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TS  Turkish Standards
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How to Use This Guide?

This Guide is not intended for a specific sector or industry. It is designed as a general Guide to 

help the business managers or corporate emergency planners prepare their own specific disaster 

and emergency plans in terms of certain issues.

Being a resilient and prepared workplace against disasters and emergencies is not only the 

responsibility of the government, but also of public institutions, private institutions and all people 

in workplaces. To this end, the target audience of the Disaster and Emergency Planning Guide for 

Industry and Workplaces, which has been updated and developed according to the Occupational 

Health and Safety Law No. 6331 and entered into force on June 20, 2012 and the subsequent regula-

tions and communiqués, include all businesses, workplaces and employers, employers' representati-

ves, personnel and all employees, apprentices and interns in both private and public organizations. 

The employers and businesses are liable to provide healthcare and safety of all employees in 

accordance with the applicable laws and regulations. As requirements of this liability, they: 

1. Work to prevent occupational risks, take all kinds of measures, make organization including trai-

ning and information, provide necessary tools and equipment, adapt health and safety measures 

to changing conditions and improve the current situation;

2. Monitor and inspect to make sure the occupational health and safety measures taken at the 

workplace are observed and ensure that any nonconformities are eliminated;

3. Make or cause to make risk assessments;

4.  Take into account suitability of the tasks for work in terms of health and safety when assigning 

such tasks to employees;

5. Take the necessary measures to prevent employees from entering places where there is vital and 

special danger, except for those who have been given adequate information and instructions.

You are not required to be an expert in emergency planning management to benefit from this 

Guide. What is required is that key personnel and organizational authorities in workplaces should 

make planning and disaster and emergency preparedness a part of the organizational culture. 

The primary purpose of the principles described here is to equip business owners, managers, 

supervisors and employees with such tools, plans and processes that facilitate disaster and 

emergency preparedness. For this purpose, this Guide:

•  Provides you with guidance and a standardized approach to disaster and emergency planning 

using earthquake as an example;

• Creates a framework to facilitate preparedness of your organization for earthquakes and similar 

disasters; 

•    Constitutes a template for your organization to develop disaster and emergency plans.
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In accordance with the applicable laws and regulations, while it is the responsibility of the emplo-

yer to commission experts to perform all kinds of work for disasters and emergencies in the workplace, 

it is the responsibility of the employees to comply with the plans and measures taken in this regard. 

Consequently, the target audience of this Guide are all people who need a Disaster-Prepared Workplace. 

We based our method on all applicable laws, regulations and communiqués in Turkiye, particularly 

Law No. 5902 on the Organization and Duties of the Disaster and Emergency Management Presidency, 

Law No. 6331 on Occupational Health and Safety, Law No. 7269 on Measures to Be Taken and Assistance 

to Be Provided in Case of Disasters Affecting Public Life, Law No. 2941 on Mobilization and State of War, 

and Law No. 5703 on Disaster and Emergency Response Services as well as AFAD’s initiative of Disas-

ter-Prepared Workplace. The Disaster-Prepared Workplace is a national program developed to help 

businesses in communities under risk to implement actions for mitigation of Earthquake Risks.

We recommend the following three steps for businesses to achieve the goal of being prepared for 

disasters and emergencies within the scope of Disaster-Prepared Workplace: 

1. ASSESS YOUR RISKS

2. MAKE A PLAN

3. TAKE ACTION

These three steps seek answers to the following questions: 

1. Where would you, as an employer or employer representative, like to be in terms of disaster and 

emergency preparedness?

This is a question which should be asked strategically. As per the law and regulations, it is mandatory 

for the employer to fulfil his/her responsibilities in this respect, allocating financial resources and 

administrative assignments to this end. Hence this Guide will help you understand the significance 

of making a Disaster and Emergency Plan by first providing information to assess your internal and 

external risks. 

2. In relation to the risks you have assessed, to what extent is your workplace prepared for disasters 

and emergencies or is it actually prepared for the identified risks?

Making a plan to identify control measures of structural and non-structural risks and show how and 

with whom they will be dealt in order to answer this question constitutes the second step of this Gu-

ide. Many businesses have fire prevention or evacuation plans for their facilities. However, if you are a 

small business owner without a fire prevention, earthquake or other emergency plan, this Guide pro-

vides you with a general framework for preparing such a plan and helps you to reduce potential risks 

and damages and control risk and, consequently, make the right response. The Disaster and Emer-

gency Plan essentially combines together and organizes different plans such as Emergency Plan, 

Internal Emergency Plan, Business Continuity Plan, Work Resumption Plan, Continuity Operations 

Plan, Support Continuity/IT Continuity Plan, Crisis Communication Plan, Preventive Plans Against 

Internet-Based Attacks and Disaster Rescue Plan under a single roof. 



To understand where you stand in terms of disaster and emergency preparedness, you can start by 

asking yourself a few simple questions:

• Do you have any disaster and emergency plan?

• Are you organized for disaster and emergency planning?

• How vulnerable is your business to damage, injury and loss?

• What can be done to mitigate the hazards and risks with respect your employees and their families?

• What will you and your employees do when an earthquake or similar disaster strikes?

• How quickly can your business resume its works after an earthquake or similar disaster?

3. How to achieve your target? 

Creating a plan is just one element of a disaster and emergency preparedness program. The plan 

raises the employees’ awareness of possibility of a disaster and emergency and the company's aware-

ness of approach to respond to it. This Guide provides information about preparing a plan which inc-

ludes identification of risks and mitigation of potential damages in case of a disaster and emergency 

and about the steps to be taken about the required trainings and drills afterwards.

Şekil 1. Kamu ve özel işyerlerinde afet ve acil durum hazırlığı için takip edilmesi gereken üç temel 
adım. 

1
2
3 Take 

Action 

Make a 
Plan

Assess Your 
Risks 
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In order to create a Disaster-Prepared Workplace, you can mitigate your potential damages in disas-

ters and emergencies or overcome them with minimum damage when they occur by following the steps 

of the planning process as reduced to three stages indicated in Figure 1.

Intended for industry and workplaces, this Guide benefits from current approaches and international 

standard methods concerning disaster and emergency planning. Forms, checklists and templates to be 

used as examples in the stages of mitigation, planning, preparedness, response and recovery are included 

not at the end of the book, but in the relevant chapter as far as possible. At the end of each main heading, 

a checklist containing the steps regarding that heading, if applicable, is also included.

Each building, facility, workplace and employees working in them have specific conditions; each 

manager or operator should, therefore, develop his/her own unique disaster and emergency plan to sa-

tisfy current requirements and working methods. The goal of this Guide is to help initiate and develop the 

planning process according to the needs and financial means of the business.

As you review the checklists provided in this guide, don't be discouraged by the fact that at first you 

will answer NO to most of the questions.

If your organization already has a good plan, you can use this Guide as a resource to reconsider 

and update your plan. 

The Disaster and Emergency Plan will help you assess potential hazards and risks, prepare for 

disasters and emergencies, and check how your workplace will deal with disasters and emergencies. 

The planning work to be performed to make your workplace a Disaster Resilient Institution and Di-

saster Resilient Workplace in a short time basing on the integrated approach summarized above may 

consist of the following steps: 

In scope of the planning process, you will be able to: 

• Assess hazard and risk and thus identify disasters and emergencies that could affect you;

• Identify how you can minimize risks;

• Build disaster and emergency organization and teams;

• Make assignments for works to be performed before, during and after disasters;

• Designate evacuation and assembly areas and rules;

• Define in the plan how you will respond upon occurrence of disasters and emergencies;

• Learn the possibilities of cooperation with other institutions and organizations in case of disasters; 

• Test your plan regularly through annual exercises and drills. 



Every deficiency you correct will improve you in being prepared for disasters and emergencies. 
And the knowledge you will gain from this process will help you prepare a Disaster and Emergency 
Plan specific to your needs.

This Guide is a practical reference which will meet the need of industries and workplaces in all 
our cities in the Marmara Region, especially Istanbul, the heart of the Turkish economy, to prepare 
for possible disasters. The Guide contains the best and most up-to-date information available at the 
time of its publication, aiming effectively mitigating of loss of life and property by arising disasters 
and being prepared against risks. Such preparedness can certainly increase the safety of your life and 
property, but does not give any guarantee in this respect. 
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Foreword   

Disasters, emergencies, incidents and accidents such as earthquake, flood, deluge, fire, storm, land-

slide, avalanche, hazardous materials, work accidents, ship and aircraft accidents, terrorist attacks, 

cyber-attacks or global pandemics such as avian influenza, SARS, Corona, etc. may occur anytime, 

anywhere and in different forms. Such disasters, emergencies and accidents may have devastating 

impact on business life in case there is no planned and systematic preparedness.  While an earthquake 

or similar crisis situation can give damage to stocks, the loss of key personnel and collapse of the 

computer system can make it difficult to conduct business or maintain services, making it impossible 

to continue normal daily activities. Worse still, these events can result in the loss of important cus-

tomers or even the bankruptcy of the company. However, risk mitigation and preparedness as well as 

response and recovery in scope of a good planning against these events can minimize the adverse 

impacts of disasters and emergencies and, furthermore, prevent occurrence of some disasters and 

emergencies.

By means of a Disaster and Emergency Plan, it is possible to prepare for earthquakes, floods or 

fires and all related disasters and emergencies, from theft and collapse of IT systems to unauthorized 

entry into restricted areas and illness of key personnel. In this context, disaster and emergency plan-

ning is also crucial for small businesses, which are mostly lack of the resources to cope with these situ-

ations. Lack of a plan or an inadequate or unsuccessful plan for disaster and emergency preparedness 

can turn disasters, emergencies and accidents into catastrophes. A business may, at best, lose some 

customers and markets as it tries to resume its daily routine after a disaster or emergency. However, if 

it fails to go back to its normal order after a disaster and emergency, it may, at worst, be completely 

vanquished from the market. As it is, a proper Disaster Management System approach is required for 

business and service continuity as well as safety of life and property against all kinds of disasters, 

emergencies and accidents. Disaster Management is an integrated management system that includes 

elements such as damage and risk mitigation, preparedness, response and recovery on the basis of 

risk and hazard analysis everywhere and against all types of disasters and emergencies. Thus, it allows 

all business continuity actions against disasters, emergencies and accidents are handled as a whole 

within a single system.

We should stop discussing when and at what magnitude disasters such as earthquakes will oc-

cur and, instead, first consider the studies carried out so far and learn to look at disasters and disaster 

management as a whole.

I would like to thank those who gave me this opportunity and did not spare any help in preparing 

this Guide and, finally, I wish it to be useful.

Prof. Dr. Mikdat Kadıoğlu

Istanbul, 2023
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Introduction

It is known that disasters and emergencies such as earthquakes at home and abroad have severe 

impacts on businesses or workplaces, resulting in heavy loss of life and property. For this reason, busi-

ness owners, employers, managers, directors and employees should consider not only the physical 

and emotional impacts of disasters and emergencies such as earthquakes on their lives, but also the 

economic loss leading to loss of production for the business.

Megacities and industrial plants where thousands of people work as well as the complex tech-

nologies used in these plants increase the accident risks and the negative impacts of accidents. As 

one of the world's largest cities, Istanbul bears the burden of both its dense population and industrial 

plants. The fact that Istanbul is located on the banks of an international sea route with heavy tanker 

traffic, i.e. Bosporus, and in a region with high earthquake risk also increases the likelihood of disaster 

and accident risks. 

In the 1989 Loma Prieta earthquake in the San Francisco Bay Area, it is estimated that 50% of 

small businesses in Santa Cruz, for example, became permanently inoperative. Following the 1994 

Northridge earthquake in California, 25% of the 1,100 businesses were unable to recover from the 

damage according to the survey. This loss of business directly caused by the earthquake disaster had 

a major negative impact on the regional economy. (Earthquake Planning For Business: A Guide For 

Businesses in British Columbia, Canada. https://www.iclr.org/wp-content/uploads/ PDFS/earthquake-

planning-for-business.pdf)

In short, even in the case of the United States alone, it has been stated by US research institu-

tions that "two out of five businesses that experienced a disaster or an emergency leading to a major 

disruption could not continue their operations, and one third of those that managed to continue their 

operations ceased after two years." (Gartner Roberta Witty, Donna Scot: Disaster Recovery Plans and 

Systems Are Essential, 2001. Gartner, Inc.)

After the 1995 Kobe earthquake in Japan, property loss alone, not including loss of equipment 

and inventory, caused a loss of 147 billion dollars. In addition, indirect losses of 50-150 billion dollars 

are estimated to have been incurred because of the disrupted business operations and production 

losses. More than 1,000 small- and medium-sized businesses closed permanently, mostly due to re-

duced cash flow for an extended time.

Likewise, in Turkiye, disasters and emergencies such as earthquakes and floods have adversely 

affected public and private sector businesses, institutions and organizations. According to the reports 

by the Kocaeli Chamber of Industry, for example, after the earthquake in August 17, 1999, 345 out of 

1,062 member businesses were damaged. Large companies account for 20% of Kocaeli Chamber of In-

dustry members. 34% of small- and medium-sized and 26% of large-sized businesses were damaged. 

All large-sized businesses are insured. While the operating capacity of member businesses was 70% 



before the earthquake, it dropped down to 31% one month after the earthquake. This rate increased to 

54% six months after the earthquake, while production stopped for 34 days in average.

Another example of structural damage is Adapazarı. There were 340 industrial plants in 

Adapazarı and 23 of them were large industrial plants. After the 1999 earthquake, 34 plants suffered 

heavy damage and 73 got medium and 19 light damage. A total of 42,902 workplaces and 285,211 

houses got damaged in the 1999 Gölcük earthquake in the Marmara Region, which was felt in a wide 

area from Ankara through Izmir. While the number of injured people was 43,953, people who became 

disabled were recorded as 505. Collapsed and heavily damaged buildings were 16,649 in number and 

there were 90,536 houses and 14,133 workplaces with medium damage and 102,822 houses and 13,344 

workplaces with minor damage.

Furthermore, flood disasters, increasing in number and severity in recent years, cause losses 

similar to earthquakes. In the 2009 Ayamama Creek flood disaster in Istanbul, for example, a total of 

4,730 houses and workplaces and 17 factories were damaged. The rate of insured workplaces among 

those damaged was reported to be 30%. There were a total of 27 deaths and 4 casualties, mostly 

employees in the workplaces.

During a disaster, official rescue teams should prioritize communal living areas, especially schools, 

depending on the day and time of the incident. On account of many reasons such as disruption or 

blockage of the transportation network, it may take time for specialized search and rescue teams to 

have access to disaster areas in neighbourhoods. For this reason, activities such as Disaster Prepared-

ness trainings and AFAD Volunteer training programs are carried out in the body of AFAD Presidency.

While the Disaster-Prepared Workplace Project in scope of the Disaster- Prepared Turkiye Pro-

gram initiated by the Disaster and Emergency Management Presidency (AFAD) gives support for 

prevention of big industrial accidents and minimize their impacts in case of disaster and emergency, 

it also aims to prevent possible loss of life and property and environmental damages (AFAD, 2020).

This approach adopted by AFAD emphasizes upon Disaster Preparedness as an important issue. 

The basic principle in disaster management is to prepare for the worst. For this reason, among the sce-

narios we will list such as incident, accident, emergency, major (industrial) accident and disaster, the 

worst scenario is disaster. As shown diagrammatically in Figure 2, any event or hazard can have con-

sequences such as disruption or interruption of the business activities as well as the community life 

in a settlement, and even causing loss of life and property. Sometimes only the workplace, sometimes 

the region, and sometimes both the region and workplaces can be affected by disasters. A workplace 

resilient to disasters and emergencies will, therefore, be naturally prepared and resilient against major 

accidents and incidents as well.

Disasters occur as a result of the negative impacts of events caused by nature, technology and 

people, causing considerable damage and reaching to such dimensions that society cannot cope with. 

A natural event such as earthquake, for example, may turn into a disaster on account of inadequate or 

poor building stock, preparedness, response capacity and similar factors in the area it occurs.



21

Large-scale accidents in connection with disasters and emergencies in industrial plants can ad-

versely affect the safety of both employees and production, while giving serious damage to the environ-

ment. These accidents may occur as a secondary disaster resulting from disasters or may occur due to 

failure to take necessary actions. Legislative efforts have been started to prevent environmental dam-

ages as well as loss of life and property. In this context, the "Regulation Regarding Prevention of Major 

Industrial Accidents and Mitigation of Their Impacts", which assigns duties and responsibilities to indus-

trialists in line with the "Seveso Directive" issued by the EU for the prevention of industrial accidents and 

mitigation of their impacts, was published in 2013 with the contributions of AFAD. In the same year, the 

Disaster-Prepared Workplace Project under the Disaster-Prepared Turkiye Program launched by AFAD 

and the Major Industrial Accidents Training were also launched to facilitate the measures to be taken in 

industrial facilities.

Thus, we are trying to meet our need for better education, training, preparedness and planning in 

disaster and emergency management in Turkiye to create disaster-resilient workplaces. Our country is 

now in a position to get out of the spiral of destruction and recovery after a disaster. In modern disas-

ter management, instead of crisis management consisting of intervention and recovery activities, risk 

management consisting of mitigation and preparedness activities is emphasized. For this reason, in our 

country, instead of the approach of "How can we save our people from under the wreckage?" priority 

should be given to the works carried out within the approach of "Our people should not be buried in 

the wreckage!"

Causing Loss

Unable to Cope 
with Local 

DISASTER

Societies

Settlements

Disturbing

EVENT
Damage / Loss – Impact

Time 
(Day/Month)

Human Activities

MOMENTDISASTER

Disrupting

RESULT

Having Impact on 
A  Settlement Unit

Figure 2. The process leading to DISASTER with most devastating RESULT because of EVENT 
(hazard, threat, accident and similar things caused by nature, technology and human) and its impact. 



Why Is Disaster and Emergency Planning Important 
for Industry and Workplaces?

As can be understood from the national and international examples given in the previous section, experi-

ence up to date shows that most businesses are not prepared for disasters and emergencies, particularly 

earthquakes, floods and major accidents. This is despite the fact that the employers and employees are 

legally obliged to know the impacts of major earthquakes and similar disasters and emergencies that 

may occur in the workplace and to plan and prepare in advance (see Occupational Health and Safety 

Law, Articles 11 and 12). For this reason, businesses should make, put into effect and regularly implement 

plans to minimize physical, material and economic loss.

The main importance of disaster and emergency planning of businesses can be summarized as "pro-

viding safety of everyone, minimising the impacts of disasters and emergencies, and achieving a rapid 

recovery/business recovery after the disaster". The basic goal of planning is to ensure that employees, 

facilities and business activities are ready for disaster and emergency conditions. The Disaster and Emer-

gency Plan is a tool that we do not want to have to use, but when we have to use it, it will put us in an 

advantageous position against disasters and emergencies. Having a good Disaster and Emergency Plan 

will give the workplace the capability and speed for response to the disaster correctly when required.

If you are a business owner, your employees are your most important asset to be protected. Likewise, 

if you are the owner of a building, the security of the business activities in it is closely related to your 

economic interests. If these are somehow disrupted, you may experience loss such as income, market 

and reputation. In addition, you, as an employer, are obliged to make a Disaster and Emergency Plan as 

specified by the relevant laws and regulations.

Disaster and Emergency Planning: 
• It helps you fulfil your humanitarian and moral responsibilities as an organization to protect your 

employees, society and the environment.

• It ensures you are prepared for many hazards such as earthquakes, floods, fires, hazardous material 
releases/overflows, power and communication outages.

• It ensures compliance with local and national laws, regulations and standards.

• Being prepared for disasters and emergencies reduces a company's exposure to financial loss, legal 
fines, loss of market share, damage to equipment and products, or interruption of business opera-
tions, and increases its ability to recover.

• It reduces the burden of legal or criminal liability in the event of major or minor accidents.

• It protects and enhances the image and reliability of the workplace in the eyes of employees, cus-
tomers, suppliers and society.

Consequently, public buildings, private companies and workplaces, as well as families and schools, 

should have a disaster and emergency plan in accordance with laws, regulations and standards. The 

biggest reason is that employees spend a significant part of the day in their workplaces. Disasters can 
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happen anywhere at any time, and the people or institutions responsible for response to disasters may 

not be able to meet our needs in a very short time after the disaster. Every organization or workplace 

should, therefore, have a disaster and emergency plan. In the absence of preparedness such as a disaster 

and emergency plan, everyone working in the workplace should participate in preparing and implement-

ing of this plan.

Many settlements in our country are under threat from major risks arising from different types 

of disasters and emergencies such as earthquakes, floods, fires, landslides or occupational accidents. 

It should be kept in mind that disasters caused by nature, technology and human may result in loss of 

life and property, major damage to infra- and superstructures and to the living spaces, and disruption 

of production and deliveries. In general, those working in public institutions, private companies and 

workplaces, small and medium-sized industrial plants, factories or businesses such as OSBs, and those 

residing in their immediate surroundings are always under minor or major risk.

Like all segments of the society, public institutions and organizations, private companies, work-

places and business owners are also obliged to take necessary measures against disasters and emer-

gencies in their buildings/plants that may affect the region in which they are located. Community-based 

preparedness for disasters and emergencies of any scale should, therefore, be among our main duties 

and goals.

In this context, both public and private sector buildings/facilities and workplaces should take all 

measures against all disasters and emergencies caused by nature, technology and human that may oc-

cur in their region. The Disaster and Emergency Plan must be implemented correctly in order to mini-

mize the loss and damage that may occur.

Response and other similar works to be carried out after occurrence of the disaster cannot guar-

antee the continuity of public institutions and organizations and private businesses. However, actions 

to be taken before disaster help you get out of disasters and emergencies with the least damage pos-

sible. 

In all kinds of disasters and emergencies, the employers, managers, administrators, operators, 

managers, teachers, personnel, technical personnel, occupational safety specialists, workplace phy-

sicians, nurses and similar employees working in different institutions, organizations, businesses and 

plants desire to:

• Minimise possible injuries/losses;

• Identify the hazard in advance and prevent/reduce it prior to occurrence of loss;

• Reduce the expenses that will arise from possible losses and responsibilities;

• Use tested processes and equipment;

• See that the institution/organization/business/facility is capable to resume working again and survive 

in terms of moral and legal obligations.

And, consequently, the purpose and main objective of disaster and emergency management ac-

tivities is to:

1. Ensure life safety;



2. Protect property together with facilities, equipment, records and documents;

3. Take necessary measures so that production is not interrupted and service and business continue in 

the workplaces and their units in the event of any disaster and emergency.

The ripple effects of business scope and disasters should also be assessed. For example, the 

current situation, threats and sensitivities, critical time functions, operational, financial/economic im-

pacts on businesses, relocation costs, loss of rent and business income, as well as suspension of public 

services should be evaluated separately. Furthermore, loss of business and customers, displacement, 

migration and late deliveries should also be considered and deemed as the wave impacts of disasters. 

Cost should be handled in two ways: direct and indirect costs. Loss is irreversible, and their economic 

impacts are felt even more deeply with direct and indirect costs. The indirect impacts of losses may 

cause businesses to close a few months after the disaster. 

Considering all these conditions, it is known that there is a great need for an easily understand-

able and applicable updated disaster and emergency planning guide for industry and workplaces, the 

locomotive of the economy, depending on the changing laws and regulations as well as the increasing 

risks of disaster caused by nature, technology and human, especially the threat of earthquake.

Updated and developed in the light of this need and information the Disaster and Emergency 

Planning Guide for Industry and Workplaces will provide businesses with the ability to perform the 

activities in the steps summarized below in order to fulfil the goal of business continuity together with 

the safety of life and property:

• Before the disaster; determination of the hazards and risks that may arise as a result of the disaster, 

prevention of them if possible or mitigation of their possible impacts and to be prepared for disasters.

• During the disaster; correct behaviours acquired through trainings and drills and implementation of 

the principles of rescue, first aid and evacuation without fail.

• After the disaster; timely, fast and effective response to the event; determination and implementa-

tion of the activities to be performed to minimize the losses and to enable the institutions to resume 

their normal work routine as soon as possible.

 



Current Status and Legislation

Considering the frequency of Turkiye's exposure to disasters caused by nature (earthquake, flood, 

landslide, avalanche, etc.), technology (nuclear, biological, chemical and industrial accidents, etc.) and 

human (accidents, fires, terrorism, war, migration, epidemics, etc.), the approach of Integrated Disas-

ter Management and the relevant legal regulations and existing legislation regarding preparation and 

implementation of Disaster and Emergency Plans in workplaces are briefly presented in this section. 

In the most general definition accepted by the United Nations, disaster is defined as: "All kinds 

of events caused by nature, technology or human which lead to physical, economic and social loss for 

people, negatively affecting societies by stopping or interrupting normal life and cannot be handled by 

local means." As can be understood from this definition, in order for an event to cause a disaster, it must 

cause loss in the settlements by disrupting or interrupting human activities. In other words, a disaster is 

not an event itself, but a consequence, sometimes expected and sometimes occurring suddenly (see 

Figure 3).

Many concepts and definitions such as disaster, disaster management, emergency management or 

disaster and emergency plan take place in the relevant legislation of Turkiye. Some of the terms used in 

the relevant laws, regulations and standards are given in the "Glossary" at the end of this Guide. 

Figure 3. Schematic Definition of Disaster by United Nations
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The emergency in the concept of disaster and emergency defines events such as fire, explosion, etc. that 

may occur in all or part of a workplace or facility and where police, fire brigade and ambulance response 

to it is sufficient (see Figure 4). A plan that includes the works and operations to be carried out in all 

disasters and emergencies that may occur in the workplaces as well as the actions to be taken for 

information, referral, administration and implementation is also called Disaster and Emergency Plan.

