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Betterment: After response works are over, works are started to turn
the life back to normal. These can be listed as the economic size of
rehabilitation process, restructuring of natural and artificial environment,
meeting the losses as much as possible and precautions for
unemployment. Health dimension includes treatment of sicknesses and
injuries due to disaster and its adverse conditions, rehabilitating sequels
and long time services directed to mental problems.
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Mitigation: These are the
studies which are done in order
to prevent risks turn into disaster
and minimize the losses and
damages. Firstly hazards are
determined and risks are
examined. Precautions for
protection from risks and
reducing expected damages
are determined, planned and
applied.

Preparation: These are the
studies which include
training, planning creating
teams aiming to  use
response capacity effectively
and efficiently. Estimation
and early warning is also
developed and used which is
identified as subsidiary
protection.

Response: These are the studies which are done to prevent loss and
damage increase. For example, search and rescue operations or
medical response to injured ones are important activities in this step.
First of all effect and needs analysis should be made in order to
understand the qualifications and size of the incident. According to the
size and type of the damage, the units are determined to be activated.

Disasters occur from the negativities stemming from people,
nature and technology which causes great damages since
community cannot handle them. For example earthquake is
a natural event however it can turn into a disaster depending
on the structures in the place, preparedness level, capacity of
action and similar elements.

Preparations that should be done beforehand and action
studies after the disaster can be listed like this:

As you can understand from the schema, making preparations
before the disaster enables people to overcome the disaster with
the minimum damage. Minimizing the disaster risk depends on
how good “risk management” is done before the disaster. Studies
that are conducted after the disasters are directed to crisis mana-
gement (see Figure 1). In every field in our country including
working places and industrial plants, we must pass from crisis
management to risk management. In order to prevent disasters
and minimize the damages, preparedness, prediction and early
warning are important subjects which must be given importance. 

This book contains examples and basic information for making di-
saster and emergency situation plans. Also there is information for
corporations and establishments to be ready for a disaster and pro-
viding business continuity and determining responsibilities and
authority and regulating the supporting sources in case of a disaster. 

II. DISASTER MANAGEMENT
AND PLANNING 

3

Figure 1. Disaster and emergency 
management.
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BEFORE PLANNING 

There are some important works that must be carried out
before starting to plan. First of all the situation in the work-
ing place should be examined and what is available and
unavailable should be determined. The most important thing
is that, everybody in the place including the executive ma-
nagers must believe in the planning and they must be ready
to support this process from beginning to end, because plan-
ning requires long studies and effort. It affects all the
employees with its results and it can be beneficial when
everybody is included in the process. 

Involvement of the executive managers in these studies
should particularly be emphasized. If managers do not
believe in the subject and give support to planning in every
stage, studies will deprive of faith and source. Furthermore
all these studies will be perceived as burden by the applica-
tors. If this case occurs, good results cannot be expected
from planning studies.

In order to ascertain your current situation and to see how
ready your establishment is for a disaster or emergency you
can look at the check list in Appendix-3. If you give negative
answers to the questions in the list, it means that your estab-
lishment needs planning. 

DISASTER PREPAREDNESS STARTS AT HOME

Workers, customers, suppliers and all other people who
have a relation with the establishment are the stakeholders
of the planning studies. That’s why planning studies must
be prepared in a way that includes all the stakeholders. 

Participation in disaster and emergency planning activities
starts at home with the preparation studies. For this rea-
son, awareness of the people who work in the planning
process should be raised. Workers can prepare Family
Disaster Planning with their families which is very impor-
tant (Appendix-4 – Family Disaster Planning).

III. PLANNING PROCESS 

.

...

....

Chronic disease if any :.............
...............

...............
............

Medicines taken:..............
...............

...............
...............

.......

Surgical operation if any :..............
................

................
...............

Any organ donation?:..............
................

................
................

..

Family meeting point during a disaster:..............
............

...............
...............

...............
...............

...............
...............

....

Other information:..............
...............

...............
...............

...

...............
...............

...............
...............

...............
...............

....

Please always carry this card with you.

EMERGENCY INFORMATION CARD

EMERGENCY INFORMATION CARD
Name-Surname :........................................................

Blood group
:........................................................

Date of birth
:........................................................

TR identity number :........................................................

Address
:........................................................

Emergency person for the card owner
Name-Surname :........................................................

Phone number
:........................................................

For more information www.guvenliyasam.org

F
..
O
....

Ple

FRONT

BACK
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STEPS OF PLANNING

Steps of planning can be summarized like this:

• Organizing teams
• Hazard and risk analysis
• Mitigation planning
• Command and emergency services
• Procedures
• Training and exercises
• Mutual aid
• Emergency equipment

PROVIDING CONTINUITY IN THE PLAN

It is very important to make sure that all the stakeholders
know the plan and furthermore updating the plans according
to the new conditions. Nobody will have time to read the
whole plan during the disaster. So those who are concerned
in the plans must read and know them all and apply them via
the practices. 

5

The Road of Disaster Preparedness

DevelopmentEvaluationExercise
Training
Plan
OrganizationMitigationPreventionAnalysis

Team

The Road of Disaster Preparedness

DevelopmentEvaluationExercise
Training
Plan
OrganizationMitigationPreventionAnalysis

Team
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In preparation studies to disasters and emergencies, two
teams must be created. These are “disaster committee”
and “planning team”.

DISASTER COMITTEE

Disaster management and especially planning necessitate
team working. Involvement and support of the executive
managers are fundamental. Another important and neces-
sary point is to create a disaster committee which can repre-
sent all the related units in the establishment. The commit-
tee is different from the planning team since it is not only
responsible for routine planning process but it is also
responsible for the management of all the studies directed to
disaster and emergency from the moment it is constructed.
Missions of the committee are listed below:

Before the disaster or emergency situation:

• The committee decides organization, facility, service
and precautions according to the regulations and pro-
perties of the establishment and determines principals
and configurations while planning them.

