.  This is a nice, formal way to establish your 
relationship.   
 
On the other side of things, make sure that your staff and volunteers have access to 
the Police and Fire Departments’ non-emergency numbers, and know where those 
departments are.  Below is a space to write down your local Police and Fire contact 
information.  Please post this information somewhere visible to your staff and 
volunteers. 
 

  

Police Department 
Station: __________________________ 

Address: __________________________

  __________________________ 

Phone:  __________________________ 

 

Fire Department 
Station: __________________________ 

Address: __________________________ 

  __________________________ 

Phone:  __________________________ 
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January 1, 

u od Pantry.  As executive director of the 
Smallville Food Pantry
pounds of food every any of our 

 
As an important part o n to prepare for 
emergencies and disas lunteers about 
workplace preparedne  starting to 
collaborate with the R
 
The Smallv ships with other organizations 
who serve our community, whether day-to-day or during an emergency.  Naturally, your precinct is of 

to the safety and well-bei  is with this letter that we hope to 
ficial relationship with y  eparedness.   

ently posted your address and co a  that you will be easier 
 the event of a disaster, and we h ote of our address and contact 

f  that you may contact us whe to working with the future, and 
e ar from you about ways we c  ur community.  
l hesitate to contact us to let us k o

about emergency prep    

h e valued work you do in ur community! 
 
Sincerely, 

ctor 
Smallville Food Pantry 
123 Broadway Avenue 
Smallville, WA 98123 
Phone: (206) 555-1234 
Fax: (206) 555-1234 
E-mail: Jane.Smith@SmallVilleFoodBank.org

2007 
 
Smallville Police Department 
Precinct #12 
1100 Main Street 
Smallville, WA 98122 
 
To Whom It May Concern: 
 

ce myself on behalf of the Smallville Fo
, I oversee a program that serves 4,000 unduplicated households over 300,000 
year.  Clearly, our program is integral in meeting the needs of m
nerable members.   

I am writing to introd

community’s most vul

f our local community, the Smallville Food Pantry has begu
ters.  We have started this process by educating our staff and vo
ss, by establishing evacuation and communications plans, and by
ed Cross. 

ille Food Pantry believes that it is important to nurture relation

utmost importance ng of our community.  So it 
start a mutually bene ou as we work towards emergency pr
 
We have rec nt ct information at our food pantry so
to contact in ope that you will also take n

n needed.  We look forward in ormation, so
 hear  excited to an better work to prepare ourselves for o

n w that you’ve received this letter, or to start a more P ease do not 
personal conversation aredness.
 
T ank you for th o

 
 
Jane Smith 
Executive Dire

 

 



 

Forget the Wild Goose Chase 
unity Re  

 
Your local community resources are of utmost 
importance in an emergency – they may be the only 
ones you have!  It’s hard to know right now exactly 
what you might need wh t 
knowing where to find it will make all the 

 
W ind
potentially important resources in your 
neighborhood.  Even better, 
wa
wi one
in  
 
 
Fo

Know Where Your Local Comm
 
 

sources Are Now

en disaster strikes, bu

fference.   di

ith that in m , take the time to locate 

post a large map on a 
ll at your agency, and label the following (this 
ll help every  better understand the resources 
 their area):

od: Supplies: 
• Other food pantries • Hardware stores 

g stores • Grocery stores • Sports/campin
• Restaurants  

Medical: 
• Nearest public health clinic 

• Corner stores 
• Soup kitchens/meal programs  

ic 
armacy  

 
Other:

 
 
Gathering Points:

• Hospital 
 • Veterinary clin

• Community center • Drug store/ph
• Shelters 
• Schools 
• Public library 
• Churches, mosques, synagogues, etc. 

 

 
• Other social services organizations 
• Pay phones 

 
 
 
 

(more on the next page) 
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Some important information and ideas: 
 

• Mapping all these resources takes a lot of work and time.  Consider using some of 
your volunteers to help you complete the task.   

 
 

• Pay phones are a part of the emergency 
services network, which means that they 
are some of the first phones to be restored 
to operation after a disaster.  If your 
phones aren’t working, head to your nearest 
pay phone (but don’t forget to keep some 
change handy!) 

 
 
 
• Some local gathering points might be a potential places where you could set up 

shop temporarily if your site is inaccessible.  Talk with your community center, 
schools, churches, etc., to see if this is a possibility.  If so, get an agreement in 
writing. 

 
 
 

• If you don’t have a generator, try 
to find a local store or 
organization that is willing to lend 
or rent you one in an emergency.  
Get an agreement in writing. 