First of all, it should be understood that disaster and emergency management covers all the processes 

of analysis, planning, decision-making and evaluation to organize existing resources for mitigation, 

preparedness, response and improvement activities against all kinds of hazards. In the outer circle in 

1. Mitigation Phase

2. Preparedness Phase

3. Response Phase

4. Recovery Phase

         When the disaster studies which have been carried out in our country so far are closely analysed, 

it is seen that in the past we have directed most of our efforts to the "response" stage after disasters, 

i.e. crisis management. However, Disaster Management does not only consist of response activities such 

as rescue of people from under debris, hospitalization of them and fire extinguishing. On the contrary, 

the priority of modern disaster management (to minimise the need for response activities) is to protect 

people from hazards and reduce existing risks before disasters occur.

Figure 4.  Basic Elements of Disaster Management
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For this reason, you should remember that Disaster Management covers all the works of mitigation 

and preparedness for possible damages against disasters as well as emergencies and response and 

improvement works after disasters and emergencies. When even one of these actions is missing, we 

cannot talk about either the success of disaster management or the success of other stages.

Modern disaster management consists of four main phases, the content of which is explained in 

Figure 5 below. However, these four phases may sometimes need to be carried out in sequence and 

sometimes simultaneously. Because of this fact, it may be difficult to make a clear distinction between 

the phases, but it is conceptually useful to use these four main phases.

The aims and objectives of the four main phases of disaster management shown schematically in Figure 

4 and Figure 5 are briefly as follows:

1. Mitigation: This first phase of disaster management determines the steps to reduce the risks of 

injury and loss due to structural and non-structural factors in disasters like earthquake long before 

disasters occur.

2. Preparedness: This phase provides checklists that can be used to assess current practices and ca-

pabilities. Its purpose is to shed light on areas where your workplace needs to be better equipped 

and trained to fight against disasters and emergencies such as earthquake.

Figure 5.  Contents of disaster management cycle; schematic representation of the elements of Risk 
and Crisis Management which constitute disaster management
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 3.  Response: This phase provides guidance on what employees should do as individuals and teams   

     during and immediately after disasters and emergencies such as earthquake.

 4. Recovery: This phase aims to support the assessment of capabilities of the workplace for re

         covery and resumption after disaster and emergency and the planning of recovery work to be 

         performed after disaster.   

In summary, in disaster management, pre-disaster protection activities such as Mitigation and Pre-

paredness are called Risk Management and post-disaster recovery activities such as Response and 

Recovery are called Crisis Management. The sum of risk and crisis management is defined as Disaster 

Management together with all the phases they include. What should be taken into consideration here 

is that the activities at each stage in Figures 4 and 5 affect the success of the next activity. In other 

words, crisis management cannot be successful when risk management is neglected. Crisis manage-

ment applied alone is a reflexive and inefficient management style!

Such an approach is reactive, uncoordinated, ineffective, untimely, unreliable, addresses the 

wrong target group and causes the disaster to turn into a catastrophe. For this reason, in our coun-

try, now more importance is given to preventing the occurrence of disasters, mitigation of damages, 

preparedness, forecasting and early warning before disaster response and recovery by switching from 

crisis management approach to risk management approach.

Modern disaster management requires an integrated and multidimensional approach. It aims to 

take into account all hazards listed below; carry out activities for all phases of disaster management, 

especially for mitigation activities and involve everyone in these activities, utilizing all resources.

The elements of Integrated Disaster Management can be briefly listed as follows: 

• All Hazards

• All Phases

• All Resources

• All Individuals/Units



National Legislation

Obviously, the disasters and emergencies caused by nature, technology and human, especially earth-

quake that may occur in and around Istanbul will, considering its weight in Turkiye's economy, cause loss 

of life and property as well as a great destruction on the national economy. 

Disaster and Emergency Planning Guide for Industry and Workplaces was prepared in 2008 as 

one of the Training Materials for Disaster Preparedness of Society in scope of Element A of the Istanbul 

Seismic Risk Mitigation and Emergency Preparedness Project (ISMEP) conducted by Istanbul Project 

Coordination Unit (IPCU) of the Istanbul Governorship. In the same year, Disaster and Emergency Man-

agement Guide for Industry was also prepared in scope of Istanbul Chamber of Industry Publications to 

facilitate the members of Istanbul Chamber of Industry (ISO) to work on the subject (July 2008, Istanbul 

Chamber of Industry Publications, No: 2008/7).

Regarding the national legislation, Occupational Health and Safety Law No. 6331 dated 20 June 

2012 aims at regulating the duties, authorities and responsibilities, rights and obligations of employ-

ers and employees in order to ensure occupational health and safety in workplaces and improving the 

existing health and safety conditions (see Appendix A). This law does not directly cover disaster and 

emergency management, but some issues of Disaster and Emergency Management are related to the 

regulations and communiqués of this law.

The construction sector is, for instance, the most risky sector in terms of working conditions, rank-

ing first among all sectors in terms of the number of occupational accidents and the death rate arising 

from accidents:

•    About 4% of accidents in the construction sector results in death.

•    In 2018, 589 (38.22%) of the 1,541 work accidents resulting in death were in the construction  

     sector.

•   It has been found that accident costs account of 8% of the project cost of a construction 

    company.

•    In the event of the death of a person as a result of an accident, the at-fault party may receive 

     significant compensation for loss of labour (income) alone.

These losses do not include other material loss and non-pecuniary damages. In fact, such figures 

do not show all the loss caused by disasters and emergencies in any labour sector. And the scope of 

direct and indirect loss caused by disasters and emergencies is actually much larger.

1  https://www.sgk.gov.tr/ (Access date: 21.02.2023)
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Direct Cost of Work Accidents

• Treatment

• Claims

• Court expenses, penal costs

• Work accident and occupational disease premiums covered by SGK

• Temporary or permanent incapacity for work

• Repair or replacement cost of damaged materials, plant and equipment

Indirect Cost of Work Accidents

• Loss of work of workers, craftsmen and managers

• Disruption in workflow and schedule due to suspension of production 

• Legal payments: Administrative fines, retraining costs, governmental investigation costs

• Loss of prestige, money, early delivery bonus and customer/market because of failure to fulfil the    

     order on time

For these reasons, many legal arrangements have been made to protect the health and safety 

of employees in workplaces. Some of the regulations and communiqués published before and after 

the Occupational Health and Safety Law No. 6331 which are closely related to disaster and emergency 

management are as follows:

Laws

• Civil Defence Law No. 7126, Law No. 9/6/19585902  on Organization and Duties of Disaster and 

Emergency Management Presidency, Disaster Insurances Law No. 6305 of 17 June, 18 May 2012

• Law No. 5188 on Private Security Services, Law No. 6/6/2004-25504 2565 on Military Prohibited 

Zones and Security Zones, 22/12/1981-17552 

Presidential Statutory Decree (KHK)

• Decree No. 4 on the Organizational Structure of Ministries and Institutions and Organizations As-

sociated with and Related to Them and Other Institutions and Organizations Regulations

Regulations

• Regulation Regarding  Disaster and Emergency Response Services, 18 December 2013

• Communiqué on Turkish Disaster Response Plan, 3 January 2014

• Shelter Regulation, 25 August 1988

• Regulation Regarding  Organization and Planning Principles of Emergency Aid for Disasters, 8 May 

      1988

• Regulation Regarding  Fire Protection of Buildings, 19 December 2007



Other legislation on protective safety and fires:

• Regulation Regarding the Protection of Employees from the Dangers of Explosive Atmospheres 

(Official Gazette Date: 30.04.2013, No.: 28633 )

• Regulation Regarding Fire Protection of Buildings, 27/11/2007-2007/12937

• Regulation Regarding Prevention, Extinguishment and Rescue Measures to Be Taken Against Fires 

Starting on Land and Fires that May Start at Sea, Port or Coast, Reaching and Spreading to Land 

or Fires that May Start on Land and Reach Coast, Port and Sea, 08/09/1975-15350

• Municipal Fire Brigade Regulation, 21/10/2006-26326

• Regulation Regarding the Implementation of the Law on Private Security Services, 7/10/2004-

25606

• Regulation Regarding Military Forbidden Zones and Security Zones, 30/04/1983-18033

• Regulation Regarding Protection against Sabotage, 1610/1988-88/13543

• Regulation Regarding State Archive Services, 16/5/1988-19816

• Regulation Regarding Security Investigation and Archival Research, 14/02/2000-2000/284

• Principles of the Security of Confidential Documents and Equipment, 13/05/1964-6/3048

• Regulation Regarding Occupational Health and Safety Risk Assessment, 29 December 2012

• Regulation Regarding Occupational Health and Safety Committees, 18 January 2013

• Regulation Regarding Emergency Situations in Workplaces, 18 June 2013

• Regulation Regarding Prevention and Mitigation of Major Industrial Accidents (Official Gazette, 

Date: 02.03.2019, No.: 30702 of)

• Communiqué on Internal Emergency Plans to Be Implemented in Major Industrial Accidents, Minis-

try of Environment and Urbanisation, 15 August 2020
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International Legislation

The first step in international legislation was taken with the Seveso Directive (82/501/EEC), which was 

prepared to prevent the occurrence of industrial accidents and to take necessary measures after an 

accident in the town of Seveso in Italy in 1976. On 9 December 1996, Directive 96/82/EC on the Con-

trol of Major Accident Risks Involving Hazardous Substances (Seveso-II Directive) was published. The 

Regulation Regarding Prevention of Major Industrial Accidents and Mitigation of Their Impacts, which 

harmonises the Seveso-II Directive with the legislation of our country, was prepared by a commission 

established by the Ministry of Environment and Urbanisation and the Ministry of Labour and Social Se-

curity, entered into force after being published in the Official Gazette of 30 December 2013, bis 28867, 

and updated on 2 March 2019.

Major Industrial Accident means a major emission (release/spread), fire or explosion event caused 

by a hazardous chemical substance resulting from uncontrolled situations during the operation of any 

organization, which may cause immediate or subsequent serious hazards to the environment and hu-

man health inside or outside the organization.

The following international conventions are also binding for our country: 

• European Union Council Directive 89/391/EEC of 12 June 1989

• ILO Convention No. 155 on Occupational Health and Safety and the Working Environment

• ILO Convention No. 161 on Health Services

• ILO Convention No. 187 on the Framework Convention for the Promotion of Occupational Health and        

      Safety

• ILO Convention No. 167 on Safety and Health in the Construction Industry Convention 

Standards

• TS EN ISO 22301 Security and Flexibility - Business Continuity Management System - Requirements, 

      2020

• ISO 22320 Safety and Resilience - Emergency Management - Guidelines for Incident Management

• ISO 45001 (OHSAS 18001) Occupational Health and Safety Management System

• TS ISO 31000 Risk Management - Principles and Guidelines, 2009

• ISO 31001 Risk Management Standard

• TS ISO/IEC 27001 Security Techniques of Information Technology - Information Security Manage 

      ment Systems-Requirements, 2006

• NFPA 1600 Continuity, Emergency and Crisis Management Standard

Since you can have access to laws and regulations via digital platforms, these laws and regulations 

are not included here. However, we would like to mention, although briefly, about ISO 22301 Security 



and Flexibility/Resilience-Business Continuity Management System. 

This standard is an integrated management system that enables organizations to determine the 

methods necessary to ensure business continuity, create related plans, implement, execute, monitor, 

review and maintain them, and make preparedness to reduce risks and determine strategies to recover 

their business from catastrophic events. Furthermore, TS EN ISO 22301 enables you to be prepared 

for all events that will affect critical functions and processes in your workplace and to give response 

to any event as planned and tested in advance.

Emergency Management Standard ISO 22320, developed under Management Standard ISO 

22301 also guides you to improve yourself in dealing with all types of events (such as disasters, emer-

gencies, crisis, disruptions) in your workplace.

Business continuity is not just an IT (Information Technology) problem. It is not possible to en-

sure business continuity in a workplace without being fully prepared for disasters and emergencies. 

In summary, basing upon Disaster and Emergency Management and/or ISO 22301 principles and 

methods in your workplace, you can:

• Reduce interruptions in your activities and improve your time to return to normal working order.

• Reduce the impacts of disasters and emergencies caused by different types of events or accidents.

• Ensure uninterrupted operation of critical functions in times of crisis.

• Prevent financial losses that may occur due to loss of business.

• Protect your brand value.

• Identify threats in your activities in advance and thus make a risk and mitigation plan for elimina-

tion of them correctly.
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1. Assess Your Risks

2. Make a Plan

3. Take Action



Step 1

Assess
Your Risks
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General Information 
Many businesses are familiar with the concepts 

of emergency management and continuity plan-

ning. However, these can be complex matters 

depending on their sector, size and scope as well 

as the level of risk arising by natural, technologi-

cal and man-made hazards. All organizations 

should take into account all direct and indirect 

hazards to which they may be exposed in order 

to perform their activities in a reasonable man-

ner.

In the context of potential hazards, it is crit-

ical that businesses incorporate applicable disas-

ter and emergency risk mitigation solutions into 

their planning and operational decisions. In this 

way, companies can protect their assets (people, 

property, operations); protect cash flow and the 

ability to provide goods and/or services to cus-

tomers and/or the supply chain, maintain com-

petitive advantage and reputation, and gain the 

ability to meet legal, regulatory, financial and 

contractual obligations.

In scope of the activities carried out by 

AFAD, disaster awareness and social assistance 

programmes are implemented to identify and 

mitigate all disaster hazards and risks, particu-

larly earthquake risks, and to increase the re-

silience of the society in disasters.

AFAD has been taking initiatives for long 

years, especially in the areas of disaster-resistant 

building regulations, trainings, guidance devel-

opment and planning support. With an intention 

to further enhance this partnership with the pri-

vate sector, AFAD launched in 2013 the Disaster-

Prepared Turkiye programme and the Disaster-

Prepared Workplace project to collaborate with 

businesses on earthquake awareness and miti-

gation.

Build Your Planning Team
In order to conduct analyses and planning stud-

ies such as risk assessment, a Planning Team 

must first be created to carry out these studies. 

The participation of experts and employees from 

different departments in this team is a very im-

portant and indispensable. The employer should 

guide the planning team and authorise them to 

take all necessary steps during the preparation 

of the plan. It is of critical importance to make 

sure that the prepared plans are known by all 

stakeholders, by updating and testing these 

plans according to changing conditions for the 

operability and continuity of the plan. For this 

purpose, Disaster Board, Planning Team and 

similar working groups should be formed with 

the participation of representatives from differ-

ent segments such as administrative personnel, 

employee representatives, support personnel, 

volunteer employees and occupational safety 

specialists together with the employer or em-

ployer's representative. Disaster-Prepared Work-

place can only be achieved with the help of a 

team work. This team also performs hazard and 

risk assessment works.
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It refers to the necessary studies to be carried 

out to identify the hazards that exist in the work-

place or may come from outside; analyse and 

rank the factors that cause these hazards to turn 

into risks and the risks arising from hazards and 

decide on control measures.

Risk assessment requires comprehensive 

information about the organization or workplace 

such as:

•  Market or market conditions

•  Legal, social, political and cultural environment

•  Strategic and operational objectives

•  Key factors for success; target risks and oppor 

    tunities

•  All activities adding value to the organization 

    and the risks they entail

The results of the risk assessment can be 

used to create a risk profile in which the signifi-

cance degree of each risk is determined sepa-

rately after the hazard analysis and the measures 

to be taken are prioritised. Thus, each risk identi-

fied is relatively rated. This process relates the 

risks to the relevant business areas and identifies 

where the level of investment needs to be re-

duced, increased or reformed through identifica-

tion of the applicable main control mechanisms. 

Risk assessment ensures effective and efficient 

operation by identifying risks that require atten-

tion of management and prioritises the potential 

benefits to be provided by risk control actions 

for the organization.

Scope of appropriate risk response ap-

proaches: 

Starting from the stage of design and es-

tablishment, the Disaster and Emergency Plan 

should be prepared for all workplaces by follow-

ing the stages of; identification of hazards with 

respect to disasters and emergencies; taking 

measures to prevent and limit their negative ef-

fects, i.e. risks; determining the persons to be 

assigned; establishing emergency response 

procedures; documentation, drills and renewal 

of the disaster and emergency plan and docu-

mentation and drills. Dealing with hazards and 

risks in the workplaces primarily when preparing 

for disasters and emergencies makes it easy to 

allocate and use resources effectively, enhances 

operational effectiveness and efficiency, pre-

vents possible loss and improves case manage-

ment when it occurs.

The basic risk assessment steps in the leg-

islation are as follows:

Step 1: Description of Hazards

Step 2: Identification and Assessment of Risks

Step 3: Risk Control

Step 4: Documentation

Step 5: Audit, Monitoring and Renewal 

Assessment of risks first requires having a 

proper understanding of the concepts of hazard, 

exposure and vulnerability that constitute risk. 

Definitions of specific terms for the topics cov-

ered in this Guide can be found in the "Glossary" 

in the appendix. The concepts of risk, hazard, ex-

posure and vulnerability and the relationship be-

tween them are illustrated in Figure 6. Risk is the 

predicted effects of a hazard on people, services 

and certain facilities in society. The occurrence 

of these effects is called disaster.
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Figure 6. Schematic representation of risk and concepts that constitute risk.
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As shown in Figure 6, we cannot talk about risk unless there is a hazard or a situation of exposure 

or vulnerability. Consequently, to take risk under control, it is therefore essential to deal with risk man-

agement first of all and thus reduce the loss of life and property before a disaster and emergency oc-

curs (see Figure 7).
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risks. In order to identify all hazards by means of 

a multi-/integrated approach, analyse all aspects 

of risks and  make the necessary risk control 

measurements, all undesirable events that may 

cause death, illness, injury, damage or other loss 

in the workplace should be identified. And in the 

process of this identification, you should make 

sure no hazard is missed and real hazards are not 

overlooked by giving excessively detailed infor-

mation. Potential hazards should not be ignored 

by concentrating on insignificant hazards. If pro-

tective measures have been taken for certain po-

tential hazards, the effectiveness of these mea-

sures should also be taken into consideration 

when assessing the remaining risks.

When hazards are identified, issues such as 

materials, equipment, manufacturing methods 

and work organization should also be reviewed. 

Special laws and regulations that must be ob-

served may help to identify hazards. Sources of 

hazards should be systematically analysed. 

Some sources of hazards may need to be cate-

gorized, e.g. machinery, work equipment, elec-

tricity, chemical procedures, work site. In other 

cases, operation-based approaches, such as 

construction technique or technical practices, 

may be more useful. In this regard, it is possible 

to utilise the Occupational Health and Safety 

Risk Assessment Regulation as a guide (see Ap-

pendix B).

 ISO 27001 is an Information Security Man-

agement System standard published by the In-

ternational Organization for Standardisation and 

the International Electrotechnical Commission in 

October 2005 as part of the ever-increasing 

standard series of ISO/IEC 27000. The full name 

of the standard is ISO /IEC 27001: 2005 / 

Information Technology Security Techniques In-

formation Security Management Systems Re-

quirements; however, it is generally known as 

ISO 27001 Certificate Standard. 

ISO 27001 has been developed to:

• Systematically audit the information security 

risks of the institution/organization, threats to 

information assets, vulnerabilities of assets;

• Define and implement information security 

controls consistent with risk processing plans 

and transfers of residual risks, and reduce risks 

to acceptable levels;

• Accept and implement management process-

es to ensure the continuity of information se-

curity controls according to information secu-

rity principles. 

Today, information and ISO 27001 are al-

ways mentioned together with business continu-

ity. However, the standards of Environment 

14001, Occupational Safety 45001, Food 22000 

and Supply Chain 28000 are also intended to 

determine the risks in their fields and, in this re-

spect, they are related to business continuity 

and disaster and emergency management. How-

ever, all standards refer to the Risk Management 

Standard ISO 31000.

Risk Management Standard TS ISO 31000 

is also a good guide for management of risks by 

identifying, analysing, rating the risk that the 

workplaces may encounter and finally assessing 

whether it may change the risk. On basis of the 

fundamental training on risk management that 

the employer will provide to his/her employees, 

the articles of the said standard such as risk iden-

tification, analysis, risk judgement, risk treatment 

should be interpreted and how they will contrib-

ute to the establishment and implementation of a 

risk management should be emphasised.
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In summary, during the process of assess-

ing and managing risks, workplaces periodically 

check changes in their activities, communicate 

and consult with their stakeholders, make sure if 

there are additional considerations to deal with 

the risk, and continuously monitor and review 

the risk through control of the factors that 

change the existing risks. Relevant regulations 

and standards provide organizations with a 

number of principles for effective risk manage-

ment. These principles guide organizations to 

develop, implement and continuously improve a 

framework that integrates risk management pro-

cesses in line with their overall governance, strat-

egy, planning, management, reporting process-

es, policies, values and culture. This Guide aims 

at providing principles and guidelines for the 

systematic, transparent, reliable, comprehensive 

and context-sensitive management of any type 

of risk. 

Structural and Non-Structural Risks that 

may occur indoors and outdoors in all types of 

workplaces should be identified. 

To this end, the hazards and risks of disas-

ters such as earthquake, flood, tornado, land-

slide, drought, rock fall, hail, forest fire, lightning 

strike and the Secondary Disasters caused by 

them should be definitely taken into consider-

ation in addition to workplace-specific occupa-

tional accidents, gas leakage, possibility of sabo-

tage, communication and communication 

problems, hazardous and/or chemical substanc-

es, leakage, contamination, fire and explosion 

possibility, events which require first aid and 

evacuation, and also damages to the environ-

ment and similar hazards. 

Consequently, hazard and risk concepts, 

hazard analysis, historical hazard profile, 

collection of information from employees, deter-

mination of existing and potential hazards, 

checklists and forms, risk analysis, assessment of 

risks such as severity and frequency of occur-

rence all are discussed in the following section.

Hazard Analysis
Identification of hazards is one of the principles 

of Preliminary Hazard Analysis. In order to as-

sess risks and take necessary precautions, all un-

desirable situations that may cause death, ill-

ness, injury, damage, interruption of work and 

service or a combination of these are identified 

in the workplace. A potential source of harm to 

human health, the environment, property or 

business continuity may originate from a hazard-

ous material and also from an activity performed. 

The first work to be done after the forma-

tion of the planning team is to identify the haz-

ards the business is or may be exposed to. In 

this way, the business will learn what kind of 

events it may encounter and it will be able to 

take the right measures accordingly. Events that 

can be called hazards may vary depending on 

the type of business. While events such as earth-

quakes are a common source of danger for many 

businesses, others may vary depending on sec-

tor and location. The planning team should, 

therefore, identify in detail the events that may 

be perceived as hazards for their own business. 

Different methods can be used to identify 

hazards. When identifying hazards, the main ob-

jectives of the disaster and emergency plan 

should not be forgotten. Hence the impact of 

possible physical events on at least three differ-

ent factors should be considered:

1. Human

2. Property, Equipment, Records
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Hazards may be towards one or more tar-

gets; they may appear in one or more phases; 

they may pose different risks from target to tar-

get or according to the phase of operation; and 

they may not be identified until the undesired 

event occurs. Consequently, in the preliminary 

hazard identification study, you should look at 

the event from a broad perspective by including 

secondary disasters. When making assessment 

of hazard, you should also take into consider-

ation the impacts of major potential disaster that 

may occur in your region and society. In this way, 

it will be possible to anticipate unusual problems 

and the risks associated with them, e.g. the risk 

of earthquake and close position of your work-

place to a dam or a hazardous material plant. 

Consequently, first of all, you should understand 

how each disaster, e.g. an earthquake itself and 

the secondary disasters it may cause may affect 

workplace and employees.

In addition to shaking ground, earthquakes 

can also cause secondary hazards such as land-

slide, avalanche, surface faulting, tsunami, lique-

faction and flash flood. To learn more about the 

secondary hazards that disasters may cause, see 

the relevant sections of the official website of 

AFAD and the new Earthquake Hazard Map of 

Turkiye (Figure 9). 

General Directorate of Mineral Research 

and Exploration (MTA) and Disaster and Emer-

gency Management Presidency (AFAD) have 

provided an updated map of active fault lines so 

that you can identify hazards such as earth-

quake, flood and landslide that may affect your 

workplace and thus you can be acquainted with 

your region and/or neighbourhood. In addition 

to this map, you can also get information from 

the local AFAD Directorate of your province to 

determine whether your organization is in an 

earthquake hazard area.

The revised map has been prepared with 

much more detailed data, taking into consider-

ation the latest earthquake source parameters, 

earthquake catalogues and mathematical mod-

els of new generation. Unlike the previous map, 

the new map shows maximum ground accelera-

tion values instead of earthquake zones and the 

concept of "earthquake zone" has been elimi-

nated. 

Historical accidents, disasters and emer-

gencies are indicators of future hazards. In addi-

tion, listing information such as the hazards that 

have occurred in the workplace in the past, when 

they occurred and the consequences they 

caused is an extremely important preliminary as-

sessment study. In this way, both the hazards ex-

perienced by the workplace are recorded and 

characteristics such as accident season and time 

of occurrence are determined, making it possible 

to provide basis for future risk analyses. 
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However, today compilation of information 

on the frequency of occurrence and perception 

of hazards may be different from the times when 

historical records were kept. Since some hazards 

occur very rarely, it is difficult to determine the 

probability of occurrence from historical records. 

Hence current trends and probabilities need to 

be taken into consideration when collecting in-

formation from the past.