• The committee gives missions to the personnel in order
to prepare the disaster and emergency situation plans
according to these configurations. The committee exami-
nes the plans and completes them. After signing the plan
the committee submits it to the authorities. 

• The committee determines, manages and checks the ac-
tivities which are needed to be practiced and completed
according to the formation, facility and precautions which
are determined with the plan.

• The committee organizes the necessary collaboration
and division of work among the members and units.

During the disaster or emergency:
• The committee implements all necessary immediate

response studies and manages the event.
• The committee puts the disaster and emergency aid

plan into action.
After the disaster or emergency:
• According to the damage in the building the committee

helps the establishment to be functional again. The com-
mittee takes the necessary precaution to replace the lost
or used materials.

BUSINESS CONTIUNITY

         EVALUATE

         PLAN

         DEVELOP

IV. FIRST STEP: 
ORGANIZING THE TEAMS
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PLANNING TEAM

In order to start planning, a team should be organized who
will make the study. There must be experts and workers from
different units in the team. On the other hand senior manage-
ment should direct the planning team and they should give
authority to these people so that they can make the neces-
sary things in the planning process. There should be a certain
division in authority between the team leader and team mem-
bers and each member’s job should be described.

The size of the planning team is related to the needs, actions
and resources of the establishment. Studies should be prac-
ticed in groups to be more advantageous for the following
subjects:

• To make the plan adopted by more people
• To increase the time and energy spent by the team members
• To look at the subjects from a wider perspective

Also who will be the active members and who will be the
consultant of the plan should be determined. As well as
senior manager; there should be contribution from other
departments like human resources, workers’ health and
work safety, environmental health and safety, public rela-
tions, marketing, accounting, etc. Group members must be
assigned by senior management and their job description
must be clear.

7
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V. SECOND STEP: HAZARD AND RISK
ANALYSIS
After planning team is organized, the first thing that should be done is to determine the hazards
and risks the establishment is exposed to. Thus, the establishment will know the possible
events and take the necessary precautions. 

CONCEPTS OF HAZARD AND RISK

Although in daily language the words “hazard” and “risk” are used interchangeably, they repre-
sent two different concepts in fact. It is necessary to know the difference between these two
concepts in order to make hazard and risk analysis of the establishment. Hazard is an event that
has the potential of loss of life and property.

However risk points out the size of damages when a hazardous event occurred. Namely risk is
the multiplication of the possibility of the hazard’s coming true and the size of the damage in the
case the hazardous event occurs. 

As it can be understood from the explanations risk can be the result or the next step of the hazard
depending on the possibility and the damage of it. That’s why in order to determine the existing ha-
zards and risks of an establishment first of all the hazards that threaten the establishment should
be checked and then how much these hazards threaten the establishment should be checked.
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HAZARD ANALYSIS 

Hazard analysis is the process of listing the events which
can create hazard for the establishment. The events
which can be identified as hazard can vary according to
the establishment’s situation. While some events like
earthquake is a common source of danger for most of the
establishments, some other events can be identified in a
different way according to the situation. That’s why the
planning team should determine the events that can cre-
ate danger for its own establishment. 

There is a list below which includes some examples of
possible “hazards”. The team should determine these
hazards according to its own establishment’s reality.

• Gas leakage
• Earthquake
• Explosion and fire
• Lightning and static electricity
• Sabotage, terror and social events
• Environmental impacts (neighbor institution and estab-

lishments)
• Natural events – negative weather conditions (flood, 

landslide and storm)
• Work accidents
• Hazards derived from the establishment which can give

harm to the surrounding
• Icing and freezing
• Communication troubles
• Emergency health problems (epidemic, occupational 

illnesses, food poisoning, gas poisoning, etc.)
• Social events
• Hazardous substances
• Supply – transportation accidents
• State of war
• Security (burglary events)
• Contractor – subcontractor works
• Boiler explosion

There are some methods to determine the hazards. These
can be listed like this: (There is an example for the forms
in Appendix-5.)

• Historical profile: The events occurred in the history of the
establishment are in fact the indicators of existing ha-

9

NATURAL DISASTERS

TECHNOLOGICAL  DISASTERS

COMPLICATED  DISASTERS
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zards. It is very important to know what kind of events occurred in the history of the estab-
lishment, when they occurred and what the results were. This kind of information should be
listed. Thus the previous hazards will be listed and it will be possible to make predictions 
for future. Establishments can prepare forms including their own questions for this kind of
a study.

• Gathering information from the employees: Employees are capable of knowing the possible
hazards of an establishment. That’s why information about this subject can be collected
from the employees via forms. Their previous experiences and ideas can be asked. This
study also enables the employees to be a part of planning process. 

While determining hazards, the events’ effects on these elements 
should be checked:
• Human
• Real estate and possessions
• Service, production, business continuity

However an event does not give harm to people whereas it can be hazardous for service, produc-
tion and business continuity and vice versa. While determining whether an event is hazardous or
not, humans, possessions, service, production and business continuity should all be taken into
consideration. This is also necessary while passing from hazard analysis to risk analysis. 

While the hazards are determined and hazard analysis is made, although numerical values are
the base it is possible to behave subjective to a certain extent.

RISK ANALYSIS

After the hazards are determined, next step is making risk analysis. The aim of the risk analy-
sis is to present how those determined hazards pose a risk for the establishment with numerical
data. Presenting hazards with numbers is also helpful to decide which one of the risks is more
prior than the others. As a result the establishment sees its future and takes the necessary
precautions for greater risks at once and leaves the smaller precautions to time. 