 
  
 

 
 
 

• Remember, preparedness starts at home, so 
make sure you understand the resources 
available near your house. 
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Spread the Word 
ency 

 

 communicate in the wake of a disaster can make 

s working wi
 hanging fliers on your door to tell people when 

e open, what you communicate will help you to 
ter serve your community when they need it most. 

 
A few simple questions to get you started: 

 
What will you need to communicate? 

ut your operations: when you’re open, if you’ve moved, if your services have 
changed, etc.  

• About your agency’s status, damages to your facility, etc. 
• Your agency’s needs: for funds, for volunteers, for food or other supplies 
• Where clients should rs, feeding sites, other 

 

• Your clients 
• Partner agencies in disaster relief efforts 
• Your food banks or d
• Other food pantries 
• Your board and fund
• The media and general public 

 
How will you communicate? 

• Via email or the web 
• With paper, fliers, etc. 
• Verbally 

Communicating in an Emerg

 
How you
or break your ability to respond effectively.  Whether it 
mean
or simply
you’ll b
bet
 

th the media to get your message across 

• Abo

 turn if you’re not open: shelte
food pantries 

Who will you need to communicate to? 

istributors 

ers 
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• Phone or voicemail 
• Radio 
• A plane with a 

banner behind it 
 
W

• Do they 
• Do they have the proper training and authority? 
• Are your m s

 
What can you

 Define your agencies talking points or key messages (these may be related to 
your mission statement) 

lients might 
need, create those fliers in advance (and in 

f 
 

nges 
• 

s
• enc tact lists in hand!

ho will communicate your message? 
know who to contact and how? 

es ages consistent with one another? 

 do to prepare in advance? 
•

• Anticipate the information your c

multiple languages!) 
• Create a press release about your response: i

you ever need to use it, it will be ready to use
with (probably) some minor cha
Create some emergency-related funding 
olicitations 

y conHave your emerg

 



 

Making 
a Display 
 
 
 

Most disaster relief experts say that people should expect to be on their 
own for the first 72 hours after a major disaster – first responders will not 
be able to meet every person’s needs.  This fact points to the need for 
people to be prepared to take care of themselves.   As food pantries, we 
have a special opportunity to educate many of the most vulnerable members 
of our communities about preparedness. 
 
One great way to start educating your clients is to create a bulletin board 
or display at your food pantry, and to provide resources and written 
materials for clients to take with them. 
 
Creating such a bulletin board can be a fun project 
for a small group of volunteers to undertake.  This 
could involve:  

• finding and printing information off the 
internet 

• gathering print materials from your local Red 
Cross Chapter or other organizations 

• designing and arranging the look and content of 
the board 

• finding a place for the board and any copies of 
print materials that accompany it 

• changing or updating the theme of the display every few months 
 
 

(more on the next side) 

Hopefully your board will be more organized 
than this.  But hey, it’s a good start! 

Get those volunteers 
involved! 
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Here a  include… 
an attention-catching title or graphics 
general information about preparedness 

o take 
• information about other resources clients 

could turn
• information on what the food pantry plans to do in a disaster 

 
 
 

l
perhaps on a wall along where clients have to wait 
in line 

 

re some ideas about what to
• 
• 
• handouts or brochures for clients t

 to in an emergency 
 
• the above information in multiple languages 

 
… and where to place the display: 

• somewhere high y visible to all clients 
• 

 
 

 
 

An important thought… 
Communicating an emergency preparedness message to your cli
hallenging.  Ma

ents can be 
c ny of your clients may already feel vulnerable or 

ning as disasters can 
 For people who are struggling with 

 to store emergency food or put 
lies kit may seem

condescending.  It is therefore important to be sens
ing realistic and simple things your clients can 

do (especially things that don’t necessarily involve material resources).  It 
is also important to present preparedness in a positive light.  
Preparedness should not be about fear and impending tragedy.  It should 
instead be about empowerment and strengthening your community.  It 
should ultimately be an expression of love and care for the people you 
serve. 

disempowered, so hearing about a topic as threate
create anxiety or seem paralyzing. 
their day-to-day needs, being told
together an emergency supp  unrealistic or even 

itive to these 
considerations by emphasiz
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Pan

 

demic Flu  
ponding Effectively 
 

Pand  as a very real threat to 
our affect your clients, 
surrounding community, and agency, is quite different from 
other large disasters, and so it is important to make some 
s c
 
Dur void 
spreading the virus.  People will stock up on supplies and it is 
li
incr  need for people to use your food pantry.   
 