Experts (e.g. meteorological engineer, geol-

ogist, seismologist, geophysicist, 

environmentalist, occupational safety specialist, 

fire department, etc.) should also be consulted 

during field studies to get information on haz-

ards caused by natural disasters. When the plan-

ning team does brainstorming and similar stud-

ies for identification of other hazards against 

workplaces and installations, it would be useful 

to compile other characteristics that may be 

necessary in taking into consideration the infor-

mation given in page 44 and making risk assess-

ment shown in Table 1. 

Figure 9. Earthquake Hazard Map of Turkiye renewed by AFAD Presidency.

Figure 8.  Basing upon earthquake as an example, representation of secondary disasters which 
develop in connection with a disaster and should be taken into consideration.
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Collection of Historical Information for the Region and Workplace in Connection with Disaster 
and Emergency 

References to be used:

• Databases

• Archives

• Newspapers

• Bulletins

• Scientific Resources

• Articles

• Papers

• Books

• Technical Reports/Catalogues

• Websites

• Videos

• News

• Interviews with local people

• Cultural resources (tales, folk songs, epics, etc.)

Collection of Historical Information on Occupational Safety and Health Pursuant to the Regulation

1. When identifying hazards, the following information about the working environment, 
employees and the workplace information has to be collected:

    a. Workplace buildings and annexes 

    b. Activities, works and transactions                

        carried out in the workplace

 c.  Production processes and techniques

 d.  Work equipment

 e.  Materials used

 f.   Operations concerning residues and    

        wastes

 g. Organization and hierarchical structure,    

        duties, authorizations and

        responsibilities

 h.  Experience and opinions of employees

 i.   Work permit documents to be obtained          

        before starting work as per applicable     

        legislation 

 j.   Records showing details about the 

        employee such as education, age,    

        gender and medical condition

 k.  Groups which require special policies 

        such as young, elderly, disabled,  

        pregnant or breastfeeding workers

 l.   Results of the inspection in the           

        workplace

 m. Medical reports on occupational        

        disease 

 n.  Records of work accidents 

 o.  Records of incidents that occur in the  

        workplace, giving damage to the 

        workplace or work equipment without 

        injury or death

 p.  Near miss incident records

 q.  Material safety data sheets

 r.   Ambient and personal exposure level 

        measurement results

 s.  Previous risk assessment studies, if any

2. When collecting information on hazards, occupational work accidents and diseases at similar 
workplaces producing with the same methods and techniques can also be evaluated.
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To make an initial hazard analysis or list according to the resources and requirements in Table 1, 

you can prepare a general list to conduct risk analysis of the relevant personnel and workplace. For 

instance, the list of hazards that workplaces should assess with NFPA 1600-2019 FEMA is given on page 

Things That May Be Required for Risk Assessment

 • Use of intuitive engineering 

 • Examination of similar workplaces and  

      systems

 • Legal and other conditions concerning  

      occupational health and safety

 • Literature review (standards, etc.)

 • Information from former employees and   

      other related parties

 • Typical hazard risks specific to the 

      workplace, accidents and incidents that 

      have occurred in similar organizations

 • Data obtained from other similar  

      workplaces

 • Records of occupational accidents resulting 

      in loss of more than three working days

 • Audit results

 • Communication documents

 • Use of Power 

 • Information about manufacturing

 • Site plans

 • Work flow charts, review of work activities

 • Information on machinery, equipment, etc.

 • Material inventories (raw materials, 

      chemicals, waste, products and sub- 

      products)

 • List of chemical, physical and biological 

      agents, Material Safety Data Sheets (MSDS) 

      of chemical and dangerous materials

 • Methods, tasks

 • Medical/first aid reports, Health Risk 

      Screening

 • Examination of measurement reports on 

      ambient conditions

 • Evaluation of manufacturer data

 • Examination of technical periodic control 

      reports

............................................................................ Historical Event Profile Form

HAZARD
EFFECTIVE DURATION 
AND DATES OF EVENT

LOSS OF LIFE AND 
PROPERTY IN SPACE 

AND/OR SECTORS

SOURCE OF 
INFORMATION

Table 1. Hazards compiled from different sources about the workplace and the region where the 
workplace is located and some characteristics in relation to them.
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List of Hazards Workplaces Should Assess

(1) Geological 
• Earthquake

• Landslide, mud flow, depression

• Tsunami

• Volcanic eruption

(2) Meteorological
• Drought

• Extreme temperatures (heat wave, cold 
wave)

• Hunger

• Flood, flash flood, standing wave (seiche*), 
tidal wave

• Geomagnetic storm

• Lightning

• Snow, ice, hail, sleet, avalanche

• Forest fire

• Windstorm, tropical cyclone, typhoon, 
tornado, dust storm, sandstorm 

(3) Biological
• Foodborne diseases

• Infectious/pandemic diseases

(4) Caused by people accidentally/by mistake
• Collapse of building/structure

• Trap

• Explosion/fire

• Lack of fuel/resource 

• Spillage or release of hazardous substances

• Equipment breakdown

• Nuclear reactor incident

• Radiological event

• Transportation event

• Lack of expert/key employee(s)

• Failure of water control structure 

• Misinformation

(*Seiche, is a standing wave, similar in motion 
to a seesaw, in which the largest vertical 
oscillations are at each end of the body of 
water.)

(5) Caused by people deliberately
• Arson

• Bomb threat

• Demonstration/civil disturbance/riot/ 
insurrection

• Discrimination/harassment

• Information (rumours, false claims or 
accusations)

• Kidnapping/capture/blackmail

• Geopolitical risks such as acts of war, change 
in government and political instability

• Missing person

• Cyber security incidents

• Product defect or contamination

• Theft/fraud

• Strike or labour dispute

• Suspicious package

• Terrorism

• Vandalism/sabotage

• Violence at workplace/school/university

• Restriction or failure of supply chain 

(6) Technological 
• Interruption or error in hardware, software 

and network connection

• Interruption, disruption or failure of 
infrastructure

(7) Economic/financial
• Changes in exchange rate 

• Economic recession

• Boycott

• Theft/fraud/dishonesty/bad dealing/
misconduct/malfeasance/scandal involving 
currency, monetary instruments, goods and 
intellectual property

(8) Strategic
• Loss of senior executives

• Unsuccessful procurement/strategic initiative

(9) Human-related matters/eventsr
• Migration
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A preliminary hazard list specific to each unit should be determined separately for workplaces 

with more than one unit that differ from each other in terms of the hazards they contain such as 

plants, regions, warehouses, general directorates

Regions

2. Group

1 Earthquake

2 Economic Crisis

3 Fire
Fire at Building

4 Weather Conditions 
a) Icing and Frost

b) Rain

c) Storm

d) Snow/Blizzard

e) Lightning, Static Electricity

5 Power Failure

6 Sabotage
Terrorism

7 Security
a) Theft

b) Zone Entrance Check

8 Occupation/Social Events

9 Transportation
a) Public Transportation/Travel

b) Traffic Accident 

10 Information Technology (IT) Security

11 Emergency Health Problems
Epidemic Diseases

12 Communication

13 Work Accidents

14 Natural Events 
a) Flood/Deluge

b) Landslide

c) Rock Fall

15 Contractor/Subcontractor Works

Plants

1. Group

1 Gas leakage

2 Explosion

3 Fire

4 Earthquake

5 Sabotage

6 Weather Conditions (frost, hail, ice, 
snow, lightning, static electricity)

7 HAZMAT (Hazardous Material)

8 Emergency Health Problems 
(epidemic, occupational disease, 
food)

9 Natural Events (flood, drought, wind) 

10 Occupation/Social Events 

11 Environmental Impacts 

12 Supply/Procurement

13 Transportation

14 Work Accidents

15 Communication

16 War

17 Contractor/Subcontractor Works

18 Power Failure

19 Information Technology (IT) Security

20 Personnel Backup

21 Vegetation Cover

22 Pipeline
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Figure 10.  An example of hazards list of difference units of a workplace involving different hazards. 

Warehouses

3. Group

1 Gas Leakage

2 Explosion
a) LPG Explosion

b) LPG Cylinder BLEVE

3 Fire
a) LPG Fire

b) Vehicle Fire

c) Fire at Building

4 Emergency Health Problems
a) Food Poisoning

b) Epidemic Diseases

5 Earthquake

6 Sabotage
Terrorism 

7 Security
Theft

8 Social Conflicts 

9 Weather Conditions
a) Icing, Frost, Snow

b) Lightning, Static Electricity 

10 Communication

11 Transportation
a) Public Transportation

b) Personnel Traffic Accident 

12 Information Technology (IT) Security

13 Contractor/Subcontractor Works 

14 Personnel Backup

15 Power Failure

16 Work Accidents

17 Natural Events 
a) Flood/Storm Sewage

b) Landslide 

General Directorate

4. Group

1 Earthquake

2 Explosion
a) Natural Gas Explosion

b) Natural Gas Pipeline Explosion

b) Water/Utilities Pipeline Explosion

3 Occupation/Social Conflicts

4 Sabotage
Terrorism

5 Security
Theft

6 HAZMAT (Hazardous Material)

7 Emergency Health Problems 
Epidemic Disease

8 Fire

9 Information Technology (IT) Security

10 Weather Conditions – Transportation

11 Power Failure

12 Transportation
Public Transportation/Travel

13 Work Accidents 

14 Communication

15 Natural Events
Flood/Deluge

16 Loss of Personnel



49

In this way, the organization can see the 

way ahead better and can take the necessary 

measures for the hazards that create greater risk 

immediately, while the measures to be taken for 

the hazards of lesser risk can be left for later. 

Risks are therefore determined according to the 

occurrence probability of the hazard and the 

damage it may cause. For hazards involving in-

significant or negligible risks, it is not necessary 

to prepare standard operations for the mitiga-

tion or occurrence of risks.

Risk Identification and Analysis 
Each of the identified hazards is taken into ac-

count individually and the possible risks to arise 

from these hazards and possible frequency of 

the risks and who, what, in what way and with 

what severity may suffer from the risks should 

be determined. When making such determina-

tion, the effect of existing control measures 

should also be taken into consideration. 

Emergency risks determined in the light of 

the information and data collected should be 

analysed by using one or more of the selected 

methods in combination with factors such as the 

operational characteristics of the business, the 

nature of the hazards or risks in the workplace 

and the limitations of the workplace or national 

or international standards. The analysed risks are 

ranked and recorded according to the magni-

tude and significance of their impacts in order to 

decide on control measures, starting with the 

one with the highest risk level. 

For this, let's first look at how disasters can 

affect workplaces through the earthquake ex-

ample. You can handle other disasters and emer-

gencies in a similar way.

The next step after identification of 

hazards is to focus on risks. 

The goal of risk analysis is to be able to 

demonstrate how the identified hazards pose a 

risk to the business with more precise numerical 

data. Quantification of hazards through risk 

analysis also helps determine which of the risks 

have a higher priority.

Material Warehouse

5. Group

1 Fire
a) LPG Fire

b) Vehicle Fire

c) Fire at Building

2 Earthquake

3 Emergency Health Problems 
a) Food Poisoning

b) Occupational Diseases

4 Sabotage
Terrorism

5 Security
Theft

6 Occupation/Social Events

7 Weather Conditions
Icing, Frost, Snow

8 Communication 

9 Transportation

Personnel Traffic Accident

10 Work Accidents

11 Natural Events
a) Flood/Storm Sewage

b) Deluge
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How Do Earthquakes Affect Workplaces?

Thousands of earthquakes occur in Turkiye every year; most of them are too small to significantly 
affect businesses and society. However, large and devastating earthquakes have occurred in the 
past and are likely to occur again at any time. Unlike flood, cyclone and other natural hazards, 
earthquake is an unpredictable event. It is, therefore, very important for industries and workplaces 
to understand this risk and make risk and damage mitigation plans for occupational safety and 
future security.

Small-Sized Businesses

Together with their employees, they account for more than 99% of all companies, employ 50% of all 
private sector workers and provide about 45% of the country's payroll. Today, businesses of all types 
and sizes are the backbone of the economic power of every country and community. If businesses 
are unable to continue operations after an earthquake, it can affect the efficient production of 
critical products and services (i.e. food, medicine, utilities, financial, etc.), limit individual and 
community livelihoods, and significantly delay recovery from disaster. In general, many businesses 
make investments for management of disaster and emergency and continuity of business planning. 
However, most organizations do not take measures for mitigation of earthquake risk to protect their 
assets, personnel and business operations. During an earthquake, buildings (or their components 
or contents) can collapse, overturn, break down, scatter around, or render equipment inoperable or 
unusable. The same can be true for transport networks such as roads, bridges, railways, ports and 
airports, or utilities like distribution lines for water, wastewater, electric power, telecommunications, 
etc., or vital utility systems and components such as natural gas and liquid fuels. Damage from 
hazards such as broken gas or water pipes can start fires or cause further (secondary) damage 
to buildings due to flooding. Furthermore, other hazards such as structural damage, fall, collapse, 
airborne objects, earthquake-induced fires or floods can also cause serious injuries. In addition 
to casualties, individuals may suffer direct economic losses resulting from damage to personal 
or business property. Organizations may temporarily lose their ability to generate revenue due to 
other business and employment disruptions or terminations that may damage private property or 
public infrastructure.

REDUCING YOUR EARTHQUAKE RISK  means going back to your business processes and resuming 
your activities after an earthquake. 

By reducing the risk of earthquakes, you:

• Reduce the injury risk of employee and customer,

• Gain a competitive advantage,

• Protect your inventory,

• Reduce insurance premiums potentially, and

• Gain trust of your customers, suppliers, employees and society.
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Hazard and Risk Profiles
Among various definitions of risk are the combi-

nation of the probability of occurrence and conse-

quences of a certain hazardous event; the proba-

bility of harm to human health, the environment or 

property; and the damage that may be caused by 

a hazard present during normal operation. In the 

previous section, the probability of occurrence 

and the hazards that may cause harm were inves-

tigated and listed in a table.

At this stage, the possible hazards in the 

building (plant, workplace, institution, organiza-

tion and settlement unit), the possible places and 

estimated number of people exposed to these 

hazards, the existing preparedness and deficien-

cies, if any, in relation to these hazards in the work-

place will be discussed separately for each hazard. In 

addition, for each hazard included in the hazard list, 

factors such as the probability of occurrence and im-

pacts of the hazard, which will be used to determine 

the severity of the risk by means of the risk matrix as 

shown in Figure 11 should also be determined. 

The following different methods can be used to 

determine the hazards identified in the workplaces:

• Hazard and Operability Analysis (HAZOP)

• Matrix (MATRIX)

• Checklist (CHECKLIST)

• Preliminary Hazard Analysis (PHA)

• Job Safety Analysis (JSA)

• Preliminary Risk Analysis (PRA)

• Event Tree Analysis (ETA)

• What if?

• Other

Figure 11. Characteristics of the hazardous events by means of hazard profile to determine the 
extent and significance of each hazard identified in the hazard analysis which will be subject to 
possible risk control. 
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Table 2.  An example of Hazard Profile Form which is used for collecting information about risk size, 
risk control and disaster preparedness. 

…………………………………………….. Hazard Profile 

Level of Impact Severity

LOSS OF LIFE

5. Catastrophic

4. Critical

3. Limited

2. Moderate

1. Insignificant

LOSS OF PROPERTY

5. Catastrophic

4. Critical

3. Limited

2. Moderate

1. Insignificant

BUSINESS/SERVICE CONTINUITY

5. Catastrophic

4. Critical

3. Limited

2. Moderate

1. Insignificant

Probability of Occurrence/Frequency of Repetition/Frequency of Occurrence

 (5) Very High: Probability of occurrence in one year is 90% or 100%.

 (4) High: Probability of occurrence in the range of 50% - 90% in one year or at least once in the 
next 10 years.

 (3) Occasionally: Chance of occurrence in the range of 10-50% in one year or at least once in the 
next 50 years.

 (2) Rarely: Chance of occurrence in the range of 1-10% in one year or at least once in the next 100 
years.

 (1) None: (or almost none.) Less than 1%  chance of occurrence in the next 100 years.

Area or Space to Be Affected Most:

Total Number of People It May Affect: 

Duration and Period During Which It May Have Impact on Production/Service: 

Estimated Time of Occurrence and Warning 

 Occurs more than 24 hours and early warning can/cannot be given.

 Occurs in 12 - 24 hours and early warning can/cannot be given.

 Occurs in 6 - 12 hours and early warning can/cannot be given.

 Occurs in less than 6 hours and early warning can/cannot be given.

 Occurs suddenly and early warning can/cannot be given.

Early Warning System or Method, if any:

Estimated Duration for Internal and External Evacuation (in minute or hour):

Your Existing Preparedness and/or Suggestions for Hazard:
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The items in this list are defined as Risk As-

sessment Techniques in ISO 31010 and they are 

used to for determination of hazard or probabil-

ity and severity.

In this Guide, it is determined which hazard 

should be prevented first by using a risk analysis 

method of FEMA similar to those above in terms 

of its suitability for disasters and emergencies. 

The first step to be taken for identification 

of risks is to determine whether the workplace is 

under earthquake and similar disaster risks. After 

hazards the workplace or facility is exposed to 

are determined, Hazard Profile Form in Table 2 is 

prepared for potential hazards. These forms, to 

be prepared separately for each hazard, are im-

portant in terms of revealing not only the magni-

tude of the risk but also the current state of pre-

paredness of the workplace for the hazard in 

question.

When filling the headings in the Hazard 

Profile Form given in Table 2, the following infor-

mation and guidance should be taken into con-

sideration. In addition to the severity of the im-

pact and the impact of the event on people, it 

should also be evaluated whether this hazard is 

adequately taken into account in the plan to-

gether with its impact on property and the envi-

ronment. The places/areas that may be affected 

by the hazard should be understood as the size 

of the area that may be affected by this risk or 

the area it will cover. The conclusion to be drawn 

from this is that it should be foreseen how much 

damage the hazard may cause and which places, 

to what extent will be affected. The total number 

of people possible.

to be affected should be considered or estimated 

by taking into account the most effective 

timeframe in which the hazard under 

investigation could occur. For instance, the most 

critical point for the hazard risk and the period of 

time during which employees are most 

concentrated in the workplace should also be 

considered. If the risk caused by a particular 

hazard involves only a specific group of people, 

this should be indicated as well.

Hazard profiles identify the following 

characteristics of each hazard:

• Severity/magnitude of impact and definitions

• Frequency of occurrence/formation

• Areas and spaces to be affected most

• Total number of people it can affect

• Periods and seasons that may have an impact 

on production and service

• Early warning time with initial velocity and 

estimated occurrence

• Early warning system or method, if any

• Estimated duration of internal and external 

evacuation

• Recommendations to experts and employees 

about this hazard

• Other
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• Severity/Magnitude and Definitions of 

   Impact 

Loss of life and property as well as business and 

service continuity are categorised into five cate-

gories. Although not recommended, the number 

of categories can be reduced to 3. Although 

there is a consensus on the definition of the cat-

egories for loss of life, loss of property and busi-

ness continuity may vary depending on the type 

of workplace. First of all, the values (shaded ar-

eas) in Table 3 should be determined and de-

fined by the disaster committee or planning 

team of the workplace. In some workplaces, 

business and service continuity may need to be 

reduced to hours or even down to minutes.

•  Frequency of Occurrence/Formation

If we take the frequency of occurrence in the 

form of events on the scale of hours (economy, 

information technologies, procurement, 

maintenance, process safety, etc.) and to give 

another example, it can be defined as follows:

• Areas and Spaces It Will Affect Most 

This question refers to the area to be covered by 

the potential disaster (risk). These areas can also 

be considered as hot spots.

•  Total Number of People It May Affect

It includes all persons such as personnel, em-

ployees, guests, etc. it may impact and the total 

and probable number of them if it occurs during 

the busiest time period (such as daytime 

(6) Frequent:   f ≥ 1*10-5

(5) Likely:  1*10-6 ≤ f ≤ 1*10-5

(4) Occasional\Sometimes:  1*10-7 ≤ f ≤ 1*10-6

(3) Very Unlikely:  1*10-8 ≤ f ≤ 1*10-7

(2) Unlikely:  1*10-9 ≤ f ≤ 1*10-8

(1) Unusual:  f < 1*10-9

Table 3.  An example of identification of business and service continuity together with loss of life 
and property.

Loss of Life Loss of Property Business and Service Continuity

Catastrophic: One or more 
casualty 

Critical: Disability/disease 
resulting in permanent damage

Limited: Disability/disease not 
resulting in permanent damage 
in case of six months’ treatment

Moderate: Disability/disease not 
resulting in permanent damage 
in case of 20 days’ treatment

Insignificant: Disease which can 
be treated by first aid

Catastrophic: High damage of 
property/equipment/building  

Critical: High damage of 
property/equipment/building 

Limited: Medium damage of 
property/equipment/building

Moderate: Low damage of 
property/equipment/building

Insignificant: Very low damage 
of property/equipment/ building

Catastrophic: Downtime in 
business/service production 
more than 6 months  

Critical: Downtime in business/
service production for 1 to 6 
months  

Limited: Downtime in business/
service production for 1 week to 
1 month  

Moderate: Downtime in 
business/service production for 1 
day to 1 week 

Insignificant: Downtime in 
business/service production for 1 
day or less 
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working hours). If the risk only involves a specific 

group of people, this should also be specified 

(e.g. civil servants, employees, subcontractors, 

guests, customers).

• Periods and Seasons During Which It May 

  Affect Production and Service 

An earthquake, for instance, lasts only a few sec-

onds and response and recovery can be started 

immediately after its occurrence. Floods, on the 

other hand, can last for days, so response and 

recovery may take more time. The forest fire sea-

son, for example, starts in May. It is, therefore, 

necessary to identify which specific events are 

most likely to occur at which time (period) of the 

year. Forest fires occur most likely in the period 

running from 1 May to 1 November. Other events 

may not follow a seasonal pattern, but may be 

influenced by seasonal factors. Some chemicals, 

for instance, are sensitive to evaporation at a 

specific temperature. The threat of a chemical 

spill on a very hot day combined with a seasonal 

wind may be greater than the threat on a colder 

day or in a different windy weather.

• When the risk occurs, how long (in hours or 

days) do you think it has been or will be effec-

tive?

• Are there specific times and periods during the 

year when the risk in question occurs? Does 

the disaster occur at regular intervals?

• Does this risk occur only in certain seasons? If 

yes, please indicate which month it is.

Duration also describes the expectation of 

how long a hazard is expected to last and strong-

ly influenced by other factors and variables. For 

instance, the duration of flood conditions is influ-

enced not only by the magnitude and severity of 

the event which causes the flood, but also by the 

type of water saturation of the soil prior to the 

hazard, the amount of ice and/or debris blocking 

the flow of water, and temperature of water and 

air.

• Initial Speed, Estimated Time of Occurrence 

   and Early Warning

Knowing the initial speed of a potential disaster 

is important for early warning and response 

phases. River floods can take several hours and 

days to occur, but earthquakes strike suddenly. 

The rate of occurrence defines how fast a hazard 

will occur. 

Some hazards, such as major weather systems, 

can also be forecast and monitored for days af-

terwards. For hazards such as earthquakes, cy-

clones, flash floods and similar hazards, there 

may be little or no warning time. Hazards that 

occur very rapidly and allow very little early 

warning time are seen as a great difficulty for the 

planning team and response personnel. The 

point to be emphasised here is the time and 

means required for the evacuation/emergency 

assistance of your employees, customers and 

visitors: 

ARA
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dangerous places and relocation of them to 

safe places ensure protection of them?

• Can property be moved away or protected?

• Is there a flood or disaster response plan spe-

cific to your settlement?

• Have evacuation and emergency routes been 

identified and signposted in your settlement?

• Is it clear where to assemble (assembly area) 

in case of evacuation?

• Do you know how much time you need to 

evacuate people in danger (it may be useful to 

do a drill for this)?

• How soon do you think you can get help from 

the fire department, health and similar servic-

es in case of flood risk?

•  Early Warning System or Method 

The existence of an early warning (alert) system 

determines whether there is a time and method 

to warn people who will be affected by the haz-

ard when it occurs:

• Can the hazard be anticipated?

• Is an early warning system possible?

• Is there a method you use for early warning 

specific to each risk? If there is, explain.

•  Estimated Time for Internal and External 

   Evacuation

What time and means are required for the evac-

uation of employees, personnel and visitors?

• Can it protect people to evacuate them from 

places where danger may occur and settle 

them in safe places/assembly areas protect 

them?

• Can property/equipment/documents etc. be 

moved or protected? 

• Does your building have sufficient number of 

evacuation routes, emergency exit doors and 

fire escapes etc.?

 • Are your building's evacuation routes, emer-

gency exit doors and fire escapes designated 

and labelled properly?

 • Is it clear where to assemble in case of evacu-

ation (assembly area)?

 • Considering the condition of the building 

(evacuation routes, emergency exit doors and 

fire escapes, etc.), how much time do you think 

you need to evacuate people in danger when a 

risk occurs? (You should definitely do several 

drills for this.)

 • How long will it take you to get help from fire 

department, healthcare services, etc. in case 

of a risk?

 • In case of simple health problems/injuries, is 

it possible to immediately reach the people 

who can provide first aid response to the vic-

tims/injured people?