The relation between risk and hazard can be formulated like this:

Risk = the probability of occurrence of hazard x damages that can be 
caused by the hazard

The probability of occurrence expresses the frequency of the hazard. For example; an earthquake
hazard can occur in long years while snow hazard exists every year.
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While describing this probability, every establishment can determine time intervals special to
itself. Within this book the following time intervals are the base. 
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If the hazard occurs people (personnel and customers), possessions, service, productions and
business continuity will be affected in a negative way. For example due to the earthquake haz-
ard people lose their lives or get injured, the buildings can be damaged or fall down, business’
services can stop for a while.

As it is in the hazard’s possibility of occurrence, while calculating the possible damages, estab-
lishments can make different groupings and definitions according to their own truths. Within
this book the following time intervals are the base:*

* Stated time intervals should be examined according to the properties of works in the working place and
if it is necessary they should be extended or shortened.

The probability of hazard’s occurrence and possible damages are determined separately
according to the explanations in the previous tables. After that in order to reveal the risk,
the probability of hazard’s occurrence and possible damages are multiplied. This opera-
tion can be done on the following table:
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* In order to make risk calculation look at the table in which there is risk matrix.

HAZARD AND RISK ANALYSIS

HAZARD RISK

Human

Real estate,
possessions

Service, 
production,
continuty of
work

Damage Possibility

9 6 3 0

6 4 2 0

3 2 1 0

0 0 0 0

ISYERI ING  2/11/10  4:12 PM  Page 13



14

VI. THIRD STEP: 
MITIGATION PLANNING
After hazard and risk analyses are done, the establishment knows what kind of risks and ha-
zards their place is confronted. After this step, they have to work for minimizing the risks and
possible damages. In order to minimize the risks, either the probability of the hazard’s occur-
rence related to that risk should be eliminated or the possible damages should be minimized.
However mostly it is not possible to minimize the probability of hazard’s occurrence. For example,
earthquake hazard is completely related to nature, so the possibility of it cannot be minimized.
Yet minimizing the possible risks in case of an earthquake is in our hands.

Study of mitigation is also the study of minimizing risks. That’s why firstly hazard and risk analy-
sis should be done.

MITIGATION

Mitigation studies for disasters can change according to the size of the building and possible
hazards and risks that the establishment is confronted. (You can refer to the appropriate points
in the check lists given in Appendix-6, 7 and 8.)

Major mitigation activities for hazards are these:

STRUCTURAL MITIGATION

The big earthquakes that are experienced gave important lessons about surviving and getting
over the damages. The main condition for this is to live in structures which are designed and
built appropriate to the ground and protected later on. Earthquake is a natural event, yet peop-
le have an important role in the possible damages of earthquake on the structures. The safe-
ty of the structures and the probable problems’ elimination after evaluating them are the
bases of mitigation studies. 

Operation

Planning

Finance

Disaster Resilient Working  Places

Disaster Comittee & ICS

Mitigation

Risk Analysis

Hazard Analysis

Logistics
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That’s why; all the structures in which the business
establishments, companies are placed must be safely
constructed. The elements mentioned under this title are
the bearing elements of a structure. For example
columns and girders are the bearing elements of the
structure. If there is a possibility of weakness in the
structural elements of the establishment, related engi-
neers should check them as part of mitigation studies and
if necessary they should work for retrofitting or rebuil-
ding. (For further information about structural elements,
you can look at Structural Risk Mitigation and Structural
Retrofitting Against Earthquake Training Books.) 

It is known that establishments were damaged due to
structural risks in earthquakes experienced in Turkey.
For example, after 17 August 1999 earthquake 345 mem-
ber establishments out of 1062 were damaged according
to the reports of Kocaeli Chamber of Industry. 20% of
members of Kocaeli Chamber of Industry consist of big
companies. 34% of small and medium companies and
26% of big companies were damaged. All of the big estab-
lishments are insured. The working capacity of member
establishments were 70% before the earthquake, how-
ever it decreased to 31% a month after the earthquake.
This rate increased approximately to 54% after 6 months.
Production stopped for nearly 34 days.

Another example of structural damages can be given
from Adapazar›. There are 340 industrial establishments
in Adapazar›. 23 of them are big industrial establish-
ments. After 1999 earthquake, 34 establishments had
severe damage, 73 establishments had moderate damage
and 19 establishments had light damage.

Consequently previous earthquake experiences and
scientific studies show that the establishments have to do
mitigation studies. Moreover these studies are vital for
the continuity of the business. 

NON-STRUCTURAL MITIGATION

Non-structural components are the ones which do not
belong to the carrier system of the building, namely they
do not carry the burden of the building. Infilled walls,
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chimneys, windows, hanging ceiling, heating systems and
stairs are the non-structural components in our buildings.
Another group consists of furniture, wardrobe, closet,
china cabinet, hall stand, white goods, electric and elec-
tronic appliance, tableau, glassware, chandelier, etc. All
these items can fall down, slip, crash and cause injuries
during an earthquake. (For further information about non-
structural components, you can look at Non-structural
Risk Mitigation Against Earthquake Training Book.)

Non-structural damages can cause life loss and injuries,
losing historical and cultural heritage and great econo-
mic loss. Nearly Half of the damages in 1999 earthquake
were caused by non-structural reasons. During and just
after the tremor lots of people were injured. In a
research which is done after the earthquake, it is men-
tioned that 50% of the injuries and 3% of deaths were due
to non-structural components.

There are lots of things to do in a working place in order
to minimize the non-structural risks. These things can be
exemplified like this:

• Fastening the items which are heavy and stay above the
table level and other things like machines, furniture and
necessary materials.

• Fastening the items which are hanging from the ceiling
or stay above the head level.

• Fastening the electrical devices and supporting them 
with extra power supply or generator.