 
 

A Few Flu Facts: 

• A pandemic is a global disease outbreak.  A flu 
pandemic occurs when a flu virus emerges for which 
people have little or no immunity and no vaccine 
exists. 

• Avian (bird) flu is just one type of flu strain that 
could become a pandemic.   

• Flu pandemics are spread person-to-person in three 
ways: 

o Through coughing and sneezing 
o By touching things that are contaminated and 

then touching your eyes, nose, or mouth 
o Though the spread of particles in crowded, enclosed spaces 

• Symptoms are likely to be similar to normal flu, but more severe.  
 
 

Planning and Res

emic flu has gained attention recently
society.  The way a pandemic flu could 

pe ial considerations.   

ing a pandemic flu, people will be told to stay home to a

kely that grocery stores’ stocks will be depleted.  This may 
ease the

 

 

 
Proper Sneezing and 
Coughing Etiquette: 

instead of coughing or 
sneezing in your hand, 
which often goes back 
to touching things and 
spreading germs, you 

should sneeze into your 
elbow or a hanky. 
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Things you can do to prepare: 
 

• Ensure that you minimize the chances of spreading flu at your agency by 
encouraging staff and volunteers to wash their hands regularly and following 
proper coughing and sneezing etiquette. 

• Keep hand sanitizer, rubber gloves, and masks on hand to help suppress chances 
for infection. 

• Educate your clients on how infections are spread and to keep themselves healthy. 
 

 

Changing the Way Your Agency Operates 
During an Outbreak 

 
A pandemic flu outbreak will change the way your agency operates.  You will not want 
clients showing up all at once in large numbers, or touching items in the food pantry.  
Here are some options you should consider: 
 

Pre-bag food for clients.  This will suppress the spread of 
infection by limiting what your clients touch, and by shortening 
client lines and crowding in your facility.  If you prepare for this 
option:  

• Do you have enough bags to package the food you will 
distribute? 

• Where will you set up the food-bagging operation? 
• Who will staff the operation? 
• Could you hand the bags to clients through a door or 

window? 
 

Have volunteers with rubber gloves hand food to clients as they go through the line.  
This will limit what your clients touch, but may not lessen crowding during your open 
hours. 

• Do you have enough rubber gloves and volunteers to staff such an operation? 
 

Extend your hours so that people don’t all show up at once.   
• Do you have enough staff to undertake such an option?  
• How will you communicate this arrangement to your clients? 

 

Move your operation outside.  This can help lessen the chances of 
transmitting the flu. 

• Is there an area nearby that you could use?



 

 
82 

 
 

Disaster Preparedness 
Needs Assessment for Food 

Pantries 
 
The Purpose of This Assessment:   

1. For each food pantry, to get a clear understanding of: 
a. what equipment and resources the food pantry has and what it lacks; 
b. the services the food pantry offers and the resources needed to 

maintain those services (personnel, physical, and informational 
resources); 

c. who the food pantry serves and what their needs are; 
d. relationship between the food pantry and the community it serves; 
e. what steps food pantrys have already taken to prepare, and point to 

what steps still have yet to be taken. 
2. Use the combined survey results to: 

a. understand what needs and circumstances need to be taken into account 
when creating a disaster preparedness template; 

b. assess the vulnerability of a food pantry in a disaster, in order to 
coordinate a system-wide  communications and resources-sharing plan; 

c. determine what kinds of resources would be most appropriate to 
disperse food pantry clients, how to disperse those resources, and how 
many will be needed; 

d. document the equipment and facilities needs of the food pantrys for 
use when seeking funds for those needs.  
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Disaster Preparedness Needs Assessment 
For Food Pantries 

 
Food Pantry:  __________________________________ 

Name:   __________________________________ 

Date:   __________________________________ 

 
Directions:  The following survey is designed to collect information about your food pantry that 
will be helpful in drafting a disaster preparedness plan for both your food pantry and the coalition as 
a whole.   
 
 
 

Thank you for your time! 
 
 
Population Served  

1. How many unduplicated households do you serve per month?   
 
 
 

2. Do you work to serve a specific segment of the population?  If so, please check all that apply.   
 

 

 

 

 

 

 

 

 

 

 

 

3. How do your services cater to these specific population segments? 

 
 
 
 

□ Immigrants   
Where from? ________________________________________________ 

□ Minority communities    
Which?  ____________________________________________________ 

□ The elderly 

□ People with special medical needs 
Please describe: ______________________________________________ 

□ Other:  ________________________________________________________ 
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4. Demographically speaking, how do your clients break down in terms of age, race, 
employment status, household makeup (single/married, with/without children, etc) 

 
 
 
 

5. What portion of your clients are primarily non-English speakers?  What languages are 
spoken?  How do you communicate with those clients? 