•  Recommendations to Experts and 

    Employees in Hazard and Risk Analysis

When the consequences of hazards are consid-

ered, the worst-case scenario is based on the 

most severe/destructive foreseeable impacts of 

the hazard, and attention is also paid to the 

availability of mitigating measures such as ca-

pacity of response to disaster and emergency. In 

the case of a hazard that would lead to a con-

trolled evacuation, for instance, the availability 

of an early warning system for the region is cru-

cial for the consequences of the hazard. By 

adopting this approach, the most severe/de-

structive consequences are assessed for each 

hazard scenario as mentioned above and, fur-

thermore, the hazard in question and the exist-

ing preparedness and activities are not ignored.
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Authorities and employees must be able to act 

quickly and effectively in the event of a disaster 

or emergency. Prevention of loss of life and 

property depends on your ability to make quick 

decisions. The above checklist can help you de-

termine what basic issues you need to prepare 

for and what you need to take into consideration 

against hazards. 

Upon compilation of the hazard profiles, 

the information can be brought together to de-

termine the risk situation of the workplace. The 

hazards posing the highest risk to the workplace 

can then be addressed.

SURVIVAL
EMERGENCY

KIT

AFAD

IMPACT Y
E

S

N
O

Do your personnel know how to give first aid?

Has a disaster and emergency kit been prepared? (To enable the personnel to survive 
for 72 hours alone.) 

Has a first aid kit been prepared?

Are the building name and street numbers, if any, available and readable for quick 
response by the fire brigade, ambulance and police when called for help?

Have emergency telephone numbers been given to the personnel?

Is drinking water available for disasters and emergencies?

Is there a search and rescue team?

Does your settlement unit have a Disaster and Emergency Plan?

Do the personnel know how to switch off units such as electricity and gas?

Is it possible to go out of the buildings when the main entrances and exits are 
unusable?

Are there any preparatory activities that have been started or have already been 
performed?

Hazard and Risk Preparedness Checklist 
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It is necessary to determine and rank the magni-

tude of the risks posed by each hazard accord-

ing to the frequency of occurrence and different 

effects by using the results obtained from the 

Hazard Profiles given in Table 2 and summarised 

in Table 4. The fact that a hazard occurs very fre-

quently or has a great impact when it occurs, 

does not make it a great risk by itself. Hence risk 

matrices should be used for this purpose (see 

Figure 12).

        There are critical points to be aware of when 

using risk matrices:

• The frequency of occurrence is actually a very 

important factor that determines the severity of 

the risk.

• Extreme caution should be given when acting 

on the assumption that the event has never 

occurred in the past or that the probability of 

occurrence is very low.

• The probability of occurrence of events that 

have never happened should also be estimated; 

for instance, even though the probability of a 

comet hitting the earth is once in a million years, 

the impact it will create is a complete disaster.

• However, although the impact of the comet can 

cause a catastrophe, it can be considered as an 

insignificant risk by assuming there is no proba-

bility of it to occur.

 "Risk Score = Occurrence Probability of 

Hazard x Impact-Damage Rate" is calculated by 

assessment of the combination of the severity 

and the occurrence probability of the hazard. At 

this stage a decision matrix, which is a risk as-

sessment method can be used. According to a 

simple risk matrix, unacceptable (very high/

Table 4. This table contains summary of frequency and rating of occurrence obtained for all hazards 
after preparing the hazard profile described above (Table 2). (Naming of the categories in this table 
is different from that of the previous tables and given as a possible case.) 

Frequency of 
Occurrence

Impact on 
Personnel, etc.:

Loss of Life

Impact on Space 
and Property: 

Loss of Property

Impact on Business, 
Production, Service, 
etc.: 

Business Continuity

Hazard  A

1= None

2= Rarely

3= Occasional

4= High

5= Very High

1= Insignificant

2= Limited

3= Critical

4= Catastrophic

5= Very High

1= Insignificant

2= Limited

3= Critical

4= Catastrophic

5= Very High

1= Insignificant

2= Limited

3= Critical

4= Catastrophic

5= Very High

Hazard B 1    2    3   4   5 1    2    3   4   5 1    2    3   4   5 1    2    3   4   5

Hazard C 1    2    3   4   5 1    2    3   4   5 1    2    3   4   5 1    2    3   4   5

Hazard D 1    2    3   4   5 1    2    3   4   5 1    2    3   4   5 1    2    3   4   5

........
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unmanageable) high risks must be reduced to an 

acceptable level and made manageable by use 

of incident or disaster and emergency manage-

ment. 

Figure 12 shows the Risk Level Matrix and 

acceptability zones together with low and very 

low zones. These should be decided by the plan-

ning team according to the sensitivity of the in-

cident. According to the risk scores, risks of life, 

property and business/service continuity can be 

listed in a table from highest to lowest according 

to their magnitude (Table 5).

Figure 12. An example of Risk Matrix used to calculate risk score and risk magnitude.

IMPACT SEVERITY

FREQUENCY OF 
OCCURRENCE

CATASTROP-
HIC 5

CRITICAL 4 LIMITED 3 MODERATE 2 INSIGNIFI-
CANT 1

5 VERY HIGH
INTOLERABLE  

25
HIGH 20 HIGH 15 MEDIUM  10 LOW 5

4 HIGH HIGH 20 HIGH 16 MEDIUM  12 MEDIUM  8 LOW 4

3 OCCASIONAL HIGH 15 MEDIUM  9 MEDIUM 6 LOW 6 LOW 3

2 RARELY MEDIUM  10 MEDIUM  8 LOW 6 LOW 4 LOW 2

1 NONE LOW 5 LOW4 LOW 3 LOW 2
INSIGNIFCANT 

(NEUTRAL)

Risk Score x=
Occurrence 
Probability of 
Hazard 

Impact-
Damage
Rating 
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Table 5. An example for listing the risk magnitude from the highest to the lowest in the continuity of 
life, property and business/service related to the risk score. 

ITEM NAME OF HAZARD HUMAN PROPER-
TY SERVICE TOTAL

1 Forest Fire 15 25 25 65
2 Flood-Deluge 25 15 20 60
3 Fire at Home and Workplace 20 20 20 30
4 Hot Air Wave 25 20 10 55
5 Drought 12 20 20 52
6 Landslide 5 25 20 50
7 Bluetongue Disease 5 25 20 50
8 Rabies 12 20 16 48
9 Earthquake 15 15 15 45
10 Human Trafficking 15 15 5 35
11 Dam Explosion 10 10 10 30
12 War 10 10 10 30
13 Whirlwind 6 12 12 30

14 Chemical (Industrial) Fire 8 10 10 28

15
Diseases Caused by Birds Migration  or 
Airborne Diseases 

3 12 12 27

16 Water cut-off 12 9 6 27
17 Nosocomial Infections 10 10 4 24
18 Terrorist Attack 6 9 6 21
19 Food Poisoning 9 9 3 21
20 Tick-borne diseases 15 3 3 21
21 Power Failure 10 8 2 20
22 Lightning 3 9 6 18
23 Communication Interruption 3 12 3 18
24 Failure of Computers 2 10 4 16
25 Air Pollution 10 2 2 14
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Risk Control 
If a hazard such as an earthquake bears a pri-

mary risk of life, property and business continu-

ity, then it is a very difficult one to control. If a 

critical loss such as the destruction of a large 

number of facilities is identified, the risk of the 

earthquake in question is uncontrollable to that 

extent. Since the aim is to control all risks as ra-

tionally as possible, i.e. to minimise them as 

much as possible, our process is simply to assess 

these risks according to their priorities.

Mitigation of Earthquake Risk: Refers to 

any action taken to reduce damages or loss of 

your business, employees, building and equip-

ment in the event of an earthquake. 

In addition to basic preparedness activities 

such as making and implementing disaster and 

emergency plans, preparing disaster and emer-

gency supplies, and learning the action of DROP-

COVER-HOLD ON, the private sector should im-

plement mitigation actions to reduce earthquake 

risks and minimise the resulting disruptions. 

Study of different earthquake risk ratings 

from the Earthquake Hazard Map of Turkiye, pre-

pared by AFAD, assists in making informed deci-

sions on mitigation policies, priorities, strategies 

and funding levels in the public and private sec-

tors. For instance, potential loss in new buildings 

can be minimised through application of seismic 

building codes and use of special construction 

techniques. Although we have considerable 

knowledge about earthquakes and what needs 

to be done in high-risk areas such as Istanbul, 

there is still a significant risk of damage and loss 

in other areas under an average earthquake risk. 

Buildings and infrastructures, densely construct-

ed without modern seismic design, have intrinsi-

cally a high level of risk.

In addition to potential structural damage, 

non-structural elements (equipment, furniture, 

architectural elements, etc.) significantly in-

crease earthquake costs and damages and ad-

versely affect safe evacuation, business continu-

ity and rapid recovery for many businesses.
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flow immediately after an earthquake because of 

damage or loss of labour, it greatly disrupts soci-

ety and economy as well as the ability to recover 

after an earthquake. When businesses reduce 

earthquake risks, the whole society can recover 

and rebuild faster and stronger. 

Risk and mitigation enables your person-

nel, plants and their equipment to be resistant to 

earthquake, making it easier for you to maintain 

the work flow. Co-operation with other local or-

ganizations to reduce risk is important for your 

organization to recover quickly after disasters 

and emergencies.

The risks identified in Figure 12 are record-

ed in the Risk Assessment Table Basing on Ma-

trix Methodology in order of magnitude, i.e. se-

verity, from the most unacceptable level to the 

acceptable level (see Table 5). According to the 

magnitude of the result, necessary measures 

should be taken for all possible risks starting 

from the highest value. In order to take these 

measures, a Hazard Hunt should be carried out 

and the actions to be taken for Risk Mitigation 

should be determined one by one. To assess 

your overall earthquake risk, you need to review 

structural and non-structural vulnerabilities, i.e. 

risks, of your building.

Steps of Risk Control:
1. Eliminate:  You should answer the question of 

whether the disaster and emergency can be 

eliminated or destroyed.

2. Substitute/Relocate: You should answer the 

question of whether the hazard can be substi-

tuted by something else or the hazard can be 

relocated.

3. Engineering Solution: If you cannot relocate 

the hazard, then the persons at risk must be 

isolated from the hazard, i.e. protected. To this 

end, we can for instance have resort to engi-

neering solutions such as mitigation of struc-

tural and non-structural risks.

4. Administrative Controls: At this stage, plan-

ning, training, paperwork and documentation 

are carried out.

5. Personal Protective Equipment (PPE): Finally, 

personal preparedness should be completed.

   The order of these risk control steps is the 

same for all types of hazards or disasters and 

emergencies, only the subject changes. (For 

detailed information, see Figure 19, p. 80.)

   Know Your Building/Facility: When deal-

ing with structural risks, the objective is to make 

your building more resistant to collapse, damage 

and deterioration in case of an earthquake. De-

pending on when and how they were designed 

and constructed, there may be structural weak-

nesses making the existing buildings more vul-

nerable to earthquakes. Find out from the rele-

vant zoning directorate whether the buildings in 

your location were built in accordance with the 

Turkish Earthquake Code for Buildings and from 

which date the regulation has been in effect. 

There may be seismic weaknesses in buildings 

constructed before the regulation entered into 

force.

Structural risks include building types 

prone to collapse such as fragile concrete struc-

tures, unreinforced masonry (made of brick, 

block or adobe), irregular planning (non-rectan-

gular buildings), and soft ground configuration 

(weak ground).

Whether it is a house we live in or a work-

place we work in, we have to be sure of the 

structural risks. It would be a miracle to get out 
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of a building which is so unsound that it could 

easily collapse. 

Hence we should, if possible, replace our 

office or workplace with a building known to be 

strong. The solution for this may include renting 

another office or consent to live in a smaller (but 

strong) space.

Questions such as “what is the earthquake 

risk of our building” become a matter of curiosi-

ty after every earthquake. You can get your 

building assessed for risk by institutions and or-

ganizations licensed by the Ministry of Environ-

ment, Urbanisation and Climate Change. You can 

have access to the list of "Institutions and Orga-

nizations Authorised for the Assessment of Risky 

Buildings in the scope of Law No. 6306" on the 

website of the General Directorate of Infrastruc-

ture and Urban Transformation Services of the 

Ministry. You should definitely apply to the insti-

tutions authorised by the concerned ministry in 

order to have your building earthquake tested 

and to get a Building Strength Report for infor-

mation or for submission of it to the official 

agencies. If your building is found not resistant 

to earthquake after the seismic test and a 

Building Strength Report is prepared, your build-

ing can be strengthened or rebuilt within the 

framework of urban transformation.

If your building is of "new building" class 

built after 2000, you can have your building ex-

amined by civil engineering static offices or firms 

certificated by the Chamber of Civil Engineers to 

carry out static projects (ITB-SIM certified). You 

can also be assured that your building is resis-

tant to the expected earthquake by securing a 

report at the Provincial Directorate of Environ-

ment, Urbanisation and Climate Change. If soil 

properties and/or building statics are not satis-

factory, it is of great benefit for you to reinforce 

or rebuild your building or rent another one.

In the 1999 Marmara earthquake, about 
half of the damage was caused by 
non-structural factors. During and imme-
diately after the shaking caused by the 
earthquake, a high number of injuries also 
occurred. In a study conducted after the 
earthquake, it was determined that 50% 
of the injuries and 3% of the casualties 
were caused by non-structural factors.
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Secure Everything: Ground movement 

during an earthquake is rarely the direct cause of 

death or injury. Most loss arising from earth-

quake is caused due to walls collapsing, windows 

bursting and objects flying or falling.

Prevention of damages caused by non-

structural elements such as furniture, machinery 

and similar non-structural elements in work-

places is essential to save life of people and also 

to ensure business and service continuity.

Non-structural risks arise from the use of 

equipment, installations or objects in our work-

places. They can cause loss of life, injuries, loss of 

historical and cultural heritage and major eco-

nomic damage. 

Among non-structural sources of risk are 

unreinforced brick parapets, brick chimneys, 

decorative cladding, suspended ceilings, lan-

terns, gas-powered equipment and the presence 

of hazardous substances. Objects that may pose 

a risk include high or heavy furniture, storage 

racks, other furniture and equipment that may 

fall, and blocks that may fall/slip/dislodge. Steps 

taken to prevent these will help you comprehen-

sively identify and prioritise your and your orga-

nization's level of earthquake risk in general.

For instance, during an earthquake, which 

of the non-structural elements listed on the next 

page could cause loss of life, injury, fire, addition-

al damage, interruption of business operations, 

or costly repair/recovery expenses at your facili-

ty? Non-structural seismic weaknesses can be as 

dangerous, costly and destructive as structural 

vulnerabilities. Non-structural items not effec-

tively secured, braced, reinforced or otherwise 

fastened can cause safety hazards or property 

loss during an earthquake. Design and construc-

tion specialists need to design and construct 

these elements appropriately. Maintenance per-

sonnel or other workers must also securely fas-

ten non-structural objects.

A sample of a basic checklist of possible 

structural and non-structural vulnerabilities is 

given below. Just as the Hazard Hunt given as an 

example for the Administrative Floor, the struc-

tural and non-structural hazards can be assessed 

together or these matters can be checked indi-

vidually as in the other examples given below.

Measures for mitigation for earthquake 

range from inexpensive methods of securing 

building contents to more extensive and expen-

sive structural modifications. The most appropri-

ate combination of measures may vary depend-

ing on the severity of the seismic hazard in your 

area, the current condition of your facilities, 

whether the workplace is your own property or a 

leased one and how vulnerable your business ac-

tivities are to facility damage.
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………………Measures for Mitigation at Workplace  Date: …/…/20…

RISK SIGNS MEASURES REQUIRED TO BE TAKEN Urgency (1-4)*

Emergency Exit/Evacuation 
Route

Emergency exit/evacuation routes should be 
designated and illuminated directional signs should 
be deployed.

4

Loose materials, items and 
cabinets 

Bookcases, all cupboards, TV-set and electronic 
equipment, desks, berths, kitchen equipment, storage 
and auxiliary equipment in the garage should be 
secured.

4

Loose objects in the 
cabinets, shelves and 
bookcases

All objects and materials in the cabinets, shelves and 
bookcases should be secured. 

4

Heavy objects at height
Large pots on top shelves in the kitchen and cellar 
and heavy equipment on top shelves in the warehouse 
should be lowered to floor level.

4

Door and window panes of 
the building

Desks by the windows and berths in the dormitory 
should be taken away.

4

Wall-mounted objects
Clocks, tables and maps on the walls must be 
reinforced with extra fixing materials for protection 
against falling.

1

Items around the door
Cases and cabinets behind and close to door should 
be taken away and secured. 

4

TV-sets 
Protective and housing cabinets should be made for 
TV-sets.

4

Computers, monitors and 
electronic equipment 

Protective covers should be specified for computers 
and camera-recorders and monitors should be 
secured on desk.

4

Electronic instruments
Fixable cabinets should be made for electronic 
instruments.

3

…

*4: Very urgent; 3: Urgent; 2: Required; 1: Preferably required

Completed by:   Date: ___/___/20__

Approved by:    Date: ___/___/20__

Signed: 
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Building Name: ………………….. Floor No.: …………………. Date: ___/___/20__ 

Y N U NA

Is there a fire cabinet nearby? Is it in good order?

Is the fire cabinet so designed that it can be opened easily but not damaged 
by shaking?

Is the location of first aid equipment such as fire cabinets, fire extinguishers 
etc. clearly marked?

Are the emergency exit routes clearly marked? (These signs should be 
visible even in an emergency – even under darkness and smoke.)

Are free-standing cupboards, bookcases and shelves secured with any 
structural support?

Have measures been taken to prevent objects in cupboards, bookcases and 
shelves from falling and injuring people during shocks?

Have heavy objects been lowered from high shelves?

Are precautions taken to prevent office windows from shattering and 
injuring people in a possible shaking or explosion?

Are aquariums and other potentially hazardous objects away from seating 
areas?

Are wall-mounted/hanging clocks, maps, fire extinguishers protected 
against falling?

Are plant pots that could sway and fall or break windows during an 
earthquake placed correctly?

Are the items around the door arranged in such a way that they do not fall 
and block entry and exit?

Have paper and other easily ignitable materials stored near electric or flame 
heaters been removed?

Is the TV monitor placed on a secure platform/cabinet in such a way that it 
does not pose a danger?

Are computers, monitors, printers and other valuable office equipment 
secured in such a way that they will not fall off in case of shaking?

Do portable/mobile cabinets housing electronic equipment and computers 
have lockable wheels?
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Y N U NA

Are containers having all kinds of chemicals protected against spillage 
and breakage? 

Are the suspended electrical equipment (lamps, projectors, etc.) fixed 
in such a way that they will not fall during shaking?

Are precautions taken against suspended ceilings, ventilation ducts and 
stove chimneys falling and injuring people during shocks?

Are cylinders containing hazardous gases and flammable substances 
placed in such a way that they will not fall during shaking?

Are water and heating pipes reinforced against shaking? 

Are office partitions resistant against shaking?

Y: Yes  N: No  U: Unknown  NA: Not Applicable

This form is completed by ______________________________ 

First of all, you should determine your risk in or-

der to decide what you should do to detect 

weak points of your facility related to earth-

quake and eliminate them. Earthquake risk var-

ies from region to region, business to business, 

structure to structure and person to person. The 

questions in the list on the next page may be dif-

ficult for you at first. However, every NO answer 

will easily lead you to the information you need 

to obtain or the actions you need to take.

In the risk assessment phase, it is deter-

mined how much effort, time and money a busi-

ness or facility owner should allocate for each 

disaster and emergency.

You can use the following hazard identification 

checklists to determine the preventive-restric-

tive measures for the emergencies specific to 

the business and for fire, explosion, earthquake, 

flood, food poisoning, sabotage, incidents and 

accidents which require first aid and evacuation, 

and to prepare the appropriate budget, priori-

ties and work plan for mitigation. 
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Non-Structural Building Service Systems 

 Propane Tank

 Water heater 

 Piping

 HVAC Equipment and Ducts

 Suspended Heater 

 Tank Fuel Reservoir

 Air Compressor

 Automatic Fire Extinguisher Pipes

 Other

 Internal Partitions

 Suspended Ceiling Bars

 Pendant Luminaires

 Stairs

 Windows

 Roof Parapets

 External Cladding

 Computer

 Fragile Artwork

 Long Pedestal Wall Unit Without Shelf

 Library Shelves

 Tall File Cabinets

 Drawers and Cabinets

 Compressed Gas Unit

 Dangerous Goods Containers

 Unreinforced Wall Construction 

 Unstable Walls

 Old, Ductile Concrete 

 Other

 Reinforced Concrete Construction with     
       Freestanding Roof System

 Soft Floor Construction or Other Building     
       Irregularities

 External Signs

 Freestanding Walls or Fences

 Other

 Pedestal Partitions of Half-Height

 Various Furniture

 Other

 Loose and Unreinforced Bricks on your 
       Building 
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IMPACT Y
E

S

N
O

Is the building of your workplace earthquake resistant?

Have the external components of the building (sunshades, awnings, tarpaulins, 
chimneys, cornices, panels, signboards, etc.) been checked by specialised 
engineers for their strength and adequacy of support?

Building and Surroundings Checklist 

IMPACT Y
E

S

N
O

Have assessments been made to reduce the injury (or loss of life) risk of building 
users as a result of an earthquake?

Do you know the repair or relocation costs of your building(s) after a major 
earthquake?

Does your building comply with the latest updates of building regulations, fire 
protection regulations and other relevant regulations?

In the event of a large-scale disaster and emergency or loss of operational capacity, 
is it possible for your company or business to regain its competitiveness quickly and 
efficiently?

Have critical functions and processes been identified and appropriate strategies of 
recovery identified?

Risk Identification Checklist
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IMPACT Y
E

S

N
O

Are desk drawers, file drawers and cupboard doors fitted with robust latches and 
kept closed when not in use?

Are personal computers, printers, telephones and other similar items secured to 
desks?

Are ties stretched in front of the shelves to prevent the contents from falling?

Are heavy objects placed on lower shelves and light objects on upper ones?

Are heavy mechanical/production equipment and devices securely fastened or 
generally made more secure?

Are toxic materials (including photocopy toner, cleaning products and other building 
maintenance products) stored securely?

Is there under meeting and work tables clear and easily accessible space for use as 
shelter during an earthquake?

If it becomes necessary to escape through windows, are hammers or similar tools 
available to break earthquake-resistant glass?

Office Risks Mitigation Checklist 

IMPACT Y
E

S

N
O

Have all your offices and other working environments been inspected by specialists 
for structural and non-structural hazards?

Are cupboards, bookcases, free-standing storage racks and shelves securely fastened 
so that they cannot turn over during a severe shaking?

Are ceiling objects such as lighting fixtures, ventilation devices, room heaters and 
ceiling coverings securely fixed so that they will not break during a strong shaking?

Office Inventory Checklist 
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Are internal partition walls securely connected to the floors and adjacent walls, and 
securely fixed from the top to the overlying structure?

Are free-standing hot water tanks securely fixed so that they do not move and 
prevent gas and/or water leaks?

Are large glass panes which may break and injure employees securely arranged or 
installed in such a way as to prevent injuries in case of possible breakage?

Do heating systems and ventilation ducts contain insulating coatings that may scatter 
particles into the heating/cooling system due to break of pipe connections during an 
earthquake?

Checklist for Office Interior Space Infrastructure

IMPACT Y
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Are the elevated floors in the computer server rooms fixed?

Are partition walls and lighting fixtures fixed?

Are all ceiling grids secured against shaking?

Are computer equipment and storage racks secured where necessary?

Have cables and connections been tested to withstand a major earthquake?

Have ventilation and cold water systems been made resistant to earthquake?

Do computers have plastic or vinyl covers/coverings to protect them from fire 
suppression systems or pipe leaks in the area where they are located?

Do computers have plastic or vinyl covers/coverings to protect them from fire 
suppression systems or pipe leaks in the area where they are located?

Do computers have plastic or vinyl covers/coverings to protect them from fire 
suppression systems or pipe leaks in the area where they are located?

Computer Network Server Checklist
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Do your employees know what natural gas smells like, where to check and when the 
natural gas inlet should and should not be switched off?

Did you know that switching off the natural gas or propane inlets unnecessarily 
causes long wait times to restore connections?

Do all employees know where the natural gas main inlet valve is located and how it 
should be shut off?

Do employees know that once the natural gas has been switched off, it must NOT be 
switched back without the assistance of a qualified person?

Is a 30 cm long crescent spanner in a place where it is easily visible to anyone who 
wants to switch off the main gas inlet valve?

Have you communicated with your natural gas supplier to ensure that your meter is 
clear of vehicle traffic and objects that may fall from higher structures?

Are your ventilation, air conditioning and cold water supply systems earthquake-
resistant?

Do you work with a company that carries out regular maintenance of all your natural 
gas appliances? (This company can help to restore and repair the appliances after an 
earthquake.)

Have your employees been informed about the location of the technical service unit 
and shutdown/start-up processes?

Are alternative energy sources (emergency generators, emergency lighting, etc.) 
available?

Are there arrangements for testing alternative energy sources at regular intervals 
(e.g. once a month)?

Are all main switches and/or circuit breakers clearly identified as to their function in 
electrical service rooms or departments?

Are electronic equipment such as transformers, circuit breakers and main switches 
adequately secured?

Are there arrangements to switch off machinery and equipment during an 
earthquake?

Infrastructure/Connection Checklist: Gas and Electricity
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Risk Documentation
Risk Reporting provides information on histori-

cal losses and trends; Risk Identification is a fu-

ture-oriented estimation of emerging risks. 

There is a great difference between measuring 

and monitoring risk performance and taking 

steps to improve the risk management process 

by learning from experience. Through reporting, 

important lessons can be learnt that can be uti-

lised for the development of the risk framework 

and its associated functions.