• Keeping all the poisonous, inflammable and dangerous 
materials in closed and safe boxes in which they cannot
spill out during an earthquake according to the rule of 
limit, isolate, eliminate, separate them.

• Organizing educational and awareness programs for the
workers and their families.

FIRE MITIGATION

Fire is alone an important threat while it poses a big threat
after an earthquake. That’s why it is necessary to be aware
of the possible damages of fire and to make mitigation
studies for it. 
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Establishments should take precautions for the following subjects and then they should work
for improvement:

• Escape ways
• Escape stairs
• Boiler rooms
• Fuel tanks
• Kitchens, stoves and chimneys
• Shelters, car parks and roofs
• Elevators 
• Lightning conductors, transformers, power supply and generators
• Electric installations
• Emergency lightning and directing
• Fire detection and alarm systems
• Periodic tests, maintenance and check
• Smoke detectors
• Fire extinguishing systems
• Storing and using hazardous materials
• Fire safety, teams, check and mutual aid

MITIGATION PLAN

The next step after determining the damaging elements which need to be minimized is to pre-
pare a plan and then the application step comes.

First of all the determined hazards are listed for the mitigation studies. The necessary precau-
tions for each hazard are decided. However some of those precautions might be more impor-
tant than the others. (You can check Appendix-9 for a filled example of Mitigation Form.)

After the mitigation studies are determined, a plan of action should be prepared. The necessary
budget for each mitigation work and time interval in which the work will be done (the beginning
and target end dates) must be mentioned. There can be different details in the action plan
depending on the size of the establishment, amount of the mitigation works and other related
elements. (For an example of Mitigation Plan of Action Form see Appendix-10.)
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VII. FORTH STEP: COMMAND AND
EMERGENCY SERVICES
The next step in planning studies is setting up of necessary command, check and coordina-
tion system and centers for all the works and especially for the response stage emergency
services must be created. Everything that can be done in this context and all the subjects
which must be known can be summarized like this:

INCIDENT COMMAND SYSTEM

Planning studies should contain preparation and response stages as well as mitigation. That’s
why everything what is going to be done in case of a disaster or emergency must be taken into
consideration in detail. Lots of subjects such as the responsible people and their responsibili-
ties, how the coordination and command systems will function, the teams and members for
response stages etc. must be determined and included in the plan.

During the response operations in a disaster or emergency it might be necessary to do lots of
things at the same time. It is important for the people to know their turn and mission in the
response operations. This is possible with a predetermined structure.

This organization might be possible with a mechanism which is called Incident Command
System (ICS) shortly. ICS is a system which is constituted for all the hazards and all levels of
emergency actions. This system creates a combination of communication, personnel, equip-
ment, procedures and opportunities which functions in a standardized organization structure. 
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ICS consists of the following elements:

• Incident commander
• Response/operation
• Information and planning
• Logistics
• Finance and management

Security guard, public information officer and liaison officer who will be connected to incident
commander directly should be considered in this system.

Each element’s functions are explained in the following chapters.
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An example of incident command system created for a medium
sized working place is given in Figure 2.

Figure 2. Example of emergency management organization scheme for
a medium sized working place. 

As the service chief; security chief, work safety officer, civil
defense chief and environmental coordinator can take charge.
The teams under services should be chosen among the most
suitable workers in the establishment.

The personnel number of service and teams who will take place
in the incident command system should be determined. When
there are less than 50 workers in an establishment, the incident
command system can be organized with a smaller scheme
similar to the scheme of response team at work (Figure 3). 

Figure 3. Disaster Response Team for small establishments.
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INCIDENT COMMAND CENTER

According to disaster regulation there should be disaster preparedness, response, and a
center to manage civil defense actions and transportation in all the institutions for the emer-
gencies. There should also be a command service in the center. The commander of the ICS
has important missions while commanding the incident.

These are the main missions of the center as identified in the regulation:

• Putting the Disaster Emergency Aid Plan into action and spreading the warning and alarm news
• Providing communication, transportation and management among the emergency services
• Contacting with local civil defense, disaster management centers and administrative units and

providing mutual aid and collaboration when necessary
• Providing communication, mutual aid, collaboration with neighbour establishments and insti-

tutions when necessary
• Evaluating the news of nuclear, biological and chemical hazards and informing the civil defense

administrative units around the establishment.

INCIDENT COMMAND

In every response work there should be one person at the head of the operations. This per-
son is responsible for the continuity and proper working of the system. Security guard, pub-
lic information officer, liaison officer, response/operation unit, information and planning
unit, logistics unit and finance/managing unit, which will be explained in the following chap-
ters, will give reports to the responsible person and he/she will evaluate, manage and mo-
nitor the situation according to them.

Screen / Curtain

Computer

Faks

Operations

Incident 
Commander

Information &
Planning

Logistics

Finance

TV
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The people, who do not belong to the four main groups con-
nected to the incident commander, also have some mis-
sions. These people should be assigned to other basic
works which are important in the response step of an inci-
dent. Those works can be performed within the concept of
the following missions:

Security guard: He/she provides the security of the com-
mand center so that the operations work. He/she also
makes sure whether the teams are moving safely. Also
he/she makes sure of whether the teams move safely or not.

Public information officer: He/she stays in touch with
media and delivers the necessary information to press and
public opinion.

Liaison officer: He/she is responsible from the relations
with other establishments and institutions.

RESPONSE/OPERATION

This is the team that runs all the response and operation
works. Within this context there can be search and rescue,
fire extinction, immediate medical response, first aid and
other similar works. Consequently the teams of search and
rescue, fire extinction, immediate medical response, first
aid work in this group.