 
 
 
 

6. How often does an average client come in?  What percentage of clients are ‘regulars’?   
 
 
 
 

7. What is the food pantry’s relationship to its clients and to the surrounding community (such 
as grocery stores, churches, etc) like? 

 
 

 
 

 
 
 

Personnel  
8. How many paid staff do you have?  How many hours does each work?  

 
 
 

9. Could any staff get to the food pantry in a time of disaster?  Does anybody live within 
walking distance?   

 
 
 

10. How many volunteers do you have?  Are most ‘regulars’ or do you get a lot of new folks 
coming in? 

 
 
 

11. Do most volunteers live within walking distance?  Could you depend on them volunteering 
in a time of emergency? 
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Services Provided  
12. How do clients receive food in the food pantry?  Please check all that apply: 

□ They are handed a pre-packaged food bag 

□ They ‘shop’ by picking out their own items 

□ Other/Comments: 

 
 

13. Do you do home delivery?  If so, how many per month?  How close are the homes to the 
food pantry? 

 
 
 
 

14. What are your hours of operation (whether or not you are open to clients)?  
 
 
 

15. Do you provide additional services?  If so, what are they and how would you rate their 
importance in a time of disaste

 
 
 
 
 
 
 
 

16. What percentage of your food is donated by the local community?  What percentage is 
purchased by the food pantry?

 
 

 
 
 
 

Equipment  
17. What modes of communication do the food pantry and its staff rely on?  Landline, cell phone, e-

mail (cable, dsl, dail-up)?  Others, such as two-way radio? 
 
 

r? 

 

 
 
 
 
 



 

18. What equipment do you rely on day-to-day?  How many of each do you hav
that apply. 

 

e?  Please check all 

□ Forklift     ______ 

□ Van/truck ______ 

□ Freezers ______ 

uter ______ 

□ Other: 

ster, maybe even to other 
food pantries (such as storage space, vehicles, lots of very committed volunteers)? 

 
 

20. Do you have a backup power source, such as a generator?  
 

operations or for emergency prepared
 
 
 
 
 

in a number 

cation and 
physical security may also be factors.  In what ways is your facility vulnerable to a disaster?   

 

 
23. How much storage space do you have, in square feet?  How many days of food could you 

store at most?   
 
 
 

24. From week to week, what percentage of your food stocks are used up?   
 

□ Palette jack ______ □ Comp

□ Refrigerators ______ 

 

 

19. Do you have any resources that might be helpful in a time of disa

 
21. What additional equipment or supplies would you like to acquire, either for day-to-day 

ness, and why? 

 
 
 
Facility  
22. A facility could be vulnerable to a disaster such as an earthquake, fire, or flood 

uof ways.  The vulnerability could be d
unsecured shelving, water heate

e to the building’s lack of structural soundness, 
rs, or A/C units, or old wiring.  The facility’s lo
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25. How many days of food, at minimum, would you have on hand if you stopped receiving 

nt information do you store on-site (client/service information, 
gs?  Do you back them 

r?  
tc)  

28. Who in your organization could be responsible to for creating and maintaining a disaster 
preparedness/response plan? 

 

u have smoke detectors, sprinklers, lighted exit signs? 

 
30. In the event of an interruption of your services, what would be the impact on your clients?  

Where would they turn?  What role would the food pantry play in a disaster? 
 

 
 
 
 

31. If clients came to you with needs you couldn’t meet, such food/shelter/medical needs, 
where would you refer them? 

 
 
 
 
 
 

32. What kind of insurance does the food pantry have?  Disaster/Earthquake insurance? 

deliveries? 
 
 

26. What kinds of importa
insurance/legal/tax documents, etc) and how do you store these thin
up regularly? 

 
 
 
 
 

Preparation/Recovery  
27. What steps have you taken to prepare for disaster at the food pantry thus fa

(escape/emergency plans, emergency contact lists, securing shelving units, e
 
 
 
 
 

 
 
 

29. Do yo
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33. Would you be interested in sitting on an ad-hoc sub-committee dedicated to disaster 
preparedness? 

 
 
 

34. What steps have you taken to develop a personal emergency preparedness plan in your own 
home? 

 
 
 
 
 
 
 
 
 
 
 
 
Other Comments or Thoughts: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Thanks again for your time and thoughts!
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