With regard to the documentation of the 

risk assessment in Article 11, the relevant regula-

tion requires not only the identification of risks, 

but also information on their remedy.

In this Guide, the stage of auditing, monitoring 

and renewal of the identified risks is dealt with in 

the third step "TAKE ACTION" section. In addi-

tion to the information in Table 5, it may be use-

ful to create a new table and risk documentation 

as in Table 6. This table can be further developed 

with the risk improvement measures mentioned 

in the following section.

Table 6.  Representation of recommendations made for Risk Assessment, Current Status and Risk 
Control in the table prepared as an example for the risk documentation. (P=Probability; S=Severity; 
R=Risk)

Full Name .......   ....... Date 20.08.2020

Time 13:00 Working Area ……. Inc.

Activity to Be Assessed Routine Production Activities

Date of Revision ........ Signed ........

What is 
Hazard?

Who May 
Suffer 
from 

Hazard?

How 
People 

May Suffer 
from 

Hazard?

Current 
Risk 

Controls

Risk Level Necessary 
Additional 
Measures

Instantaneous
Risk

Responsible

O Ş R O Ş R

Occurren-
ce of a 

7.5-magni-
tude 

earthqua-
ke

All employees 
and visitors

Injury and 
death

Giving 
training to 
employees 
each year

3 5 15

• Test and development 
of the plan by means of 
exercises
• Revision of policies 
and procedures
• Updating  the incident 
command team
• Inspection of facilities 
and settlement areas
• Record of risk 
management needs
• Review of insurance 
needs
• Increasing the 
diversity of personnel 
training

3 3 9
Production 
Manager, 

Shift 
Supervisors

Smoking 
near 

flammable 
substance

Smoking 
employee and 
visitors near 

the area

Occurrence of 
uncontrollable 
fire, injury and 

death

There are 
warning signs 

which 
designate the 
smoking area

4 5 20

• Establishment of a 
smoking policy
• Establishment of a 
temporary smoking 
area outside the 
building
• Giving training to 
employees
• Performance of 
periodic inspections
• Having a fire 
extinguisher

3 2 6
Production 
Manager, 

Shift 
Supervisors

Risk Assessment Form – Sample 
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Recovery of Risks
As explained in the risk assessment section, it is 

necessary to determine the severity of each di-

saster to estimate the degree of possible dam-

age that workplaces will encounter as a result of 

disasters and emergencies. The severity indi-

cates the magnitude of the expected impacts of 

the disaster on people, major facilities, property, 

works, production, services and responses.

In summary, this step includes preventive 

activities, e.g. the implementation of all pre-

planned and foreseen measures to eliminate or 

reduce the risks of disasters and emergencies 

related to occupational health and safety at all 

stages of the work carried out in the workplace.

In the section of hazard and risk analysis, it 

was defined whether there is a risk mitigation 

method currently applied against the hazard in 

question and what additional preparedness can 

be made. For workplaces, the ranking is based 

on the severity of the impact on people and on 

life, property and work/service/production. The 

main goal is to reduce the risk as much as pos-

sible by minimising the hazard and/or exposure 

and/or vulnerability or all of them. 

Make sure your plan is fully endorsed by 

the business owner (tenant, owner), plant engi-

neers, emergency managers, investment plan-

ners and other relevant decision-makers to en-

sure that the risks are duly understood, and 

provide resources (i.e. personnel, time, funds, 

etc.) to ensure effective implementation of the 

plan. 

Steps to be taken for Damage and Risk 

Mitigation Plan/Risk Improvement activities be-

fore the disaster:

1. Formation of the Disaster Team of the 

organization;

2. Provision of participatory approach and top 

management support;

3. Establishment and assignment of Disaster 

Board and Planning Team;

4. Identification of experts and consultants to 

build the teams;

Figure 13. Representation of risk elements by the Venn Diagram.

HAZARD

VULNERABILITYEXPOSURE

RISK 
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5. Determination of the authorities and responsi-

bilities of the teams before, during and after di-

sasters and emergencies.

Furthermore, coordination of the work with 

the human resources and customer service de-

partment ensures that employees and customers 

are informed about future activities and that the 

company can also use its commitment to safety 

as a marketing tool with slogans such as "safe 

facility, safe branch" and similar slogans. If you 

plan to hire the workplace through a professional 

or contractor, check references and make sure 

that the contractor has satisfactory experience. 

When the disaster and emergency team tries to 

create a disaster-prepared workplace, the com-

panies you receive service from should also be 

aware of the structural risks of the offices or fa-

cilities they rent on your behalf and should be in 

a position to convey them to you.

Disaster risk and mitigation measures are 

measures to eliminate or reduce the effects of 

hazards before the occurrence of disaster and 

emergency. Thus, loss of life and property can be 

minimised by reducing the impact of disasters. In 

order for risk reduction and mitigation measures 

to be effective and to reduce human and 

financial loss (through the steps of analysing the 

risk, mitigating the risk and taking out insurance 

against the risk), action should be taken before 

the next disaster and emergency.

Since risks cannot be completely eliminat-

ed, Risk Recovery for disasters and emergencies 

means designing the relevant process in a way to 

reduce the amount of risk to a tolerable level.

Expressing the level of Tolerable Risk is one 

of the most difficult tasks encountered by work-

places trying to comply with standards.

Willingness of organizations to take risks, 

or their criteria for what risks they are and are not 

willing to accept, depends on a variety of factors, 

including industry standards, local and (in terms 

of import-export) foreign government regula-

tions, the practices of industry partners, and 

qualitative assessments of what is reasonable 

and sensible. The risk situation determined on 

the basis of these factors is compared with the 

risk criterion considered tolerable by the work-

place. The employer and the committee appoint-

ed by the employer make a decision on risk miti-

gation based on a cost-benefit analysis. The main 

objective for disasters and emergencies is to re-

duce all possible risks to a tolerable risk level 

Figure 14.  The main objective of disaster and emergency planning activities is to reduce unacceptable 
risks to tolerable and manageable risk levels as quickly as possible.
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ure 14).

Tolerable risk is a level of risk which is ac-

ceptable to the workplace where the risk is as-

sessed and taken under control to achieve a cer-

tain benefit or functionality. According to ISO 

45001:2018 and similar standards, the basic risk 

scales and the actions to be taken and durations 

are summarised in Table 7. Table 7 shows the ac-

tions to be taken according to the five risk levels 

between "Insignificant" and "Intolerable". Table 8 

gives an example for analysis of the risks at four 

levels. 

As shown in Figure 15, the final step is the 

implementation of the risk mitigation plan and 

solutions. This stage includes Non-Structural So-

lutions, e.g. securing loose and fragile items, stor-

age of heavy items on floors and installation of 

flexible gas lines. Structural Solutions may in-

clude reinforcement of walls, installation of shear 

walls and strengthening the structural frame of 

the building by creating a continuous load path 

and so on.

In some disasters like earthquake, we do not 

have the option of eliminating or reducing the 

possibility of the first hazard component that cre-

ates risk. As explained above, we have to mini-

mise the risk by mitigating its consequences, if 

not the hazard itself, by means of structural and 

non-structural measures for earthquakes (see 

Figure 16).

As seen in Figure 13, disasters occur when 

the hazard and the vulnerability of societies (ex-

posure + vulnerability) intersect, i.e. when the risk 

is realised. Hence as we cannot eliminate the haz-

ards (such as relocating the earthquake fault line) 

to minimise the disaster, we need to focus on re-

ducing the vulnerability of the society. Therefore, 

modern disaster management does not focus on 

hazards such as earthquake fault lines, but on 

weaknesses or vulnerabilities in connection with 

them.

Figure 15:  Steps required to be followed to reach the stage of mitigation. 
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Table 8. Levels of acceptability, description and mitigation strategies according to the level specified 
by risk score. 

RISK LEVEL DESCRIPTION PRIORITY OF ACTION

R4 (Very High) Unacceptable Priority/urgent action should be taken.

R3 (High) Very Significant Action should be taken in short term.

R2 (Medium) Significant Action should be taken in medium term.

R1 (Low)
Acceptable/
Insignificant

It has no priority, but should be monitored 
and, if required, action should be taken in 
long term. 

RISK LEVEL ACTION AND TIME SCALE

INSIGNIFICANT No action is required and no record-keeping is necessary.

TOLERABLE
No extra supervision/control is required. A more cost-effective 
solution or recovery not creating extra cost burden can be chosen. 
Monitoring is necessary to keep it under control.

MEDIUM

Efforts should be made to reduce risk, but the costs of prevention 
should be carefully measured and restricted. Risk mitigation 
measures should be implemented over a period of time.

Where moderate risk may involve highly detrimental consequences, 
further assessment may be required to fully characterise the 
likelihood of damage to determine the need for better control 
measures.

SIGNIFICANT

Work should not be started unless risk is reduced. Significant 
resources may be required to mitigate the risk. If the risk is related 
to the development of the business, urgent action should be taken 
as soon as possible.

INTOLERABLE
Work should not be started until the risk has been mitigated. If it is 
not possible to reduce the risk even with unlimited resources, the 
work should be prohibited.

Note: "Tolerable" does not mean acceptable. It means the risk in question is reasonable and 
can be practically reduced to the lowest level.

Table 7.  Basic risk scales according to standard ISO45001 and actions required to be done with their 
durations.
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Figure 17.  Risk elements of disaster and risk mitigation methods applicable for each element to 
mitigate disaster risks.

Figure 16.  Representation by Venn Diagrams of the mitigation method for risks that could be caused 
hazards such as earthquake.
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As shown by the Venn Diagram in Figure 13, in 

addition to hazard, there are also elements of 

exposure and vulnerability on which we can 

work to reduce risk. The concept of sensivity in 

Figure 16 corresponds to the sum of exposure 

and vulnerability.

In disasters and emergencies that may 

have a great impact, the hazard should be re-

duced if possible; if it is not possible, prevention, 

avoidance and mitigation should be applied for 

risk control by reducing the levels of exposure 

and vulnerability against the disaster (Figure 

17).

Laws and regulations require employers to 

fulfil their obligations in accordance with the 

principles of risk protection and, in doing so, to 

avoid risks (avoidance of exposure), to fight 

against risks at their origin (hazard prevention) 

and, if they cannot prevent the adverse effects 

of the hazard, to use methods to minimise them 

(mitigation). One of the risk control measures is 

insurance, i.e. transfer of the risk.

Firstly, the probability of occurrence of the 

risk must be prevented or minimised. If this is 

not possible, the potential severity of the dam-

age should be mitigated or the hazard should 

be insured and transferred.

It should be determined whether measures 

will be taken against the risks posed by problem-

atic locations. If it is required to take measures, 

then it should be decided whether this will be in the 

form of prevention, avoidance or mitigation and 

implemented according to the risk degree identi-

fied through the risk matrix to be prepared and the 

risk mitigation/control method in connection with 

it. As shown in Figure 18, it is recommended to be 

done in four ways called "4T" in short.

Disaster management literature deals with 

risk response in five different ways as sum-

marised in Table 9. 

The priorities in possible approaches to be 

used for risk and loss mitigation, i.e. risk control, 

can be summarised by the pyramid in Figure 19. 

If we consider the steps in Figure 19 for 

EARTHQUAKE:

1. Eliminate: You should answer the question of 

whether an earthquake or a similar disaster 

and emergency can be eliminated or remo-

ved. It is not possible to eliminate an earthqu-

ake.

2. Substitute/Relocate: You should answer the 

question of whether an earthquake or a simi-

lar hazard can be substituted by something 

else or relocated. We cannot change the zone 

of an earthquake.

3. Engineering Solution: If we cannot relocate 

the hazard for earthquakes, then people at 

risk must be isolated from, i.e. protected 

Figure 18. The rule “4” (Transfer, Terminate, 
Tolerate, Treat) that determines how to 
response to the risks. 
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TOLERATE

POSSIBILITY
R

ISK

TERMINATE/ 
RESTRICT

TREAT



A
SS

E
SS

 Y
O

U
R

 R
İS

K
S

Figure  19. Ranking the methods to be applied to control risk according to the degree of impact. 
(Reference: NIOSH/National Institute for Occupational Safety and Health, USA)

Table 9. Summary of possible approaches usable for mitigation of risk and loss, i.e. risk control in the 
disaster management.

Eliminate Eliminate the 
hazard

Most effective  

Least effective 

Change place of 
the hazard

Protect people 
against the hazard

Change the way the 
people work

Protect employees with 
personal

CONTROL HIERARCHY

Relocate 

Engineering 
Solutions 

Administrative 
Controls 

PPE

METHOD OF 
RISK 
MITIGATION

DESCRIPTION PRIORITY OF ACTION

Prevent 
If possible, take structural and non-
structural actions to prevent formation of 
risk.

Bring forward the issue to prevent the 
risk and/or act as leader in this respect 
as an organization.

Avoid
Take measures in terms of management 
and legislation to ensure people and 
assets are not exposed to risk.

Do not waste resources on mitigation 
and/or prevention of risk if it will not 
work. Permanently remove those who 
will be affected by the risk away from 
the risk area and do not allow new ones.

Mitigate
Take structural and non-structural 
actions to reduce the frequency of 
occurrence and/or impacts of the risk.

Keep the issue on the agenda and/or take 
leadership as an organization to mitigate 
the potential harm of the risk.

Transfer
Insure the risk and/or assign 
responsibility for its mitigation to 
another institution or organization.

Ask other institutions and organizations 
to mitigate the risk and/or allow them 
and give assistance to them as far as 
possible. 

Accept

If the risk is very low (according to the 
profit and loss calculation), leave it as it 
is. Accept the possible consequences 
but continue to monitor it.

Despite the current risk, do nothing to 
minimise it as you have done so far, but 
deal with it again in future.
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against the hazard. To this end, we can have 

resort to engineering solutions, for instance 

structural and non-structural risk mitigation.

4. Administrative Controls: Planning, training, 

paperwork and documentation are carried 

out at this stage.

5. Personal Protective Equipment (PPE): Finally, 

personal preparations should be completed. 

This sequence is same for all types of haz-

ards or disasters and emergencies, only the sub-

ject changes.

Earthquakes can trigger secondary haz-

ards such as fire, water damage, etc. However, 

thanks to a well-prepared Earthquake Hazard 

Hunt Checklist, we can also eliminate secondary 

disasters and emergencies such as fire, floods 

and power outages, that is, we can control sec-

ondary risks. You can adapt the examples given 

in Chapter 2 for Hazard Hunt to office and ad-

ministrative units in your workplace and use 

them as a risk control method.
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General Information
Making the necessary preparedness in a planned 

manner and taking precautions before occur-

rence of disasters and emergencies is much 

more important than effective response during 

the disaster. The reason is that measures and 

resources not available in normal time, i.e. be-

fore the disaster, cannot be used during the re-

sponse and will not be available after the disas-

ter and emergency. Good response planning 

and effective response are integral parts of a 

whole.

Depending on the experience background 

of our country and other countries, disaster and 

emergency management is changing and its 

scope is developing. Since the moment of di-

saster and especially "search and rescue" have 

been emphasized so for with respect to disaster 

and emergency management, the response 

stage remains incomplete in many respects; for 

instance, the INCIDENT COMMAND SYSTEM is 

not known, although it should be applied in or-

der to avoid a leadership gap in the response. 

For this reason, it is necessary to establish a 

common understanding and language on the 

basis of a correct and single plan in terms of 

Management, Dispatch, Administration, Train-

ing, Material and similar concepts that we de-

fine with the help of techniques such as Proce-

dure, Way, Method, System and Model.

There are three different planning levels 

that complement each other as shown in Fig-

ure 20 to implement a successful disaster and 

emergency management in businesses.  At the 

first level, the workplace management should 

have an answer to be a Disaster-Prepared 

Workplace and a strategy for the WHY ques-

tion. At the second level, a tactical plan is de-

termined on how this strategic goal will be 

achieved with whom and with which distribu-

tion of duties and responsibilities, that is, a 

tactical plan is determined for the second-lev-

el WHO question. After the Command, Service 

and Teams determined at the tactical level are 

established, it is determined at the next level 

by Action Plans HOW they will perform the du-

ties and responsibilities assigned to them. In 

this Guide, for instance, the matters and ques-

tions such as how to extinguish a fire, how to 

provide first aid, etc. are not covered in detail. 

Refer to the relevant regulations, instructions 

and guidelines.

Figure 20. Three different levels of planning that complement each other for successful disaster and 
emergency management in the businesses.

LEVEL OF
STRATEGIC
DECISION

STRATEGIC 
PLAN
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ACTION PLAN
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A tactical Disaster and Emergency Plan 

can be prepared in 4 stages:

1. Building a Planning Team

2. Assessing the Structure of Current Situation

3. Making Risk Assessment

4. Preparing and Writing a Disaster and Emer-

    gency Plan

Preparing the disaster and emergency 

plan, i.e. step 4, is discussed in this section. This 

section also refers to the legislation regarding 

fire, evacuation, first aid and emergency plan-

ning in the applicable laws and regulations and 

the issues to be taken into consideration in 

planning, giving examples of checklists, organi-

zational structure and plan documentation 

about these points.

 The most important point that you 

should not forget in your disaster and emer-

gency planning is that you may have to be self-

sufficient for 72 hours (golden hours) or longer 

after a large-scale disaster such as an earth-

quake. Roads, bridges, public transport net-

works and important vital links may be severely 

damaged. As official emergency services such 

as fire, police and ambulance services will be at 

full capacity, it will not be possible for everyone 

to receive support/assistance immediately af-

ter such a disaster. Senior personnel may be 

unreachable, injured or away. The survival of 

your business depends on correct planning 

about the possibility of disruption of your nor-

mal authority order. In other words, an appli-

cable Disaster and Emergency Plan in compli-

ance with the laws, regulations and standards 

should be made against all disasters and emer-

gencies as determined by risk analysis.

Each workplace has a plan which has 

been developed and used so far. These plans 

should be constantly updated and developed 

with the changing conditions. Undoubtedly, a 

written plan alone is not sufficient. Issues such 

as material, infrastructure, training, etc. which 

are indispensable for the functionality of this 

plan, should be reviewed and resolved as soon 

as possible. For this reason, you should first 

deal with disaster and emergency prepared-

ness and infrastructure individually according 

to different aspects as shown in the sample 

checklist given on the next page.
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Does your business have a Disaster and Emergency Plan to contain all hazards?

Does your business have a Disaster and Emergency Plan that recognises employees as the 
most valuable asset and identifies safety and well-being of them as the most important 
goal?

Does your organization have a person or department responsible for the development or 
updating of the Disaster and Emergency Plan and its implementation after an earthquake?

Does your business have a Disaster and Emergency Plan for each building that is specific 
and integrated with the emergency plans of other tenants in the building? 

Have you checked with the local AFAD authority that your processes and plans are in line 
with the general emergency planning measures of the local authorities?

Are there assigned response personnel, including substitutes, for each building (and each 
floor)?

Are all personnel in charge to fulfil what is expected of them when they are asked to 
implement any part of your Disaster and Emergency Plan?

Do you have clear, open and up-to-date notification process and a call list for both 
working and non-working hours?

Does your Disaster and Emergency Plan include telephone numbers and other contact 
information for emergency public services such as fire department, police, ambulance, 
etc.? Is this contact information constantly updated?

Does your Disaster and Emergency Plan deal with hazards such as glass break, collapse 
of building and ceiling, break of lighting fixtures, overturned furniture and equipment and 
fires caused by damage suffered by the connections of utilities or pipes?

Has your company or business identified an alternative location for your operations?

Are agreements in place with nearby businesses to temporarily help employees and 
organizations of each other?

In mixed-use buildings, are all tenants/users included in your disaster and emergency 
plans and informed of their existence?

Does your company have an inspection plan to minimise potential hazards?

Disaster and Emergency Planning Preparedness Checklist



M
A

K
E

 A
 P

LA
N

IMPACT Y
E

S

N
O

Have all workers' compensation rights and regulations related to disaster and emergency 
preparedness been considered?

Is the register of assets in internal circulation kept up to date? (It helps in determining 
insurance claims for lost/damaged items.)

Are operational and leasing records, legal and financial information and other important 
documents stored, duplicated and backed up in a secure and fire-protected location on 
site and in a secure and fire-protected location off site?

Are there drawings showing the "as-built" details of your facility and are they stored 
offsite?

Are you aware that modern buildings with insulated glazing should be evacuated in the 
event of a power failure and failure of ventilation and air conditioning systems?

Are you aware that particularly underground garages should be evacuated in the event of 
a power failure and the failure of ventilation fans to remove carbon monoxide?

Does your facility have an emergency generator that generates power only for emergency 
supplies of your facility by activating automatically when the lines collapse?

Do your authorised personnel know how to use this generator and have enough fuel to 
operate it for at least 24 hours?

Do you have a list of service personnel who can perform repairs in emergency?

Does your facility have battery/cell-powered emergency lighting that will switch on 
automatically?

Are emergency lighting levels checked for adequacy?

Are batteries/cells checked regularly (e.g. monthly)?

Has been preparedness made to protect fire extinguishing systems (e.g. sprinklers, carbon 
dioxide, halons) against earthquake damage?

Has the company made an arrangement for special preparedness required for employees/
customers with disabilities?

Does your Disaster and Emergency Plan deal with the possibility that external help 
will likely be unavailable to the company for at least three days or more after a major 
earthquake?
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Workplace Insurance Policies
Insurance plays an important role in disaster and 

emergency preparedness. A devastating earth-

quake, for instance, can disable a business tempo-

rarily or permanently. It is important for business-

es to obtain and maintain the right insurance 

cover, because the disaster financial assistance 

programme does not provide support for loss re-

sulting from a disaster if existing insurance covers 

the loss reasonably and directly (for more infor-

mation see: www.dask.gov.tr).

You should check whether your insurance 

policies include earthquake as a specific hazard as 

part of planning and risk control methodology. 

You should also plan and make sure you are cov-

ered not only for the loss of physical assets, but 

also for the financial loss of your business due to a 

large-scale closure after an earthquake or another 

disaster. Insurance policies can be taken out on a 

replacement/renewal cost basis, so you should 

plan and determine your insurance coverage 

needs correctly. 

Insurance policies are different from each 

other. Some policies are more comprehensive 

than others. First of all, a professional insurance 

representative should determine what the policy 

does and does not cover according to the check-

list on page 88.

After checks of disaster and emergency pre-

paredness and infrastructure, it is useful to con-

sider your plan or all processes from the very be-

ginning in the light of relevant and up-to-date 

laws and regulations. 

In 1999, "Civil Defence Affairs Guide for De-

partments and Establishments" was issued by the 

Civil Defence College of the abrogated General 

IMPACT Y
E

S

N
O

Have you identified a contact point at a distance (outside the area) to act as 
communication centre of your company during a major earthquake?

Have you informed your main customers to contact this communication centre after a 
disaster and emergency such as an earthquake?

Have you taken measures for an alternative communication system for your employees to 
contact their families?

Has a warning network been set up to distribute information to employees and their 
families using the methods of dispersal from a single point or alternative reporting points?

Will a power failure render your telephone network inoperable if you have no 
uninterruptible power supply?

Infrastructure/Connection Checklist: Telecommunication/Communication
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the Republic of Turkiye for the convenience of the 

concerned persons of workplaces, public institu-

tions and organizations including schools.

"This guide shows the civil defence planning 

and other services of public and private depart-

ments, institutions and factories, as well as the or-

ganizations, facilities and measures to be taken for 

this purpose, and the tools, materials and equip-

ment pertaining to them, according to the Civil 

Defence Law No. 7126 and its annexes and the 

regulations, instructions and orders published so 

far regarding the implementation of this law."

Entered into force in 2012, Law No. 6331 on 

Occupational Health and Safety also includes reg-

ulations regarding Emergency Plans and Evacua-

tion (see Appendix C). Additionally, the Ministry of 

Environment and Urbanisation of the Republic of 

Turkiye published a Communiqué on Internal 

Emergency Plans to Be Implemented in Major In-

dustrial Accidents on 15 August 2020. 

The purpose of this communiqué is to determine 

the procedures and principles regarding the inter-

nal emergency plan that the operators of the high-

level establishments specified in the Regulation 

on Prevention and Mitigation of Major Industrial 

Accidents published in the Official Gazette of 

02.03.2019, bis 30702, should prepare or have 

prepared in accordance with Article 13 of the 

same regulation.

Occupational Health and Safety Law No. 

6331, Article 11 b, concerns Emergency Plans, Fire 

Fighting and First Aid, and Article 12 is about 

Evacuation (see Appendix C). According to these 

articles, it is necessary to establish new teams with 

similar or different names in addition to the Civil 

Defence Plan and to plan the dispatch and admin-

istration in it. Hence, the legal planning require-

ments for fire, first aid and evacuation based on 

Law No. 6331 are discussed before the Incident 

Command System.

IMPACT Y
E

S

N
O

Does your company have an up-to-date asset valuation?

Does the insurance cover the value of the assets?

Is interruption of business operations included?

Does your company's policy include contingent external cover?

Can a temporary and alternative workplace be financed?

Does your company's policy cover all machinery and equipment, including IT equipment?

Is the general liability limit of your company's policy adequate?

Insurance Policy Checklist 
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Fire
As seen in Article 1 of the Law No. 7269, entered 

into force in 1959 in Turkiye, fire is deemed as one 

of the major disasters along with (1) Earthquake, 

(2) Fire, (3) Flood, (4) Landslide, (5) Rockfall, (6) 

Avalanche and similar disasters. The Regulation 

Regarding Fire Protection of Buildings, pub-

lished in the Official Gazette No. 26735 of 

19.12.2007, defines emergency situations as the 

events considered as disasters and the situations 

arising from events which occur as a result of 

careless, imprudent, negligent and intent acts 

and various reasons (see Appendix D). Accord-

ing to the Regulation Regarding Emergency Situ-

ations in Workplaces, an emergency situation is 

an event such as fire, explosion, spread of haz-

ardous chemical substances, natural disasters 

e.g., that may occur in the whole or part of the 

workplace and require immediate response, 

struggle, first aid or evacuation.