INFORMATION AND PLANNING

During response operations, while search and rescue and
other works continue, it is necessary to gather the related
information and make plans. Otherwise there can be a
great mess and chaos. In order to prevent this someone
working connected to the incident commander administers
the information related to the incident during response.

LOGISTICS

While the works of response and operation teams and other
teams and people’s works included in the incident continue
a need of logistics occur. Meeting these needs is necessary
for the continuity of the operations. For example with the
vehicles used by the search and rescue food and drink are
provided and transportation is possible with the people who
work connected to the incident commander.
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FINANCE AND MANAGEMENT

All the works done during the response have a financial
and managerial aspect. It will be appropriate if the peop-
le working under the incident commander are respon-
sible from the financial and managerial works while the
response operations continue. Providing financial
resource for all the necessary things and making the
related payments and other similar works can be seen
within this context.

PREPARATIONS FOR RESPONSE 

It is necessary to make some preparations in order to
assure the well functioning of the response operations. The
following actions can be done in this context:

Gathering personnel information: for emergencies the
following information of the personnel can be gathered:
a relative of the personnel to contact, the personnel’s
previous trainings for disasters and emergencies, the
exercises that the personnel joined before, the person-
nel’s knowledge and abilities for response operations,
the name of the illnesses that the personnel has or
drugs that the personnel uses. The form including all
the information in which information of emergency
actions can be added.

Phone chain: a system of phone calls should be created in
order to determine who will call who in case of an emer-
gency. It is very important that the chain works perfectly. At
this point the number of the people in the chain and the
type of the chain is important. When it is necessary the
families of the personnel can be added to the chain. Also
the person who will start the chain should be determined
beforehand.

Other informing systems: there can be other information
systems other than phone chains in the establishments.
According to the size of the disaster or emergency the
informing system is determined.

Within or out of working hours communication can be
made via following ways:
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Within working hours:

• With common announce system
• By sending e-mail
• By calling interphones
• By dialing extension number or informing the security
• By informing the central operator
• By sending SMS
• Informing personally
• By sending a message with a proper person
• By using cell phones
• By informing the advisory officer

Out of working hours

• By calling the central from a direct phone
• By using cell phones
• By sending SMS
• By sending e-mail
• Going to the working place personally

Response teams can accomplish the functions that are
under the ICS. Teams can be created appropriate to the
necessities mentioned in the Disaster Regulation which is
also related to the size of the establishment.

Local disaster volunteers (LDV) make search and rescue
works firstly and responses and preparations within this
context as well.

This team is trained by official and volunteer establish-
ments and they carry on the response operations in the
first hours and days until the professional teams come. The
volunteers can respond the small fires, cut off gas, elec-
tricity and other infrastructure services, respond small
injuries and they can do search and rescue works since
they were trained beforehand. In order to do all these
things they have to be ready, make plans and be in cooper-
ation with their friends and family members which is very
important (You can use Local Disaster Volunteers Training
Book for further information).
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The following devices should be 
developed during planning studies:*

Standard operating procedures
Instructions
Check lists
Sign-up forms
Information cards
Maps
Other

* see Appendix-11 for examples.

These devices should have the following
features:

Proper to the required usage
Complete and perfect
Understandable, short and brief
Easy to use
Enough details
Up-to-date
Fit for purpose
Identified in the Disaster Emergency Plan 
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It is necessary to make some preparations in order to decide how to act in every subject in case
of a disaster or emergency. For example, in case of a fire deciding on the process of communi-
cation system within the establishment, what the first person who sees the fire should do and
the mechanism of counting the personnel after the evacuation, which forms will be used and
other important issues should be determined in order to increase the probability of the system’s
perfect work during and after the event. 

VIII. FIFTH STEP: PROCEDURES

NORMAL WORKDAY

DISASTER

RESPONSE

FIXING / RECOVERY

NORMAL WORKDAYB
U

S
IN

E
S

S
 C

O
N

T
IN

U
IT

Y

ISYERI ING  2/11/10  4:12 PM  Page 25



26

STANDARD OPERATING PROCEDURES

Standard operating procedure (SOP) includes information in order to show all the related peo-
ple to do the things in the same way. In case of a disaster or emergency, who will do what,
where, when and how, is also described in SOP. All the tasks which are necessary to do should
be in the written form of SOP prepared beforehand and should be located in an easily accessi-
ble place in case of an incident. (For an example of SOP see Appendix-12.)

SOPs are developed in the planning process and added to the “Appendix” part of the plan. The
following steps can be followed in this process:

• Making a list of missions
• Defining who will do what, where, when and how
• Determining the steps of each mission
• Determining the standards to fulfill mission
• Testing the procedures
• Checking the SOPs regularly and keeping them up-to-date

Changing the old versions
with the new ones and

training

Recommended change

Responsible Person of Standard
Operating Procedures

Approval                          Stop
No

YesChange in

work

Responsible Person of Standard
Operating Procedures Approval

Approval

Approval

Yes

Yes

Yes

No

No

No

Production Manager

Quality Unit

Copying according to

The Distribution List

Copies

Production

Archive

Original
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INSTRUCTIONS

The instructions/directions related to the activities performed in the working places can be list-
ed like this:

• ISO-9001-2000 Quality Management System
• OHSAS 18001 Occupational Health and Safety Management System
• ISO-14001 Environmental Management System
• Internal company regulations

According to the sector of the company and its activities lots of instructions/directions can be
prepared with different contents (For an example of work-flow schema of instructions and
directions see Appendix-13).

CHECKLISTS

A checklist is designed to tick off the missions’ list, their steps, features, contents and other
details when they are completed. Checklists can be in the following forms:

• One box tick off (DONE or AVAILABLE) or an empty box
(NOT DONE or NOT AVAILABLE)

• More than one box (for example YES or NO)
• Ratio scale 

The checklists are useful in the following cases:

• The tasks which have simple steps
• Keeping a record of what is done or what is not done
• Reminding the important stages
• Evaluations

SIGN-UP FORMS

Sign-up forms are the ones on which calculations, observations and other information are record-
ed. The main aim here is to keep records of what is done. For example, the forms which are used in
order to make damage assessment are in this category. (For an example of forms see Appendix-14.)

Protecting and Keeping Important Documents

Examples of the documents which should be protected and kept in the working places are list-
ed below:
• Accounting and insurance records
• Engineering plans and projects
• Information of personnel, customers and subcontractor companies (data bank)
• Technological secrets
• Personnel files
• Etc.
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It is very important to protect and keep all these documents for the industrial establish-
ments to go on their activities after the emergency. There are some advices about protect-
ing and keeping these documents:

• Labeling the important documents
• Taking copies of the records and preserving them 
• Copying the information on CDs and keeping them in vaults
• Keeping copies of important documents in other branch offices
• Preparing a procedure about saving the important documents in emergencies by the 

working place

INFORMATION CARDS

Information cards are the documents on which necessary
information to practice an action is stated properly. They are
easy to use and give practical information. Information cards
are useful for the following subjects:

• When the useful information is given in graphics for the missions
• The information which can get lost (change periodically)
• The data gathered from different sources

The documents on which basic information about chemicals
used in the establishments is stated can be given as an example
to information cards (For an example of information Cards see
Appendix-15.). These cards can include the following informa-

tion about a chemical; the material’s basic chemical characteristics, the possible hazards related
to the material, if any hazard occurs what should be done as first aid response, how to transport
and store this material safely. Other information card examples include the followings:

• Reference lists
• Diagrams, labeled demonstrations, graphics and tables
• Information summaries prepared in the matrix form (like tax tables)

MAPS

Maps are important parts of Disaster Emergency Aid Plans. Multiple maps can be added in order
to use in different parts of the plan. These can be listed like this:

• Geographical characteristics and borders
• Area of responsibility
• The locations of important functions
• Routes of transportation
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Training and exercises are supporting activities which enable practicing what is written in the plans.
Trainings are useful in order to teach people what is written in the plans, to make them understand
the meanings of the processes in the plans and to help them reach the necessary level of knowledge
and ability to practice the tasks within the plan. On the other hand exercises help to practice what is
learned in the trainings and to see what is wrong and what is right. Everything that should be known
within the training and exercise studies are explained under the related topics below.

TRAINING

According to the needs of the establishment and works planned within the context of the plan
there can be need of different trainings. Within this context there can be different trainings in
different subjects such as; disaster preparedness, fire extinction, first aid, search and rescue,
disaster psychology, team organization and evacuation etc. 

In order to prepare the training plan, job definition should be done. A training plan should be
designed according to the needs of responsibility areas of workers, visitors, customers, subcon-
tractors/suppliers and managers in the response of emergencies. For 12 months period the fol-
lowing subjects should be determined:

• Who will be trained in each subjects
• Who will give the training
• What kind of training devices will be used
• When and where the trainings will be
• How the evaluations of trainings and documentations will be

IX. SIXTH STEP: TRAINING AND EXECISES
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Trainings can be in some different ways:

Tutorial sessions: These are the meetings which are held periodically and aimed to reply the
questions, determine the needs and mutual knowledge sharing.
Table top work: In these meetings members of Disaster Committee work on created the sce-
narios and the responsibilities and tasks of each member in case of a disaster are discussed. 
Exercise: In these activities what the Disaster Committee and response teams will do during the
incident are shown practically. Adapting trainings are organized in order to test functions espe-
cially in first aid, alarm, warning and other specific areas.
Evacuation exercise: This exercise includes informing the Disaster committee about the prob-
able dangers on the evacuation way stated in the plan by the workers in the establishment after
the exercise. In the light of this information plan is revised. 
Realistic exercise: It is the application of an emergency scenario which is prepared close to
reality. Personnel, rapid response teams, management and local community organizations join
this kind of exercises. 

Some basic subjects which should be known within the context of trainings can be summarized
like this:

BASIC BEHAVIOURS

Another important subject which should be taught in the trainings and strengthened with the
exercises is how to act during a hazard. If more trials are made, people will tend to right actions
with their reflexes when the hazard begins. 

Basic actions which should be practiced in general hazards are like the ones below (For furt-
her information about basic actions during a hazard check First 72 Hours for The Individual and
a Family Training Book):

Hazard
Earthquake

Fire

Smoke alarm

Airplane crash

Bomb or bomb thread

Hazardous material leakage

Armed assault or hidden fire

Severe storm

Action
Drop – cover - hold

Evacuation

Shelter in place

Drop – cover - hold

Drop – cover – hold and/or evacuation

Shelter in place

Lockdown

Shelter in place; Drop – cover - hold

Lockdown, evacuation
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EVACUATION

Another subject about exercises is evacuation. Evacuation works have a critical importance in
emergencies. When the plan is being designed the following subjects should be taken into con-
sideration; evacuation behavior that should be considered, assembly area, partner system, floor
and location plans.

Evacuation Behavior That Should Be Considered

Evacuation decision and application occurs in different forms in different hazards. For example;
the moment fire starts evacuation can be started too. However when the earthquake starts,
people should wait until the earthquake and trembling are over then evacuation can be started.
That’s why different evacuation plans should be designed according to different types of hazards.

The subjects which should be paid attention during evacuation can be listed like this:

• Order and safety should be the base instead of speed.
• People should help the victims without putting themselves at risk or provide them help.
• People should leave the places without being anxious and (without putting themselves into

danger) take their personal properties and protective materials and also they should take 
first aid kits if necessary.

• People should go to the nearest exits calmly and quietly, people should avoid unnecessary
hurriedness. 