In accordance with the Regulation Regarding  

Fire Protection of Buildings and the Occupa-

tional Health and Safety Law No. 6331 referring 

to it, emergency team is defined as follows:

Emergency Team: It is the team that provides 

evacuation of those in the building in case of fire, 

earthquake and similar disasters, makes the first 

response to the incident, participates in search 

and rescue and fire extinguishing works and ap-

plies first aid when necessary.

These teams are commonly formed in practice as 

follows:

In 2017, according to the Emergency Plan Prepa-

ration Guide published by the General Director-

ate of Occupational Health and Safety, Ministry 

of Labour and Social Services, the duties and re-

sponsibilities of the teams, team leaders and oth-

er teams recommended to be specified in Emer-

gency Plans are set forth in articles and are not 

repeated here.

Figure21 The Emergency Organization Scheme commonly used in workplaces for the evacuation 
of people in the building by the emergency team in case of fire, earthquake and similar disasters 
pursuant to Law No. 6331 on Occupational Health and Safety. (Reference: Emergency Plan Preparation 
Guide, General Directorate of Occupational Health and Safety, Ministry of Labour and Social Services, 
Republic of Turkiye, 2017) 
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Protection of Buildings, there are many other pro-

tective safety and fire-related legislations such as 

the following ones (see National Legislation/Regu-

lations section).

Regulation Regarding  Fire Protection of 

Buildings drawn up in accordance with Appen-

dix-9 of the Civil Defence Law No. 7126: It is widely 

used in Turkiye for extinguishing any fire that 

breaks out in any way during the design, construc-

tion, operation, maintenance and use of all kinds of 

structures, buildings, facilities and businesses used 

by public and private institutions and organiza-

tions and natural persons by minimising loss of life 

and property and for taking measures before and 

during the fire and for provision of organization, 

training and supervision.

This regulation covers the fire prevention and 

extinguishing measures to be taken in all kinds of 

structures, buildings, and indoor and outdoor fa-

cilities throughout Turkiye as well as the principles 

of design, construction, use, maintenance and op-

eration necessary to minimise the hazards to life 

safety caused by fire heat, smoke, toxic gas, suf-

focating gas and panic. However, the protective 

equipment of the personnel responsible for re-

sponse to fire is also an important issue.

First of all, it is useful to develop and use a 

checklist similar to the one at the end of the sec-

tion for the personnel to fight the fire. In scope of 

fire extinguishing activities, team members can as-

sess themselves by putting an X in the YES box for 

the skills they have gained and in the NO box for 

the skills they have not gained.

The NO-answers given at the end of this as-

sessment should be reviewed again. If you do not 

consider the equipment of the team sufficient, 

provide the missing ones or if you do not consider 

the team members are able to use equipment 

properly, plan to give training to the team again.

As it is known, the three elements constitut-

ing the fire, i.e. (1) Combustible Material, (2) Oxy-

gen and (3) Heat are indispensable requirements 

of life. These elements should be emphasised 

when taking measures to prevent fire. It is not al-

ways possible to prevent fire, but it is possible to 

take measures to reduce and delay the possibility 

of fire to a great extent. For instance, in the legal 

case on the explosions occurred in two separate 

points in OSTIM, Ankara on 03.02.2011, with 20 ca-

sualties and 52 injured, significant sentences were 

given to employers and responsible persons be-

cause they did not take the measures specified in 

the Occupational Health and Safety Law.

As will be seen in the following sections, the 

plant manager usually assumes the role of com-

mander of the firefighting group and designates 

the responsible fire-fighting staff in each depart-

ment to work under his control. In the next step, 

the person responsible for firefighting in each de-

partment appoints other persons to be responsi-

ble for firefighting activities in their department. 

He/she also makes the necessary arrangements on 

vital issues such as first aid, emergency medical in-

tervention, search and rescue.

In summary, according to the regulations, the 

employer or the employer's representative assigns 

a sufficient number of people who are properly 

equipped and trained on prevention, protection, 

evacuation, firefighting, first aid and similar mat-

ters, taking into account materials used in the 

working environment, work equipment and envi-

ronmental conditions, size of the workplace and 

the special hazards it bears, nature of the work 

performed, number of employees and other per-

sons in the workplace; provides tools and 
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equipment; conducts training and drills and makes 

sure teams are always ready.

In order for the employer to develop fire pro-

tection measures, checklists similar to the follow-

ing one should be prepared and periodically im-

plemented in every part of the workplace. Items 

with NO-answers in the list should be reviewed 

and planned to be eliminated as soon as possible.

Fire Extinguishing Operations Checklist

LE
V

E
L

ASSESSMENT CRITERIA Y
E

S

N
O

1 Dou you wear a fire helmet?

2 Do you wear gloves?

3 Do you wear heat-resistant gloves?

4 Do you wear rubber-sole fire boots?

5 Did you check the waterproof torch?

6 Did you test the respiratory equipment?

7 Are you wearing your respiratory equipment?
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Are fire safety drills conducted periodically?

Do trained employees and/or municipal fire department personnel conduct fire protection 
inspections regularly?

Does your facility include an approved fire alarm and/or audible warning system?

Are fire evacuation routes equipped with battery-driven backup lighting which switch on 
automatically when power or emergency power fails?

Are all employees familiar with evacuation alarms and signs (audible and/or visual)?

Do you have an approved smoke control system?

Is your facility equipped with a fire extinguishing system?

Have these systems been checked for their seismic adequacy in accordance with 
applicable standards?

Are periodic inspections and regular maintenance of fire/smoke alarms and/or sprinkler 
systems carried out in accordance with fire protection regulations?

Is there an adequate number of fire extinguishers?

Are fire extinguishers located along the designated evacuation routes?

Are employees trained in the location and use of fire extinguishers and other fire 
emergency systems?

Are monthly inspections and annual maintenance of fire extinguishers carried out?

Fire Protection Checklist
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First Aid
The Regulations also emphasise first aid along 

with fire under the headings of Emergency Plans, 

Fire Fighting and First Aid. According to the Reg-

ulation Regarding Emergency Situations in Work-

places, an emergency situation is an event such as 

fire, explosion, spread of hazardous chemicals, 

natural disasters that require immediate interven-

tion, struggle, first aid or evacuation that may oc-

cur in the whole or part of the workplace.

First Aid Team

It is responsible for:

•   Emergency medical response;

•   Hospitalization of the injured people to the 

nearest hospital together with the evacuation 

team;

•   First aid and medical counselling; 

•   Reporting to the Operations Supervisor and 

the Emergency Officer, who is the Incident 

Commander;

•   Acting most properly if there is a possibility 

of death for the victim.

The employer is obliged to provide and 

maintain a cabinet for first aid equipment as re-

quired. The First Aid Team uses appropriate 

safety equipment and first aid techniques. They 

assist in giving first aid to the sick and injured, 

identifying the dead and injured people, imple-

menting triage (prioritisation of emergency 

medical intervention) and ambulance services. 

Hence the employer should make ar-

rangements related to first aid. According to 

the Regulation, the employer should appoint a 

sufficient number of people who are properly 

equipped and trained in first aid and similar 

matters and provide the necessary tools and 

equipment. You can check the first aid 

materials that should be available in your work-

place by using the checklist below.

The duties and responsibilities of the first 

aid teams, team leaders and other teams speci-

fied to be established in the Emergency Plans 

of the workplaces are given in the Emergency 

Plan Preparation Guide published by the Gen-

eral Directorate of Occupational Health and 

Safety, Ministry of Labour and Social Services, 

in 2017.
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Are first aid supplies kept available for use and in a damage-proof cabinet?

Are there sufficient medical supplies to meet the high casualty load that may occur as a 
result of earthquake?

Are first aid supplies distributed to the points where employees can easily reach and have 
easy access in case of a disaster?

Are there portable first aid materials available in case they need to be transported to a safer 
place in emergency?

Are first aid materials fixed in such a way that they will not be damaged in case of flood, 
earthquake, etc.?

Are there sufficient first aid supplies to meet the needs of customers, visitors and other 
people who may be legally under the responsibility of the business?

Are first aid supplies regularly inspected and replenished?

Are any employees trained to use all first aid equipment?

Is necessary equipment available for casualties?

Do you have pagers and telephone numbers to contact with first aid personnel?

Do you have first aid trained employees who are ready for duty at any time?

Is there an easily recognisable First Aid Supplies Cabinet with sufficient stock on each floor 
of your building?

Do you have a stock of emergency cleaning supplies such as toilet paper, plastic bin bags 
and lime powder?

Is there one thick blanket or sleeping bag per person?

Do you have flashlights and spare batteries or an emergency torch?

Are there tarpaulins or plastic boards to build an emergency shelter if necessary?

First Aid Materials Checklist 
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Evacuation
There is a short period of time to warn the 

employees and evacuate the workplace in some 

disasters, particularly flood, landslide and storm, 

but in earthquakes and similar disasters you have 

no such time. Hence employees should be ready 

to evacuate the workplace and the surroundings 

as soon as possible, even immediately in the face 

of a possible danger. For a successful evacuation, 

first of all a successful early warning system is re-

quired.

There are 4 important elements for a suc-

cessful early warning:

1. Identification of Risk 

2. Monitoring and Warning

3. Dissemination and Communication

4. Response Capacities

Workplaces should also have a well-planned 

and systematic preparedness for return to the 

workplace and the recovery works as the last 

stage of evacuation. Uncontrolled evacuation 

and return may cause more loss of life than the 

direct effects of the disaster.

One of the main objectives of the Emergen-

cy Plan is to evacuate victims by using emergen-

cy personnel, equipment and resources to pro-

tect/rescue life and property and carry out 

disaster and emergency relief operations to make 

sure food, drink, shelter, medical care and critical 

services are provided to those in need.

In addition to the efforts to save life and 

property after a disaster and emergency, efforts 

should also be started to normalise the extraordi-

nary situation in the administrative unit. Among 

these actions are:

• Determination of the personnel to be assigned 

in the response stage

• Warning of employees

• Evacuation and accommodation of employees 

elsewhere

• Keeping employees and the public around the 

plant continuously informed

• Continuation of search and rescue operations

• Provision of medical assistance

• Assessment of damage 

• Identification of things to be done for mitiga-

tion
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  from outside the region. (These are also the ac

  tivities in the scope of "response" phase, but   

  they should be handled in the disaster prepared

  ness and planning phase).

In accordance with the regulation, necessary 

arrangements are made in advance and necessary 

instructions are given to the employees so that 

they can leave their workplaces immediately and 

go to a safe place in case of emergency. Unless it 

is inevitable, employees cannot be asked to con-

tinue their work except for those having necessary 

equipment and are appointed specifically. 

However, the Occupational Health and Safe-

ty Law does not mention about early warning, no-

tification, alarm, warning, sensor/sensing and sim-

ilar concepts and issues at all. The Regulation 

Regarding the Fire Protection of Buildings only 

specifies sensor/detection and warning systems 

for fire. Hence, the checklists also include ques-

tions about whether a Fire Warning System is 

available in the workplaces. The fact that evacua-

tion and first aid are often considered together in 

this law and in the regulations published referring 

to this law, may cause difficulties in practice. 

Regulation Regarding Emergency Situa-

tions in Workplaces, Article 10, paragraph 3 under 

Occupational Health and Safety Law, reads: 

"In the event of an emergency in the work-

place, the employer shall specify in the emergency 

plan the appropriate evacuation arrangements 

that can be followed to protect employees from 

the adverse effects of this situation and give the 

necessary instructions to employees in advance."

Basing upon this statement, in case of an 

emergency, guiding works should be carried out 

to make sure quick evacuation of everyone (em-

ployees, visitors, etc.) from the workplace.

Regulation Regarding Emergency Situa-

tions in Workplaces, Article 12, paragraph 3, under 

Occupational Health and Safety Law, reads: 

"The emergency plan shall be documented 

to cover at least the following points: Evacuation 

plan including escape routes, assembly points and 

warning systems if available." 

The Evacuation Plan should be posted 

prominently in all parts of the workplace and or-

ganized in a way to help everyone (employees, 

trainees, visitors, etc.) in the workplace in case of 

any disaster and emergency. In the evacuation 

plans commonly used in Turkiye, there is no "bud-

dy system" such as the one specified in the US/

FEMA standards and practices. In fact, in case of a 

disaster and emergency, each person in the room 

should be obliged to check his/her "buddy" in the 

room and help him/her if necessary. When em-

ployees, interns, visitors, etc. in the workplace 

evacuate without being aware of the other, those 

in need of emergency assistance can, most of the 

time, be detected only too late.

The Regulation Regarding  Emergency at 

Workplaces, Article 12 emphasises that sketches 

containing the following points should be pre-

pared in scope of the Evacuation Plan:

1. Locations of emergency equipment, including  

   those to be used to extinguish fire.

2. Locations of the first aid supplies. 

3. Evacuation plan including escape routes, as

     sembly points and warning systems, if any.

4. First name, family name, title, area of respon

    sibility and contact information of the as

     signed employees and their substitutes, if any.

5. Contact numbers of external organizations 

    for first aid, emergency medical intervention, 

    rescue and firefighting.
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These are, of course, the minimum require-

ments specified by laws and regulations. We can 

also add good examples from the world such as 

"buddy system". Furthermore, heating, ventilation 

and similar systems should be checked regularly 

and everyone involved should be taught on how 

to switch them off during a disaster. Necessary 

measures should be taken for alternative trans-

portation possibilities considering the inability of 

the employees to go home after the disaster. 

When preparing evacuation plans, the safe 

place or area, also known as the emergency As-

sembly Area, refers to the place designated at a 

distance or shelter where employees will not be 

affected by the adverse consequences of emer-

gencies. The issues to be considered about the as-

sembly area in workplaces can be listed as follows:

• It should be at a distance that will not be af-

fected by emergencies as specified by the 

workplace;

• It should be marked with a sign so that evacu-

ees can easily notice it;

• It should be of a such size  that will not cause 

stampede/horde after the evacuation of all 

persons;

• The assembly area in the disaster and emer-

gency plan must be supported with a sketch 

showing the route from the workplace to the 

assembly area;

• This information given in the disaster and emer-

gency plan must be added to the evacuation 

plan.

             If there is an employee with disabilities in 

your workplace and he/she cannot evacuate on 

his/her own, make plan to evacuate him/her 

with the support of a Rescue and Evacuation 

Team to be created. Some employees with dis-

abilities can leave the workplace on their own.

ACİL TOPLANMA
ALANI

EMERGENCY
ASSEMBLY AREA
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Does your organization have an emergency evacuation plan that identifies the person who 
decides whether to evacuate?

Does your evacuation plan cover the evacuation of your temporary or permanent 
customers?

Do all employees understand evacuation signs/warnings?

Are floor plans on all floors and placed in noticeable points to show the location of 
evacuation routes and stair cores?

Are exits clearly marked?

Is each evacuation route clear of obstructions and at least 1 metre in width?

Can each door leading to an exit be opened from the inside so that no one remains locked 
in?

Do evacuation routes include emergency lighting?

Are there at least two emergency exit options on floors above or below the ground floor?

Are lifts configured to automatically return to the ground floor during an emergency?

Do you have a pre-designated assembly area where your employees know where to report 
after evacuation?

Is there an easily noticeable First Aid Supplies Cupboard with sufficient stock on each 
floor of your building?

Do you have a stock of emergency cleaning supplies such as toilet paper, plastic bin bags 
and lime dust?

Is there one thick blanket or sleeping bag per person?

Do you have flashlights and spare batteries or an emergency torch?

Are there tarpaulins or plastic boards to build an emergency shelter if necessary?

Evacuation Planning Checklist 
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Have your employees with special needs/disabilities (e.g. those with hearing, vision or 
mobility impairments or are pregnant, etc.) been identified?

Have the specific needs of each employee with disabilities during the earthquake been 
identified (e.g. working with each of them on their needs)?

Have emergency safety officers been assigned the task of selecting people (colleagues, 
etc.) to assist individuals with special needs as "buddies" in emergencies?

Are employees with disabilities advised to bear medical information about their medical 
conditions and spare medical equipment with them?

Are employees assisted by special equipment advised to have spare equipment (e.g. spare 
batteries for motor-driven wheelchairs or hearing aids, alternative power sources for 
respirators, spare catheters or urine bags, etc.)?

Have evacuation drills been conducted to identify the special needs of employees and 
customers?

Checklist for People with Special Needs/Disabilities
(For detailed information, see Disaster and Emergency Planning Guide for People with Disabilities) 

IMPACT Y
E

S

N
O

Is there enough clean water to supply employees, visitors and customers for at least 72 
hours or more?

Is clean water stored in suitable tanks that are unbreakable and non-transparent? Is the 
stored water replenished at regular intervals (Note: Bottled water should be replenished 
every three months)?

Is there a supply of durable food that will last at least 72 hours or more for employees, 
visitors and customers?

Are these foods replenished at regular intervals to keep them fresh?

Are foods kept locked so that they are available in case of emergency?

Are foods stored in different locations?

Are food and water stored where they will be least damaged during an earthquake?

Water and Food Materials Checklist
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planning the evacuation of visually impaired em-

ployees, that they will be evacuated by holding 

hands in a chain and distributed among the evac-

uated employees. You should also not forget 

your visitors, employees in vulnerable group or 

with chronic diseases and employees working 

alone (see Disaster and Emergency Planning 

Guide for People with Disabilities).

The regulations do not mention the equip-

ment and materials that evacuees may need in 

assembly areas, etc. Think together with the per-

sonnel and make sure that there are enough con-

venience goods and that they are stored and 

kept in a healthy way. The materials that may be 

needed after a disaster and emergency should 

be determined, those that are necessary and can 

be stored should be kept properly, and a plan 

should be made on how to procure those that 

cannot be stored. It is of great importance to 

have a kitolan ve gerekli malzmeleri içeren bir 

çantanın hazır bulundurulması, tahliyenin hızlı 

yapılabilmesi containing necessary materials, 

commonly known in Turkiye as the disaster and 

emergency kit, which is kept under hand and 

practical to carry for quick evacuation.

The materials to be put into this kit should 

mainly consist of medicines, glasses, lenses and 

important documents like ID cards and special 

hygiene materials which are difficult to obtain 

when required.

You can use the sample checklists given on 

pages 98-99 to determine whether the above-

mentioned evacuation conditions are present in 

your workplace. Each employer should develop 

and use such checklists specific to workplace 

and make a plan to complete any deficiencies as 

soon as possible.

  The duties and responsibilities of the evac-

uation teams, team leaders and other teams re-

quired by the Emergency Plan of the Workplaces 

are given in the Emergency Plan Preparation 

Guide published in 2017 by the General Director-

ate of Occupational Health and Safety, Ministry 

of Labour and Social Services.

Things to Be Done for Evacuation Preparedness - Summary

• Designate ASSEMBLY AREAS outdoors for employees to evacuate the building.

• Inform EMPLOYEES and VISITORS about the location of the assembly areas.

• Show employees the different ROUTES leading to the assembly areas.

• Make PLANS for temporary shelter alternatives.

• Inform FAMILIES about evacuation and shelter alternatives.

• Inform employees to take a ROLL CALL upon arriving at the assembly area.

• Instruct your team to create a LIST of absent and present EMPLOYEES, including those normally not 

part of the office group, e.g. visitors and temporary workers.

• Prevent unnecessary efforts are made for employees located elsewhere by making sure that a LIST OF 

MISSING, UNREPORTED and ADDITIONAL PERSONS is given to a central coordinating point.
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Incident Command System 
Planning should include preparedness, response 

and recovery phases as much as mitigation. As it 

is, many issues such as who is responsible for 

what, how coordination and command will func-

tion, who will respond in which teams and many 

issues like these should be addressed and in-

cluded in the plans.

In summary, so far we have focused on 

identification of the risks and deficiencies and 

on fire, evacuation, first aid and similar issues 

that should be included in the plan according to 

the applicable regulations. After taking mitiga-

tion measures to mitigate or eliminate the iden-

tified risks, it is necessary to prepare and train 

teams and keep them and necessary services 

available. To this end, teams should be built of 

personnel, equipped and trained, especially for 

the works to be done after the disaster. Drills 

should be organized at least once a year or more 

if possible with the participation of all person-

nel. 

The next step of the planning involves the es-

tablishment of the necessary command, control 

and coordination systems and centres for all 

the work to be performed, and especially the 

establishment of emergency services and 

teams for the response phase. The most funda-

mental issue in emergency planning is the es-

tablishment of a system to provide effective re-

sponse to an emergency. Such a system includes 

the following characteristics:

• Integrated management and co-ordination of  

   emergency operations;

• Determination of command chain and delega-

   tion of authority;

• Coordination of requests for assistance, utilisa

   tion of company resources and other support;

• Prioritisation and solution of conflicting re-

   quests for assistance;

• Coordination of regional and interregional as

   sistance and community-based support;

• Coordination, routing and dissemination of 

   emergency public and employee information;

Figure 22. The basic five elements of the Incident Command System (ICS), which is a standardised 
management system widely used in the UN and the world as a field management system (Kadıoğlu, 
2013).

COMMAND

OPERATIONS

PLANNING

LOGISTICS

FINANCE/MANAGEMENT
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  damage assessment and other essential infor 

  mation; 

• Coordination and maintenance of communica

  tion with government departments and news 

  channels.

During the operations of response to a di-

saster or emergency, many things may need to 

be done concurrently. It is important that peo-

ple know where and in which task they should 

take part in the response. And this is possible 

with a predetermined structure. This organiza-

tion is possible with what is referred to as an 

Incident Command System (ICS) (see Figure 

22). This system is a combination of communi-

cation, personnel, equipment, procedures and 

facilities operating within a standardised organi-

zational structure.

Incident Command System (ICS) is a mod-

el for Command, Control and Coordination (3C) 

of response in disaster and emergency. 

It makes it possible for different units and 

organs responsible for giving response to the 

incident to coordinate their initiatives and ef-

forts by ensuring protection of life, property and 

environment and balance of the incident by 

working towards a common goal.

A successful response to disasters and 

emergencies requires an incident and site com-

mand system that creates a combination of 

communication, personnel, equipment, proce-

dures and facilities operating within a stan-

dardised organizational structure. The Incident 

Command System (ICS) is established within 

emergency services such as operations, logis-

tics, planning and financial studies and is a mod-

ular, tactical and emergency management sys-

tem on-site which is designed for all hazards 

and all levels that should include command, dis-

patch and administration. It is not possible to 

plan and implement without ICS.

This standardised management system 

forms the basis of all disaster and emergency 

preparedness and response management at lo-

cal, province and district level and nationwide.

 Before establishing an emergency orga-

nization similar to the incident command system, 

it is useful for industries and workplaces to check 

the preparedness works and infrastructure in the 

workplace which are necessary to establish this 

system. Here is an example of a checklist that you 

can use and develop in this regard.

Once response infrastructure and organiza-

tion together with the current status have been 

determined, it is recommended to form teams 

and organizations similar to the sample below 

(see Figure 23). The persons and teams in charge 

of Command/Administration (commander), Op-

erations (performer), Planning (organizer), Lo-

gistics (supplier) and Finance/Administrative Af-

fairs (payer), the five basic functions of Incident 

Command System (ICS) are organized as shown 

in the organization chart in Figure 23. As the or-

ganizations responding to disasters and emer-

gencies, such as ICS, have a modular structure 

intertwining with each other, they easily integrate 

the relevant units as central management and 

four main services. ICS organization at headquar-

ters and services level is as shown in Figure 23:

Incident Command System (ICS) ensures 

that the response to disaster is kept under con-

trol in all aspects thanks to sharing of responsibil-

ity in line with the areas of expertise within the 

organization and effective communication be-

tween the units. 
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The said laws and regulations provide for 

making plans under different names in the work-

places and for building different services or teams. 

Ideally, these teams should be ready for service in 

scope of Disaster and Emergency Plan whenever 

required. For this reason, bringing these services 

and teams together in the ICS concept sum-

marised in Figure 23 will be of great benefit in 

practice. To this end, it is useful to first identify the 

services and teams required to be created by dif-

ferent legislation in the workplaces and try to syn-

thesise them with ICS in logical sense.

For instance, to summarise the services and 

teams starting from the oldest one, the following 

services should be established in scope of Civil 

Defence Plans as per the Civil Defence Law No. 

7126, which is still in force today as explained 

above:

IMPACT

Y
E

S

N
O

Do you have an emergency response team consisting of your employees that can handle 
all emergencies?

Are emergency response team members trained in tasks such as area security, food and 
material distribution, task identification, giving instructions, checking the safety of stairs, 
managing evacuation and keeping a record of emergency supplies?

Have emergency response team members been given responsibility and training in post-
earthquake Building Damage Assessment and basic search and rescue (help may take 
hours to arrive)?

Have emergency safety, recording and enforcement officers been designated to organize 
and coordinate the work of employees and customers after an earthquake?

Have the areas of responsibility of emergency safety, registration and enforcement 
officers been determined taking into account building management, officials and other 
essential emergency service personnel?

Are emergency safety officers assigned the task of inspecting equipment and furniture in 
each work area that could fall and injure workers?

Are training programmes provided once or twice a year for emergency safety, recording 
and enforcement officers?

Does your company encourage its employees to receive first aid and cardiopulmonary 
resuscitation/heart-lung resuscitation training?

Are realistic drills conducted to demonstrate the robustness of the methods and that 
important elements are not forgotten?

Note:  Most of the questions in this checklist should not be answered NO

Emergency Response Team Checklist 
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1. Control Centre and Headquarters Service

2. Safety and Guidance Service

3. Fire Service

4. Recovery Service

5. First Aid Service

6. Social Assistance Service

7. Technical Repairs Service

Just as the Regulation Regarding  Emer-

gency in Workplaces and the Regulation Regard-

ing  Fire Protection of Buildings, the Occupation-

al Health and Safety Law No. 6331, which is 

widely used today, provides establishment of 

four teams in the Emergency Plans which should 

be made in the workplaces:

1. Firefighting / Extinguishing

2. Protection

3. Search Rescue and Evacuation

4. First Aid

However, as shown above, Guide on Civil 

Defence Works for Departments and Establish-

ments, published in 1999, provides creation of 

more teams than required in the Emergency 

Plan. In this situation, workplaces that are still 

obliged to prepare a Civil Defence Plan try to 

fulfil the requirements of different regulations 

with different plans. 

In addition, the appendix (Appendix-1) of 

the Communiqué on Internal Emergency Plans 

to Be Implemented in Major Industrial Acci-

dents, published by the Ministry of Environment 

and Urbanisation on 15 August 2020, states that 

the working groups to be created should be pre-

pared in accordance with the Turkish Disaster 

Response Plan (TAMP), recommending creation 

of the following nine working groups:

1. Search Rescue

2. Communication

3. Fire

4. Evacuation and Settlement Planning

5. Chemical Substances (CBRN)

6. Transportation Infrastructure

7. Transport

8. Energy

9. Health

Figure 23.  The main elements of the ICS are: Control Centre and Headquarters Service, consisting of 
Command, Press Secretary, Security and Liaison; and Service Units, consisting of Operations, Planning, 
Logistics and Finance/Administrative Affairs. Under these four service units, the necessary core and 
auxiliary teams should be established.
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As can be seen, although having somewhat 

different names and numbers, the creation of 

similar teams in these three plans is recommend-

ed by different ministries. These working teams/

groups can be developed separately or com-

bined with ICS logic in accordance with the fol-

lowing organizational ICS schemes. With the help 

of these schemes, both the requirements of di-

saster management science and the provisions 

of the relevant legislation can be fulfilled.

Those who are not businesses of high level 

organizations as defined in the Regulation Re-

garding Prevention of Major Industrial Accidents 

and Mitigation of their Impacts can create the 

working groups/teams of Command, Rescue 

Team, Extinguishing Team and First Aid Team in 

the ICS in charge of emergency and the working 

groups/teams of Operation Service only in the 

ICS as shown in Figure 24.

In this organization, while the teams of Fire-

fighting, Search Rescue and Evacuation and 

emergency response teams are created in accor-

dance with the Regulation Regarding Emergency 

in Workplaces, the protection team in the dia-

gram is organized according to the Regulation 

Regarding  Fire Protection of Buildings.

The organization of Emergency Plan team 

according to the Occupational Health and Safety 

Law No. 6331 in Figure 21 and the team organiza-

tion in Figure 24 which can be used both as a 

Civil Defence Plan and an Emergency Plan are 

very similar.

In summary, the Emergency Officer, as stip-

ulated by the Regulation Regarding  Fire Protec-

tion of Buildings and the Occupational Health 

and Safety Law No. 6331, together with the Team 

of Command, Rescue, Extinguishing and First 

Aid in ICS, constitute the working groups of the 

Operation Service in ICS. Financial and 

*WSS: Work Safety System/Unit
Figure 24. An example of a narrower basic ICS response organization in accordance with the relevant 
legislation, which can be used as both a Civil Defence Plan and an Emergency Plan for workplaces 
without a higher level organization operator, and which can also be called a Disaster and Emergency 
Plan.
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Strategy Development at the time of the incident 

are the tasks of the Control Centre and Headquar-

ters Service (Incident Command Centre), i.e. the 

Emergency Officer, as stipulated in the applicable 

regulation.

Workplaces that are not operators of higher 

level establishments and do not wish to establish 

Search Rescue and Evacuation, Fire and Technical 

Repair, First Aid and Social Assistance, Protection 

and Safety and Guidance Services together may 

establish a response organization that can be used 

as a Civil Defence Plan and Emergency Plan under 

the umbrella of ICS as shown in Figure 25.

In this case, the organization diagram in Fig-

ure 25 meets only the operations unit of the inci-

dent command system of the relevant laws and 

regulations in Turkiye, United Nations etc. institu-

tions and countries.

For the operators of high level establish-

ments specified in the Regulation Regarding Pre-

vention and Mitigation of the Effects of Major In-

dustrial Accidents, an integrated ICS for both the 

Emergency Plan as required by the Regulation Re-

garding  Fire Protection of Buildings and the Civil 

Defence Plan as stipulated by the relevant legisla-

tion can be established as shown in Figure 26. 

The Turkish Disaster Response Plan (TAMP) 

of AFAD Presidency has been prepared completely 

according to the international Incident Command 

System. The Emergency Plan of the workplaces 

and TAMP and similar elements should overlap and 

be able to communicate when necessary. In accor-

dance with the Internal Emergency Plan regulation, 

the teams required by the TAMP are added to the 

other required teams in ICS.

Thus, whether or not the workplace is a high-

level organization responsible for making an Inter-

nal Emergency Plan, it will be sufficient to create a 

single plan, which can be used as Civil Defence 

Plan, Emergency Plan and Internal Emergency Plan 

when necessary, under the name of Disaster and 

Emergency Plan to cover all of them.

It is recommended that higher level organiza-

tions responsible for making an Internal Emergen-

cy Plan should establish a single incident command 

organization which includes appropriate personnel 

and can be used as the Civil Defence Plan, Emer-

gency Plan and Internal Contingency Plan. The ser-

vices and teams required by these three plans are 

brought together in accordance with the ICS in Fig-

ure 26.

Safe locations should be designated in the 

workplace, called Control Centres, where the Head-

quarters Service or Incident Commander can work 

if required. (Note: Terms such as Crisis Centre or 

Crisis Desk take no longer place in the legislation). 

In the Provincial Directorates of AFAD, such places 

are called Disaster and Emergency Management 

Centre. Workplaces are also required to designate 

before a disaster the places to be used as at least 

three Disaster and Emergency Management Cen-

tres similar to the example in Figure 27 which can 

be made ready for use (equipped with necessary 

furniture, means of communication, copies of plans, 

etc.) in a short time like 20 minutes when required. 

The safest one of these places determined prior to 

a disaster and emergency should be used as the 

Disaster and Emergency Management Centre of 

the workplace after the disaster and emergency.

The description of the services added to 

the organization chart stipulated by the relevant 

regulations according to the International ICS is 

given below. The duties and responsibilities of 

the teams are given in detail in the guides pre-

pared by AFAD Presidency, TAMP and related 

ministries; hence they are not repeated here.
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*WSS: Work Safety System/Unit
Figure 25. An example of most basic organization in scope of ICS which may also be called Disaster 
and Emergency Plan in compliance with the applicable legislation that can be used both as Civil 
Defence Plan and Emergency Plan for workplaces without top level organization operator. 

*WSS:  Work Safety System/Unit
Figure 26. An example of basic organization in scope of ICS which may also be called Disaster and 
Emergency Plan in compliance with the applicable legislation that can be used both as Civil Defence 
Plan and Emergency Plan for workplaces with top level organization operator. 
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Control Centre and Headquarters Service

• First degree responsible for coordination of 

the organization and teams in disasters and 

emergencies.

• Is/are the first person/persons to be informed 

in case of disaster and emergency.

• Initiates the Disaster and Emergency Plan 

when necessary.

• Determines the responsibilities of the sub-

units under him/her and ensures the com-

mand, coordination and supervision of these 

units.

• Determines and implements the activities to 

be carried out in case of disaster and emer-

gency under the supervision of the Disaster 

Board, etc. and updates the building disaster 

plan when required.

• Immediately notifies the employer or the em-

ployer's representative about any disaster 

and emergency and nonconformities.

• Implements the instructions of the Disaster 

Board, Emergency Coordinator, etc.

• Provides the necessary environment for the 

teams (ambulance, fire brigade, etc.) arriving 

at the site to work comfortably and gives in-

formation to them.

• Identifies the scene of the incident and is re-

sponsible for reporting the incident and mak-

ing legal notifications.

• Checks and ensures that emergency exit 

routes and doors are open and always usable.

• Checks the robustness of the equipment to 

be used in disasters and emergencies and 

safe response.

• Makes his/her presence at the Disaster and 

Emergency Management Centre in case of di-

sasters and emergencies.

• Decides on the necessity to leave (evacuate) 

the building in case of a danger.

• Provides external and internal communica-

tion in accordance with the Communication 

Diagram in disasters and emergencies.

• Informs the personnel about the disaster and 

emergency and makes announcements when 

necessary.

Figure 27. Design example for Disaster and Emergency Management Centre with which Incident 
Command and Headquarters Service will work at the workplaces. 
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• Identifies and procures the necessary resourc-

es such as personnel and equipment and iden-

tifies the departments where these resources 

are needed and sends them to these depart-

ments.

• Ensures the distribution of resources by deter-

mining the priority areas.

• Ensures that necessary organizations are 

made for shelter, nutrition and health services 

for those who have to be in the building.

• Makes documentation of the activities of the 

units related to disaster and emergency and 

submits it to the Disaster Board.

• Determines whether the existing Disaster and 

Emergency Plan is successful or not and re-

ports to the Disaster Board and similar organi-

zations.

• Informs the personnel about the situation at 

frequent intervals during the danger, raises 

their morale, preventing the emergence of de-

moralising rumours.

2. Operations Service
It is responsible for the management and adminis-

tration of the operational units of Fire Fighting, 

First Aid, Search and Rescue, Evacuation, Protec-

tion and Security and reports to the Incident Com-

mander. It ensures the coordination and supervi-

sion of its subordinate teams before, during and 

after disasters and emergencies. Other possible 

duties and responsibilities are to:

• Establish an operation centre close to the inci-

dent command centre.

• Hold meeting with the leaders of the teams un-

der his/her responsibility at frequent intervals 

to make training studies and plans for disasters 

and emergencies.

• Determine the personnel and materials required 

for response services and make attempts to ob-

tain them from the Logistics team.

• Make sure a copy of all communications is sent 

to the Planning Team Officer and all decisions 

and actions are recorded.

• Decide how many people (including volun-

teers) will form which teams and be dispatched 

to the operation.

• Withhold and replace those participating in the 

operations and inform their families about 

them.

• Respond to all incidents that occur in the build-

ing or in the area under its responsibility.

• Decide whether the building is safe or not, iden-

tify the damaged parts of the building and in-

form the Incident Commander if evacuation is 

necessary.

• Coordinate and supervise the search and res-

cue teams, etc. that may come from other 

buildings.

3. Planning Service 
This team is responsible for the status of resources, 

the collection, evaluation, storage and utilisation of 

documents and information relating to the devel-

opment of the incident. It obtains accurate maps 

of the area as well as plans or sketches of the 

buildings. It evaluates the situation and resources 

continuously. Other possible duties and responsi-

bilities of the team are to:

• Select its own team and coordinate and super-

   vise it.

• Allocate resources by identifying priority areas

   and needs.

• Monitor and identify materials available and 

needed.

• Control and record the incoming personnel, take  

   roll, report and keep the reports.
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for shelter, nutrition and health services for 

those who have to stay in the building.

• Create the documentation of the activities of 

the units related to disaster and emergency 

and submit the same to the Disaster Board.

• Plan and implement Disaster and Emergency 

Drills.

• Determine whether the Disaster and Emergen-

cy Plan is successful in the existing building/

workplace and report the same to the top ad-

ministrative supervisor in the building. And re-

quest some changes in the plans, if required.

• Identify the deceased; assist the first aid team 

in handing them over to their relatives or per-

forming burial procedures, determine and keep 

record of the personal belongings left behind.

4. Logistics Service
Logistics team is responsible for the provision of 

equipment, materials, services and personnel for 

the incident. It supplies necessary manpower, 

equipment and materials to the response team 

when responding to the emergency situation. It 

builds and operates the necessary communica-

tion and infrastructure systems. It is responsible 

for providing emergency nutrition and care of the 

personnel. Other possible duties and responsibili-

ties of it are to:

• Provide and classify disaster and emergency 

supplies and aids.

• Select its own team and ensure coordination 

and supervision of it.

• Control telephones and other communication 

infrastructure/systems and repair them when 

required.

• Determine and manage Disaster and Emergen-

cy Assembly Areas.

• Control heating, sheltering and ventilation 

problems.

• Inspect hazards and problems related to water 

leaks, sewerage and electricity.

• Perform priority and urgent repairs.

• Procure materials, equipment and fittings and 

transport them to the relevant teams.

• Provide temporary food, clothes and accom-

modation and communication services for the 

personnel.

• Ensure the communication and meeting of in-

dividuals separated from their families in coop-

eration with the local social welfare service.

5. Finance and Administrative Affairs 
Service
It is responsible for financial and administrative af-

fairs service, cost analysis, financial monitoring and 

reporting in connection with the disaster and emer-

gency. It keeps and monitors financial records and 

keeps records of working hours of the personnel. 

Other possible duties and responsibilities of it are to:

• Select, coordinate and supervise its own team.

• Organise use of financial resources.

• Document and organise the expenses related to 

disaster and emergency.

• Keep documentation of the materials used and 

outsourced in disasters and emergencies.

• Issue a report showing the financial data on per-

sonnel, resources and various expenditures pro-

vided by the logistics and other teams and for-

ward them to the relevant units.

• Record and monitor the expenses incurred for 

non-disaster victims as well.

• Keep a complete and accurate record of the 

working hours (with scorecard) of the personnel 

and volunteers during disasters and emergen-

cies.
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• Make sure the purchasing records are kept 

completely and accurately.

• Communicate with the Planning Team when 

collecting information and records related to 

procurement.

 We have discussed up to this point how a 

command service should be established for the 

management and administration of disaster and 

emergency preparedness, response and civil de-

fence activities and movements in each institution 

according to the disaster legislation. Response 

teams also can fulfil the functions which are per-

formed under ICS. In this context, it may form 

teams suitable for the Incident Command System 

in line with the response requirements stipulated 

in the disaster legislation and in accordance with 

size of the workplaces. 

The number of people to be assigned to the 

teams according to the Communiqué on Hazard 

Classes, vary depending on the hazard class in the 

NACE code and the number of employees. The 

explanation about the number of employees to be 

assigned according to the Regulation Regarding 

Emergency in Workplaces is given in Table 10.

Number of First Aid Team Members
For the number of people to be determined in the 

first aid team, reference is made to the First Aid 

Regulation issued by the Ministry of Health which 

takes place in paragraph 5 of Article 11 of the Reg-

ulation Regarding  Emergency in Workplaces. 

Pursuant to the First Aid Regulation No. 29429 of 

29.07.2015, which entered into force upon publica-

tion in the Official Gazette No. 29429 of 29.07.2015, 

the specified number of first aid members is as 

follows: 

•  Less hazardous workplaces: 1 first-aider for ev-

ery 20 employees.

• Hazardous workplaces: 1 first-aider for every 

15 employees.

• Very dangerous workplaces: 1 first-aider for 

every 10 employees.

As an universal safety rule, the Buddy Sys-

tem should always be applied. 

Hence teams should consist of two people 

and teams should consist of at least three people 

with one of them being the team leader. 

Furthermore, the persons assigned to the 

task should be warned by stating: "Do not take 

any action that may endanger you. Do not go 

beyond the teachings of your expertise and the 

training you have received. First of all take safety 

precautions. Determine the extent of the situa-

tion. Follow all operational and safety proce-

dures." 

The logistics and maintenance team pro-

vides the teams and each building with the 

equipment and materials listed below as an ex-

ample according to the scale of the workplace, 

keeping them usable and functional. After a di-

saster and emergency, they collect these materi-

als from the teams, overhaul them and make up 

any deficiencies.

Hazard Class Number of Employees

Less hazardous
1 person for up to 50 
employees

Hazardous
1 person for up to 40 
employees

Very hazardous
1 person for up to 30 
employees

Table 10. Emergency teams of firefighting, search 
rescue and evacuation to be formed as per the 
regulations. 
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No Content Required Available Need

1 Vest and raincoat 5

2 Flashlight and batteries, cell phone, charger 5

3 Whistle 5

4 Dust mask 5

5 Work gloves (heavy duty, fireproof) 5

6 Helmet/hard hat/steel cap 5

7 Protective goggles (dustproof) 5

8 Megaphone 5

9 Multi-functional first aid knife 5

10 Backpack for personal equipment 5

Personal Equipment Checklist 
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No Content Required Available Need

1 Telephone Switchboard (wired) 1

2 Telephone, Walkie Talkie (PMR) or Handheld Radio 1

3 AM/FM Radio (battery-powered) 1

4 Blanket/Sleeping Bag 6

5 Searchlight or Table Light 3

6 Spare Batteries and Chargers 48 and 2

7 Signal Flare 4

8 Gas Detector/Gas Measuring Instrument 1

9 Keys all rooms

10 Stationery 
in sufficient 
number

11 All Maps, Floor Sketches and Site Plans 1 set

12 Disaster and Emergency Plan 6

13 Disaster Response, Message, Reporting etc. Forms all

14 Notice Board/Panel and Pens 1

15 Table 1

16 Chair 6

17 Hygiene Materials (toilet paper, wet wipes, etc.)
in sufficient 
number

18 First Aid Kit/Bag 1

19 First Aid Set for Burns 1

20 Fire Cylinders 3 types 1a

21 Cabinet for Above Materials 1

Centre’s Materials and Equipment Checklist 
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No Content Required Available Need

1 Mattock 3

2 Shovel 10

3 Hoe 3

4 Crowbar 3

5 Axe 3

6 Sledgehammer (one large, one hammer) 3 each

7 Heel lever 2

8 Helmet 12

9 Blanket / sleeping bag / fire blanket 50

10 Searchlight / table light / portable light 3

11 Spare batteries and chargers 48 and 3

12 Debris gloves 30

13 Gas detector / gas measuring instrument 2

14 Foldable stretcher 3

15 Dust masks and protective goggles 50 each

16 All maps, floor sketches and site plans 1 set

17 Disaster and Emergency Plan 6

18 Message, reporting etc. forms All

19 Notice board/panel and pens 5

20 Safety pin 5 box

11 Hygiene materials (toilet paper, wet wipes, etc.) 
in sufficient 
number

22 First aid set/kit 3

23 First aid burn set 3

24 Seasonal clothing (gloves, boots, dress, raincoat) 3

25 Warning safety lane 10

26 Megaphone 4

27 Cupboard for above materials 2

Note: Materials to take place in the Building’s Disaster and Emergency Materials Cabinet should 
be determined by the building officers according to the number of persons in the building and 
their needs. 

Building's Disaster and Emergency Material Cabinet Checklist
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Employee Participation and Information
The relevant laws and regulations also 

specify the obligations of employees along with 

the employers in the workplace. And it is also a 

legal obligation to ask for opinions of the em-

ployees and arrange their participation. The law-

maker has also emphasised the need for the em-

ployer to provide the necessary training and 

information to the employees in order that they 

can participate in disaster and emergency plan-

ning.

The obligations of the employees can be 

summarised as: "Not to endanger health and 

safety of themselves and other employees who 

are affected by their actions or works in accor-

dance with the training they have received on oc-

cupational health and safety and the instructions 

of the employer in this respect."

Employees also have obligations in line with 

the training and instructions given by the em-

ployer. For protection against disasters and pre-

vention of accidents, the employees should:

• Use machines, devices, tools, equipment, haz-

ardous substances, transport equipment and 

other production tools safety equipment in 

the workplace correctly.

• Use and protect personal protective equip-

ment properly.

• Notify the employer or the employees’ repre-

sentative immediately when a serious and im-

minent danger to health and safety is encoun-

tered with the machinery, devices, tools, 

equipment, facilities and buildings in the 

workplace and when a deficiency is observed 

in the protective measures.

• Cooperate with the employer and employees’ 

representative in eliminating any deficiencies

•   Cooperate with the employer and employees’ 

representative to assure occupational health and 

safety in the scope of their area.

For protection from disasters and emer-

gencies and business continuity, it is not enough 

for the employer to plan and provide trainings on 

occupational health and safety. In order not to 

jeopardise the health and safety of employees in 

disasters and emergencies, arrangements should 

be made to have them participate at least in 

those of trainings organized by AFAD Presidency 

for Disaster-Prepared Turkey which are for indi-

viduals, families and workplaces. It should not be 

forgotten that there will be loss of life and prop-

erty in workplaces in disasters and emergencies. 

Hence, in addition to trainings on occupational 

health and safety, trainings on life, property, busi-

ness and service continuity in disasters and 

emergencies should also be planned to ensure 

the participation of employees in disaster and 

emergency preparedness.

As it is known, preparedness and planning 

for disasters and emergencies start with the sen-

sitivity of employees, i.e. individuals. Support and 

training of managers and personnel is, therefore, 

the first condition for a successful disaster and 

emergency planning. We should be aware that a 

good disaster and emergency preparedness can-

not be achieved on a social basis without the ma-

terial and moral support of all individuals.

Employee Training
After the earthquakes in our country, many non-

governmental organizations, private organiza-

tions, public institutions and organizations start-

ed to receive and/or provide trainings on 

disaster preparedness. However, people have 

not reached sufficient level of training on what 

to do before, during and after disasters. 
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planned in a way to satisfy the needs of the target 

group with an aim to develop more skills. Stan-

dards should be established and quality control 

should be made. Proper education and training 

programmes to create a Disaster-Prepared Work-

place should be widely developed and imple-

mented as soon as possible; topics related to di-

saster culture should be systematically included in 

primary and secondary education schedule. As 

the training progresses, the budget to be allocat-

ed to prepare employees for disasters and emer-

gencies in workplaces can be increased (Figure 

28).

       Employees and employees’ representatives, 

whether their workplaces are classified as hazard-

ous or non-hazardous, should definitely receive 

trainings on disasters and emergencies and these 

trainings should be planned to be distributed 

throughout the year. From a legal point of view, it 

is required that: "The trainings of the employees 

should be revised in accordance with the chang-

ing and emerging new risks and should be repeat-

ed at regular intervals when necessary." It is also 

stated that: "Those who are specially assigned to 

emergency affairs should be specially trained for 

the activities they will carry out." However, this 

provision should be planned and implemented for 

all employees, not only for the specially assigned 

employees.

The relevant laws and regulations provide 

that employees should be informed about occu-

pational health and safety as well as disaster and 

emergency plans. It is also stated that: "The em-

ployer shall immediately inform all employees who 

are exposed or at risk of exposure to serious and 

imminent danger about the hazards and the mea-

sures taken and to be taken against the risks aris-

ing from them." New employees are also informed 

about disaster and emergency plans in addition to 

occupational health and safety trainings. Further-

more, the risk assessment which is carried out 

during the planning process and periodically re-

newed afterwards, protective and preventive 

measures in connection with occupational health 

and safety and information obtained from mea-

surements, analyses, technical controls, records, 

reports and inspections should also be shared 

with supportive persons and employees’ repre-

sentatives.

In summary, the employer should plan and 

ensure that employees receive trainings on disas-

ter and emergency for their "safety" both at the 

beginning of their employment and periodically 

while working. Of course, the cost of disaster and 

emergency training cannot be charged to the em-

ployees. The time spent in trainings is also count-

ed as working time. If the training periods exceed 

the weekly working hours, these periods are con-

sidered as overtime work.

Employers and all employees must first at-

tend the trainings on Disaster-Prepared Turkiye 

and Disaster-Prepared Workplace organized by 

AFAD Presidency. Disaster-Prepared Turkiye 

Learn How to Be 
Prepared

Plan What to Do

Training and Drill

Supply Materials and 
Equipment 

C
O

ST

Provide Safety of People 
in the Building

Protect the Structural 
Equipment of the Buildings 

Protect The Financial 
Status 

Figure 28.  Pyramid showing relationship 
between trainings and cost. 
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Disaster-Prepared Turkiye – Contents of Training

• Basic Knowledge and Concepts of Fighting Against Disasters

• Disaster Awareness Culture

• Social Solidarity in Disaster Preparedness

• Risks in Our Living Environment

• Risk Mitigation in Our Living Environment

• Mandatory Earthquake Insurance

• Prevention of Non-Structural Risks

• Preparedness for the First 72 Hours of Disasters

• Family Disaster Plan

• Suggested Correct Behaviours Before, During and After Disasters

• First Hours After Disasters

• Basic Needs After Disasters

• Simple Search Rescue

• Fire Information

• Triage (priority during medical intervention)
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information on how to be prepared for disasters 

and emergencies starting from the bottom of the 

pyramid in Figure 28 and how to plan and imple-

ment these trainings.

Disaster preparedness of a country, city, 

district, neighbourhood, street and workplace 

starts from home. As it is, the disaster and emer-

gency preparedness activities of the participants 

of the training on Disaster-Prepared Turkiye 

starting from home will also be an important gain 

for Disaster-Prepared Workplace. In scope of the 

Disaster-Ready Turkiye training, volunteers who 

desire to take part in helping the society to gain 

the suggested behaviours before, during and af-

ter disasters such as earthquakes which fre-

quently occur in our country, are also trained as 

Trainers for Basic Disaster Awareness. Work-

places can send its employees to these trainings 

in accordance with a certain schedule to train 

their own trainers for basic disaster awareness 

and provide internal training in the organization. 