• People should avoid unnecessary dialogues and should be careful about walking in the line
continually. 

• Stairs should be used orderly and there should not be a jam on the way.
• If there is smoke in the place, drop to the floor 

and follow the nearest wall and crawl towards exit.
• If there is a fire hazard, during evacuation closed

doors should be checked with the back of hands
in order to understand whether they are hot or
not. If the door is cold then it should be opened
carefully and go on walking if it is safe.

• At the end of evacuation everyone should go to 
assembly area and obey the directions of the 
incident commander.

31
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Assembly Area

The people evacuated from the structures gather in the assembly areas. That’s why one or more
assembly areas should be determined before according to the situations. Stock should be taken,
people’s conditions should be checked and the first evaluation should be made after the incident.

Partner System

In order to create a checked evacuation system partner system is another mechanism to be
used. The purpose of this system is to enable people to move together with other people or the
units in the establishment move together with other units and be evacuated together. First of
all everyone is responsible from his/her partner or unit and he/she has to be sure about the
evacuation of his/her partner person or unit. Partner system functions as a device which checks
itself. For example, people who sit next to each other or work on the same production line can
be partner of a different unit on the same floor. Partner people or units first check physical con-
dition of each other and then they are evacuated together from the same way. 

Floor and Location Plans

Floor and location plans are needed both during
evacuation and response after the incident.
These plans must be prepared for each related
place and they should be preserved both in
Disaster and Emergency Plan and in different
places in the establishment with sufficient
copies. This will be very useful for easy access
during the incident.

Floor and location plans can be prepared with
backups as A and B plans according to the size of
the establishment. 

Those plans can be listed like this:

Indoor Response Plans: This plan includes response
operations in indoors. These plans are considered for
the hazards that people can encounter when they
have to stay in closed areas. For example, how to use
indoors when there is severe storm and snow should
be planned. Where the command center and first aid
center will be and where people will wait and other
similar subjects should be determined before and
marked on the plan. 
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Outdoor Response Plans: This plan includes response operations in outdoors. For example,
outdoor response plans can be used in case of an earthquake. In these plans; assembly area,
where dead and injured people will be gathered, first aid area, command center, psychological
first aid center and other needed areas should be determined and marked on the map, sketch
or plan. 

Evacuation Plans: Evacuation can be conducted to inside or outside according to the type of ha-
zard. For example, in case of an earthquake or fire evacuation is from closed areas to open
areas whereas during severe storms people should move from open areas to closed areas.
Depending on the possible hazard that can occur in the establishment suitable evacuation plans
are prepared. Within this context evacuation ways and who will use which way should be deter-
mined.

EXERCISES

Exercises are intended to practice the actions set forth in the plans and in fact exercises are in
a way applied training. There should be at least one or more exercises in every establishment
every year. Exercise can be designed in different subjects and sizes according to the context of
the plans. In different subjects such as behavior during earthquake, evacuation after the earth-
quake, evacuation during fire, first aid, search and rescue, response to fire, team organization
etc. separate or combined exercises can be organized. These works should be evaluated in
order to see whether the works are going on according to the plans or not. In the light of these
evaluations what is wrong and what is right is seen and then the necessary changes can be done
in the plans (For an example of Exercise Evaluation Form see Appendix 16.).
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X. SEVENTH STEP:
MUTUAL AID

34

During a disaster or emergency people might need help
from external sources. Once the subjects that might need
help are determined and considered within the plans prop-
er works can be done. What’s more according to needs dif-
ferent agreements can be signed with relevant foundations
and institutions beforehand. 

According to their sizes establishments should consider
the points listed below and decide in which they will need
help from outside and take precautions about them:

• Transportation
• Communication
• Installation and infrastructure
• Food – drink
• Security
• Financial issues

Establishments, according to their area of need, can sign
agreements with different foundations and institutions
directed to short or middle term helps after disasters or
emergencies. On the subject of receiving support from
volunteers Local Disaster Volunteers is a significant
source (For further information about this subject check
Disaster Preparedness for Local Disaster Volunteers
Training Book).
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After disaster and emergency there can be a need of dif-
ferent materials. That’s why it might be essential for the
establishments if they make a planning about the mate-
rials which they can need for emergencies. According to
the size and type of the event, establishments should be
ready by taking into consideration the probability of not
getting any help from outside approximately for the first
72 hours.

Within this context the following subjects should be consi-
dered:

• A material list of needed items is prepared. According 
to the special needs of emergency relief teams and 
workers and visitors of the establishments’ needs, 
general necessary materials might be determined. 

• Materials should be kept in proper and safe places. 
Who will be responsible from each material is also 
determined before.

• The materials which are certainly necessary but cannot
be reached and stored by the establishment should be
determined and a plan should be made for them. By 
signing agreements with foundations and institutions, 
materials can be provided after the incident.

• These materials should be checked regularly and in 
case of becoming old or damaged they should be 
repaired or renewed. 

• When the needs are considered food should be taken 
into consideration. While food is stored, storage condi-
tions and expiration dates should be checked and they
should be renewed when necessary. 

• The needs of workers in the establishment should also
be taken into consideration

XI. EIGHTH STEP: 
EMERGENCY EQUIPMENT
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APPENDIXES
1. Legislation List about Disaster and Emergency Issues
2. Records that will be kept for Health and Safety at work, 

Documents that will be arranged and Checks to be done
3. Check List of Disaster Emergency Plan for Working Places
4. Family Disaster Plan
5. An example of Hazard Profile Form
6. An example of Hazard Check List
7. An example of Hazard Check List for Open Areas
8. An example of Hazard Check List for Production and Storage 

Areas
9. An example of Mitigation Form
10. An example for Mitigation Action Plan
11. Examples of Possible Standard Operations, Check Lists, Work 

Directions and Information Cards
12. An example for Standard Operating Procedure
13. An example for Flow Chart of Necessary Instructions which 

should be applied in Fire Brigade Incident
14. An example of Accident Evaluation Form
15. An example for Information Cards
16. An example for Exercise Evaluation Form 
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APPENDIX-1 Legislation List about Disaster and Emergency Issues
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Istanbul Port Authority Regulations
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Regulation concerning the methods and principles 
of disposing of the explosive materials 
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APPENDIX-2 Records that will be kept for Health and Safety at work,
Documents that will be arranged and Controls to be done

Certifying The Training
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APPENDIX-3 Check List of Disaster Emergency Plan for Working Places

• Are there copies of important documents in other branches of the firm/establishment or are 
they backed up in safe places?

• Is there a Disaster and Emergency Aid Plan including all the hazards in your establishment?
• Is your personnel trained about emergency procedures?
• Do you try your Disaster and Emergency Aid Plan adequately? Do you make necessary 

changes on the plan?
• Do your responsible personnel know the place of Disaster and Emergency Aid Plan?
• Do your new personnel take necessary training about Disaster and Emergency Aid Plan?
• Do your establishment manager and other responsible personnel know when help will come 

after the emergency occurred and they reached the relevant department by phone?
• Do your personnel have necessary training to deal with emergencies until help comes?
• Is there anyone who took special training for emergencies among your personnel?
• Are emergency numbers on one click to direct calling?
• Are emergency numbers (fire brigade, ambulance, and police) in accessible places to be 

seen by all the workers? 
• Do you have sufficient vehicles for transportation of your personnel to safe places during evacuation?
• Do fire brigade and local security units have your establishment’s general layout?
• Does the management of the establishment invite security units and fire brigade to the work-

ing place for identification trip every year?
• Do the fire, evacuation and rescue exercises are made in the time slots when there is heavy 

human and/or vehicle traffic?
• Do you have evacuation plans?
• Do you have a plan if the emergency occurs when the personnel is in the service vehicles?
• Who has the keys of locked doors out of normal times and working hours? Is it possible to 

access them in emergencies?
• Are there backups of important documents?
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APPENDIX-4 Family Disaster Plan
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APPENDIX-5 An example of Hazard Profile Form
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APPENDIX-6 An example of Hazard Control List
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APPENDIX-7 An example of Hazard Control List for Open Areas
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APPENDIX-8 An example of Hazard Control List for Production and Storage Areas
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Is there an alarm system that is with ex-proof gas detector and
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APPENDIX-9 An example of Mitigation Form
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APPENDIX-10 An example for Mitigation Action Plan
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APPENDIX-11 Examples of Possible Standard Operations, Check Lists, Work
Directions and Information Cards
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APPENDIX-12 An example for Standard Operation Procedure

BOMB NOTIFICATION PHONE REPORT
Aim: In order to have information about probable sabotage and bomb notification and make
an evaluation this form should be filled and one copy of it should be sent to police, securi-
ty and gendarme units when it is necessary.

THE GENDER AGE ACCENT OF THE CALLER

VOICE OF THE CALLER QUESTIONS TO ASK

__calm                            __nasally                                  1. When will the bomb explode?
__angry                           __stutterer                               ............…………………………………..
__excited                         __lispily                                   2. Where is the bomb right now?
__husky                           __rude                                     ................………………………………..
__fast                              __deep                                     3. What does the bomb look like?
__soft                              __rough                                   ................... ..…………………………….
__high                             __houghing                              4. What kind of a bomb is it?
__laughing                      __taking deep breathes           ...............………………………………….
__crying                          __jar                                    5. What causes the bomb’s explosion?
__normal                        __changing                             ..............……………………………………
__clear                           __foreigner                      6. Did you place the bomb?
__familiar                       __swallowing the words          .................………………………………..

7. Why did you place a bomb?
......... ………………………………………..

BACKGROUND VOICES  
__street (car, bus)                      __animal voice  8. Where are you?
__plane                                       __clear                …………………………............…………..
__voices                                    __silent                 9. What is your name?
__music                                      __local call          ………....................………………………
__house (plate, TV voices)          __distant call                  WHAT IS SAID EXACTLY?
__motor (fan, air conditioner)    __phone box                        …............…………………… 
__office machines                      __factory machines             …............……………………
__other……………………………………                                             …............……………………

…............…………………….
THE PERSON WHO RECEIVED THE NOTIFICATION: …............…………………….
NAME: ……………………………………………………..
POSITION: …………………………………………………
PHONE NUMBER: ………………………………………..
DATE: ……………………………………………………….

THE PEOPLE WHO ARE GOING TO BE CALLED IN EMERGENCY (THE PEOPLE MEN-
TIONED IN THE PHONE)

If the voice is familiar whose voice can it be? …...
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Stay stable

Response

Evacuation

2. Getting
into action

3. Determining
strategy

Determining
methods

Choosing response
method

Demanding support

Determining
escape roads

Choosing escape roads
Evaluating the

place
Determining

response
material

Purchasing
response
material

Choosing a place

Determining
exits

Moving towards
exit

Leaving fire scene
from exit

Meeting in the
safe place

Providing safety
in the area

Responding

Evaluation

Informing fire
brigade about the
current position in

the building

1. Fire brigade incident warning

NO

YES

FIRE BRIGADE INCIDENT AND FIRE

REPORTING THE INCIDENT
TO FIRE BRIGADE

APPENDIX-13 An example for Flow Chart of Necessary Instructions which 
should be applied in Fire Brigade Incident
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APPENDIX-14 An example of Accident Evaluation Form
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APPENDIX-15 An example for Information Cards
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APPENDIX-16 An example for Exercise Evaluation Form 
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