In disasters such as earthquakes, the loss 

of employees is not only a very painful case in 

workplaces, but also means a sudden loss of 

knowledge, experience and human resources.

The employer is legally liable to provide 

some opportunities to the employees and either 

to the authorised union representatives or to the 

employees’ representatives in workplaces having 

two or more employees’ representatives to re-

ceive opinions of the employees and ensure par-

ticipation of them. Such opportunities will assure 

participation of as many personnel and units as 

possible in the activities concerning disaster and 

emergency preparedness and planning. Different 

views and approaches from various units will en-

rich and strengthen the plan and help you 

generate more options and resources for solving 

the problem. Some implementation instructions 

about it are given below. (Prior to using these in-

structions, scan the sketches of the floors in your 

building which you will obtain on paper or draw 

by hand and then upload them to the computer.)

In case of earthquake and similar disasters 

and emergencies, employees fully informed 

about the support systems available both at 

work and at home will be able to successfully re-

spond to a disaster and emergency. If your em-

ployees are provided with proper planning and 

training on their responsibilities and duties dur-

ing and after an earthquake, the extent of per-

sonnel injuries, equipment/property damage and 

business interruption can be minimised. Inade-

quate training and drills for your employees will in-

crease the risk of significant losses in these areas.

In summary, it is important that your employees 

prepare their families for disasters and emergen-

cies according to a plan and schedule. By doing 

so, they will be less concerned about their family 

members and able to focus on disaster and 

emergency response in the workplace. Training 

applications have been prepared so that busi-

nesses can help their employees to plan and 

evaluate more accurately their awareness and 

training needs related to disaster and emergency 

planning.

Training Practices
First of all, we need to reflexively assimilate six 

basic behaviours for disasters and emergencies. 

Otherwise, people may freeze due to the trauma 

experienced during the disaster or run around 

unconsciously. The six basic behaviours to be 

done in disasters and emergencies are:
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1. Drop-Cover-Hold On

2. Stop-Drop-Roll

3. Crouch-Lie Down

4. Create Shelter in Place

5. Evacuate (Outward/Inward)

6. Escape-Hide-Report

Knowing these six behaviours is important 

for us to know how to protect ourselves and 

prevent loss of life in case of any disaster and 

emergency at home, at work, in the subway, in a 

skyscraper or in any other similar place. If we 

frequently practice these behaviours together 

with our families and colleagues, our reflexes 

will be activated during any hazard and lead us 

to do the right behaviours automatically.

These trainings should be received and 

practiced in order for the six basic behaviours 

for disasters and emergencies to become re-

flexive. 

The main hazards that managers and em-

ployees in the workplace may encounter and the 

basic behaviours related to them are given be-

low:

1. Drop-Cover-Hold On or Lock-Cover-
Hold On!
It is applied in disasters and emergencies such 

as earthquake, aircraft accidents, bomb threats 

and explosions, lightning and tornado.

Making a few simple preparations and 

learning basic behaviour in advance will help 

protect you from an earthquake. For instance, 

do not place heavy tools and equipment on top 

shelves, place anti- slip rubber stands under 

computers and small appliances, secure hang-

ing objects and toxic, explosive and flammable 

substances so that they do not fall, and store 

them in a way to prevent breaking of them (for 

more information, see Risk Control p. 61). 

When an earthquake starts:

• Do not remain stand-up!

• Do not run around!

• Do not go onto the balcony!

• Do not go down the stairs!

• Do not take the lift!

• Do not jump out of windows and balconies!

When an earthquake starts:

• If you are indoors, DROP and go to a sturdy 

desk, counter or table, or get under it, if ap-

propriate. Stay away from windows, doors, 

glass panes, bookcases, libraries, lamps, 

paintings, suspended objects, shelves, cup-

boards, chemicals, cookers, high furniture 

and loose structural elements.

• COVER yourself to protect your head and 

neck from falling objects, particularly with 

your back to the windows. HOLD ON the leg 

of the table to move with the shaking table 

until the shaking stops. Protect your eyes and 

face from flying objects by placing your face 

on your arms holding the table leg.

• If there is no desk or table near you, protect 

your head and neck with your arms by DROP-

ping and COVERing yourself at the bottoms 

of the interior walls. HOLD ON in your posi-

tion without being thrown and wait for the 

shaking to pass.

• If you are outdoors, stay away from the build-

ings, walls, trees, poles, signboards and ob-

jects such as power cables that mayfall down, 

protect your head and neck with your arms 

by DROPping and COVERing yourself and 

wait for the shaking to pass by HOLDing ON.

• If you are driving a car, pull to a stop carefully 

and slowly pulling at the far right of the road. 

The place where you halt should not be close 
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lines or traffic lights. When the shaking stops, 

check yourself and those around you for pos-

sible injury. Do not panic but move quickly to 

the previously designated assembly area.

2. Stop-Drop-Roll!
Since there is a possibility of fire in workplaces 

specifically depending on the sector and gen-

erally after an earthquake, the action STOP-

DROP-ROLL is of vital importance for manag-

ers, employees and their families in case of 

ignition. It is extremely important to take spe-

cial measures and organize and do drills on 

how to respond, what to do during a fire, how 

to extinguish the fire. Furthermore, important 

issues such as advancing on KNEES or CRAWL-

ING in order to avoid of being affected by 

smoke and not touching the HOT DOOR HAN-

DLES must be explained in practice. (It is of 

great importance that these measures are also 

applied for children, especially for workplaces 

with nurseries).

Disaster and emergency preparedness should 

not be limited to fires indoors. Forest fires or 

facilities such as factories, petrol stations, gas 

cylinder sale or filling stations in the immediate 

vicinity of the workplace may also pose a seri-

ous fire threat. Hence precautions should be 

taken for all fires that are likely to occur both 

inside and outside the workplace.

In workplaces, there are systems to give 

alarm, open fire hoses and communicate with 

emergency units throughout the floor, building 

or facility. In addition, anyone on the floor, 

building or facility can activate manual fire 

alarms. Be ready to evacuate the building im-

mediately, even if you cannot see or smell a fire!

Whether the fire threat comes from inside 

or outside the building, the safety of employ-

ees and personnel is paramount. Smart plan-

ning and preparedness for different types of 

fire threats ensures protection from fire and, 

where such protection is not possible, to re-

spond in the most appropriate way:

• Plan Previously:  Ensure that fire protection 

measures such as evacuation and response 

are included in your Disaster and Emergency 

Plan and are understandable and easy to 

implement by all people involved.

• Ensure Safety in All Areas: Check how much 

the safety instructions are followed. Check 

whether there are necessary fire extinguish-

ers, fire cabinets, fire hydrants, fire/smoke 

detectors, alarm ring button in the building 

and whether they are in good order and 

whether the necessary checks are carried 

out.

•  Get Knowledge About What to Do In Case 

of Fire: In order to ensure fire safety, it is 

necessary to use a smoke detector and have 

fire extinguishers in the workplace and not 

to connect a multiple electrical appliances to 

a single socket and not to leave devices that 

may cause unattended if they are on.
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• In case of fire, execute KAOS following steps:

    RESCUE: Firstly, immediately rescue people 

in danger and if possible important docu-

ments.   

    GIVE ALARM: Switch on the fire alarm, if avai

    able, or shout "FIRE" and call 110.

    CUT OFF OXYGEN SUPPLY: Close doors an

    windows or cover the fire.

    EXTINGUISH FIRE OR ABANDON: If the fire 

is small, extinguish it; if it is out of control, 

evacuate immediately.

 • Beware of smoke! Crouch and make your         

       way to a safe exit. Do not open hot doors.

 • If your clothing catches fire, STOP, DROP 

       and ROLL. Do not apply anything to the    

        burns. Just keep them under water for 10-15      

      minutes to cool them down.

KOŞ BİLDİRSAKLAN
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ing floor plans of the workplace at key points 

such as main doors can help firefighters navi-

gate the building or facility in an emergency.

• Designate Assembly Areas: A fire spreading 

quickly can create confusion and cause em-

ployees to flee to different locations. Make 

sure everyone knows where to assemble, e.g. 

a specific parking spot.

• Develop Clear Instructions: Before the first 

drill, make sure all employees understand 

what should be done and why. Go over the 

evacuation rules. Practice the STOP-DROP-

ROLL movements frequently.

• Do Fire Drills: According to the Regulation 

Regarding Fire Protection of Buildings (Offi-

cial Gazette No. 26735 of 19.12.2007), fire 

drills should be conducted at least once a 

year. When doing the fire drills, help employ-

ees stay calm reminding them that this is a 

drill and that they know what to do.

• Encourage Home Drills: Remind employees 

that drills should also be done at home. Teach 

them the basic principles of kneeling or 

crawling (smoke accumulates above the 

ground), touching the doorknob before 

opening the door (if the doorknob is hot, it 

means there is fire behind it) as well as the 

movements of STOP-DROP-ROLL (covering 

the face with hands while rolling over the 

floor to extinguish the flame on the body). 

Suggest that they share what they have learnt 

with their families.

• Follow all fire protection instructions:

 Protect your business or facility by creating 

"survival zones" around buildings. You should 

also make sure that materials in the work-

place are fire resistant and work with local 

authorities to make your workplace comp-

liant with the applicable regulations.

3. Lockdown-Lie Down!
Apply it when you hear gunfire in the vicinity 

and threats made by dangerous persons or 

snipers.

If you are indoors and hear a gunfire or ex-

plosion, ask everyone to get down on the floor.

 If you are outdoors, go inside immediately, 

lock the doors and wait quietly on the floor in-

doors. This is a behaviour widely known and 

taught abroad.

4. Build a Shelter in Place! 
Apply it in case of a leak or spill of hazardous 

materials such as Chemical, Biological, Radio-

logical and Nuclear (CBRN), smoke, gunfire, 

sniper danger or severe storms. This is a behav-

iour that is widely known and taught abroad. 

When there is a risk of a hazardous sub-
stance in vicinity:
• Stay indoors until you are told to go outdoors 

and create a safe shelter inside.

• If you are outdoors, go inside immediately 

and shut and/or block all external air intakes 

such as windows, doors, fireplaces, stoves, 

heating and cooling units in the building.

• Choose a "shelter room" or go to one desig-

nated previously. If possible, the room should 

not have a door opening to outside and have 

few and small windows.

• If you have medicines, scissors, packaging 

tape, plastic/nylon sheets, bath towels, radi-

os, flashlights, snacks, games and reading 

books easily accessible, bring them to the 

shelter.
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• Cover the doors, windows, heating and cool-

ing vents and similar air inlets of the room 

with the packaging tape and plastic sheets. 

Cut off the air intake under the doors with 

wet towels or cloths.

• Cover the mains, cable TV, internet and tele-

phone sockets with electrical or packaging 

tape.

5. Evacuate!
Evacuation is carried out in case of fire, after 

earthquakes and explosions, before and during 

floods, chemical accidents, terrorist/bomb 

threats and landslides. 

Things to do about evacuation planning:

• For fire safety, do not smoke in the buildings 

and do not connect multiple appliances to a 

single socket. Keep a fire extinguisher in the  

building and get it checked it periodically and 

learn how to use it (PASS: PULL PIN-AIM AT 

THE FIRE-SQUEEZ-SWEEP).

• Make emergency supplies ready.

• Hang the sketches of evacuation routes and 

assembly areas at prominent places. Plan the 

emergency exit signs by taking into account 

the dense smoke at the time of fire and the 

people looking for the exit by crouching. Mark 

the evacuation routes and do not place unnec-

essary items around here.

• Leave the doors of offices, workshops and 

laboratories open during working hours to 

prevent possible jamming.

• Remove items that may obstruct passage in 

corridors, stairs, in front of emergency exit 

doors and rooms and warehouses.

• Arrange the positions of office furniture and 

materials (cabinets, tables, etc.) in such a 

way to facilitate exit in case of emergency.

• Plan the exit from offices, warehouses and 

laboratories as well as the assembly areas 

outdoors.

• Teach the personnel and visitors about the 

evacuation plans and the different drills to 

be carried out at regular intervals.

• Ensure that emergency lighting lamps are in-

stalled where necessary to illuminate evacu-

ation routes in emergency and that emer-

gency lighting is adequate and in good 

order.

• Depending on the success of the drills, reor-

ganise the evacuation plan and add extra 

emergency lighting and additional emergen-

cy exits if required. 

Things to be done before evacuation:

• Determine the ways of evacuation from offices, 

workshops and laboratories by taking into 

consideration all possible injuries after the end 

of the shaking.

• Report to the authorities if injuries, destruction 

and fire are detected.

• Switch off the small fuses first and then the 

main one.

• If you suspect a gas leak, open the windows; 

DO NOT SWITCH ON/OFF THE ELECTRIC 

SWITCHES!

• Do not use candles, matches and similar flam-

mable materials.

• Extinguish all flame illuminators; switch off or 

shut off gas and water valves together with 

stoves, heaters, ranges, ovens and electrical 

appliances.

Things to be done during evacuation:

After the earthquake, with the permission of the 

Emergency Officer and by taking the safety 

measures during the evacuation, leave the build-

ing/facility immediately (through the previously 



M
A

K
E

 A
 P

LA
N specified routes) with the emergency supplies 

(prepared in advance) and go to the assembly 

area. When doing this, the following evacuation 

procedures are applied:

•  Before starting the evacuation, it is checked 

whether there is anyone who needs help in the 

next/across office/workshop/laboratory.

•  Injured people should be gathered in one of-

fice/workshop/laboratory and one staff mem-

ber should stay with them, the remaining staff 

should evacuate two offices/workshops/labo-

ratories together.

•  The building should be evacuated in each cor-

ridor starting from the offices/ workshops/ 

laboratories closest to the staircase.

•  Evacuees may bring only the most necessary 

items (such as bags) with them.

•  The evacuees should pass through the doors in 

pairs, with quick steps (without running) and 

without clustering together at the door. After 

the offices/workshops/laboratories are evacu-

ated, their doors should be closed but not 

locked for the search and rescue team to en-

ter.

•  The building/facility should be abandoned by 

passing through corridors and stairs without 

running but with quick steps.

•  Personnel not in the plant during evacuation 

should help people pass through the corridor 

and stairs in an orderly manner.

•  Personnel leaving the building assemble at pre-

determined places outdoors, squat and wait 

and take roll call. People should not enter the 

building again for any reason until the danger 

has passed.

•  If there is no structural damage in the building 

after the earthquake, it is safer to stay inside.

6. Run-Hide-Report!
RUN-HIDE-REPORT is a series of actions you 

should do in case of exposure to terrorism, i.e. a 

physical attack. Today, terrorism has become 

one of the biggest threats and problems among 

disasters caused by human all over the world. 

However, in our country, individuals, schools and 

workplaces are not yet sufficiently informed and 

trained on this issue.

In addition to your private security offi-

cers, you and some of your employees in the 

workplace may also need to be trained for this 

danger. Everyone in the workplace should adopt 

the principle of "if you see anything suspicious, 

tell it immediately", especially for suspicious 

people and packages, and apply it when neces-

sary. For some workplaces, it is useful to estab-

lish a warning system connected to local secu-

rity organizations. When conducting hazard and 

risk analyses, possible terrorist threats in the vi-

cinity of the facility and on the access roads 

should also be analysed. If it is determined as a 

result of the analysis that terrorism poses a sig-

nificant risk for your workplace, this issue should 

also be included in your Disa ster and Emergen-

cy Plan. Everyone, executives and employees, 

should identify the two nearest exits and places 

where they can hide if necessary. If you have 

employees with disabilities in your workplace, 

you should take their needs into account both in 

this respect and for all matters mentioned 

throughout this Guide (see Disaster and Emer-

gency Planning Guide for People with Disabili-

ties).

In summary, when you are subject to a 

physical attack, you should do the following 

acts to protect yourself:
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If Possible, Run During the Attack!

• Fleeing/avoiding from the assaulter is the 

first priority.

• Keep your hands above your head while run-

ning away so that the surrounding law en-

forcement officers can see that you are un-

armed.

• Leave your belongings behind.

• Help others escape if possible.

• Warn bystanders that a dangerous person is 

present and not to enter the area and, if pos-

sible, prevent them from doing so.

 If It Is Not Possible to Escape, Hide!

Move out of the sight of assaulter and hide 

(SHELTER IN PLACE/LOCKDOWN/LIE DOWN).

• Your hiding place should be out of the sight 

of assaulter and get protection if shots are 

fired in your direction.

• Keep quiet. Silence all electronic devices and 

make sure they do not vibrate.

• Lock doors, close blinds and switch off lights.

• Do not hide in groups. Spread along walls or 

make the assaulter’s job more difficult by hid-

ing separately for each other.

• Try to communicate quietly with the police. 

Use text messages or social media to report 

your location or put a sign in the window.

• Stay in place until law enforcement officers 

give permission.

Report if Possible!

• If possible, notify internal and external secu-

rity services. When you are safe, call 

155 and provide information about the shooter, 

his/her location and weapon.

The questions and training recommendations 

above may vary depending on the number of 

employees and the business line of your 

organization. The occurrence of a major earth-

quake or flood-like disaster in your area may 

prevent your employees from coming to work 

for days or even weeks. Your workforce is crucial 

to keep up your business. The safety of your em-

ployees can also be greatly threatened by non-

structural hazards such as falling objects and 

debris. The Employees Awareness and Training 

Checklist in the next page may show you some 

of your shortcomings and accordingly you may 

want to organise or plan an Employees Aware-

ness Campaign. For this, you can follow the 

steps suggested below. 

For instance, although you cannot control 

or predict an earthquake, you can train your em-

ployees about simple steps they can take to 

mitigate hazards in their homes before a disas-

ter. Raising their awareness on household haz-

ards and teaching them how to secure their be-

longings can save their lives and ultimately your 

business in the event of an earthquake.

Organise an Employees Awareness
Campaign
AFAD organises many training programmes to 

ensure people take action and have awareness to 

mitigate the risk of earthquakes and similar dis-

asters Studies show that repeated messages are 

effective in changing the habits of society and 

individuals. Simple but effective messages, when 

repeated with appropriate frequency, can trigger 

considerable behavioural changes.

Plan Your Campaign:
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Are disaster and emergency plans and methods included in the training programmes your 
business provides to its employees?

Are floor plans showing the location of exit routes and stairs on all floors placed 
prominently?

Have you conducted a survey on the skill level of your employees?

Have you created a list of emergency response training requirements of your business 
(e.g. first aid, assessment of building damage, small-scale rescue, survival, use of fire 
extinguisher, etc.)?

Are all employees aware of their duties and responsibilities during disasters and 
emergencies?

Do your personnel know the emergency shutdown/cut-off methods and controls in the 
work areas?

Do all your employees know the meaning of different audible and/or visual alarm systems?

Have your employees created a family Disaster and Emergency Plan at home?

Have your employees prepared personal disaster and emergency kits for their families for 
72 hours or more?

Have your employees identified offsite telephone connections for themselves and their 
families? Have they identified assembly areas for their families (e.g. weekday, weeknight 
and weekend)?

Awareness and Training of Employees Checklist

Some of the safe behaviours in the face of 

physical attack can also be learned from 

the following trainings organized by AFAD 

Presidency and Provincial Directorates:

• Disaster-Prepared Family

• Disaster-Prepared Workplace

• Disaster-Prepared Young People
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• You can plan your campaign week to coin-

cide with the anniversary of an earthquake, 

special days or months such as Red Crescent 

Week, Occupational Safety Week, Civil De-

fence Day or Disaster Training Preparedness 

Day.

• If you inform the local Disaster and Emergen-

cy Managers about your activities before you 

start the campaign, they may offer you addi-

tional ideas or be willing to participate. More 

and up-to-date information is available on 

the official website of AFAD Directorate in 

your province.

• You can inform your employees by e-mail or 

verbally that you launch an Awareness Cam-

paign on Disaster-Prepared Workplace (see 

Template A as an example) to provide them 

with the tools for identification of risks, plan-

ning and making their plans.

• Place Disaster-Prepared Workplace posters, 

desk ads, bulletin boards and AFAD products 

in co-working areas.

• Send the Tip of the Day/Week for Disaster-

Prepared Workplace to your employees by e-

mail at the beginning of each week or every 

morning. These will provide information about 

risk mitigation actions that your employees 

can do at home.

• Upload Disaster-Prepared Workplace videos 

to the website of your company or share re-

lated web pages of AFAD.

Associate the Campaign with Your

Employees: 

• Employee Survey: Before the campaign, use 

an online survey tool to measure risk mitiga-

tion awareness of your employees and ask 

them what steps they have taken to mitigate 

hazards in their homes. Conduct a survey 

again after the campaign and measure its ef-

fectiveness. If the results are positive, commu-

nicate this success to your employees via e-

mail or corporate newsletter.

• Assign the Safe Workplace Team: Identify 

one or more people who can act as "team 

leaders" for earthquake mitigation actions and 

encourage others. This can be a good oppor-

tunity to increase motivation or to highlight 

specific employees.

• Bring organizations/individuals together 

through invitations: Invite local officials to talk 

about earthquake risk mitigation, present vid-

eos about Disaster-Prepared Workplace, pur-

chase earthquake risk mitigation supplies and 

draw lots after a meeting for giving them to 

your employees. For instance, distribute a 

Home Hazard Hunt form and discuss on it.

Other Recommendations:

•  Collaborate: If you are a small business, coop-

erate with neighbouring organizations or the 

Chamber of Industry and Commerce to get 

adequate information on earthquake mitiga-

tion. If you are a large company, cooperate 

with AFAD, police and fire departments, risk 

mitigation supply companies, hospitals, etc. to 

obtain information on risk mitigation and pre-

paredness.

•  Organise a Competition: Once employees are 

more aware of earthquake risk mitigation, cre-

ate a competition for disaster preparedness at 

home. You can give non-financial incentives 

such as certificates of achievement, public 

recognition or achievement awards to the em-

ployees who make the most effort. These pic-

tures can be posted on your company's web-

site or newsletter, e-mailed to customers or 

stakeholders, or shared with the local media.
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Template A: Disaster-Prepared Workplace Campaign Announcement for Employees

Dear Employees,

As you know, if you live and work in an active seismic zone, earthquakes pose a potential threat to 
your safety at work and at home. That is why we organize a Disaster-Prepared Turkiye Workplace 
awareness week to help you identify your risks, make a plan and take action. On each day of in 
the week of our campaign, we will provide different tips to help you understand how to mitigate 
hazards and better secure your home and its contents. At the end of the week, we invite you to 
join (name of the event) to answer all your questions

To learn more about earthquake risk mitigation or download Disaster-Prepared Workplace links 
for businesses, please visit www.afad.gov.tr/afadem/afete-hazir-isyeri. Earthquakes can happen at 
any time. We [Company Name] care about the safety of you and your family and hope you find 
information about the Disaster-Prepared Workplace useful.

Sincerely yours,

[Company officer]

Template C: Sample for Speech Key Points 

• As seen in the seismic hazard map of AFAD, our region is under earthquake risk.

• As you know, our society has been exposed to major earthquakes in recent years.

• Each major earthquake caused loss of life and great financial losses.

• [Indicate here what obligations the organization has to provide for the safety of its employees 
and customers, especially in terms of its commercial activities.]

• To build a resilient society, all organizations should share their practices and resources to 
mitigate earthquake risk.

• You can reduce and potentially prevent future earthquake damage by following three-step risk 
mitigation process for Disaster-Prepared Workplace:

o Assess your risk

o Make a plan

o Take action

•  To learn more about earthquake risk mitigation, visit the official website of AFAD to obtain 
and continuously update disaster mitigation data in relation to Disaster-Prepared Workplace for 
businesses.
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Template B: Sample for Media Press Release 

Company Name] We Launch an Awareness Campaign for Our Employees to Create a "Disaster-
Prepared Workplace" 

(Date, city, province) Having completed Earthquake Risk Mitigation program, [company name] 
......................... launches a one-week Disaster-Prepared Workplace awareness programme for its 
employees from the date of ……………………….  The campaign is conducted to enable employees to 
identify their risks at home, prepare a risk mitigation plan and finally take action against hazards. 

The Disaster-Prepared Workplace programme has been developed by the Disaster and 
Emergency Presidency (AFAD) believing that no segment of society will be fully recovered from 
earthquake damage until businesses in the affected area are operational again. Since businesses 
will not be ready to resume operations after an earthquake, mitigation of earthquake loss is an 
economic priority for them. The goal of the programme is to encourage businesses under risk 
and their employees to create a Disaster-Prepared Workplace and to maintain current efforts for 
mitigation of earthquake hazard throughout the year.

Objects that can be easily secured by means of simple and cost-effective solutions can cause 
many losses of life and property during an earthquake because of not doing so.

Planning these risk mitigation activities include the following:

- Securing bookcases and shelves to walls to prevent them from falling;

- Having knowledge on how and when to switch off the utilities;

- Securing ceiling fans and lighting fixtures.

At the end of the week, ......................... [company name] shall host the …………. [event name]. 
Media participation will be encouraged. To make appointment for an interview, please contact 
......................... [company contact/representative].

For more information on earthquake risk mitigation or for downloading links of Disaster-Prepared 
Workplace for businesses, please visit:  www.afad.gov.tr/afadem/afete-hazir-isyeri 

About Our Business:

[Insert a paragraph describing your organization and achievements of it.]

To learn more about our company and its activities, please visit our [website].
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Template D: Sample for Press Release 

CONTACT: [Name]

[Heading]

[Phone Number, e-mail]

[Company Name] Launches an Awareness Campaign for Our Employees to Create a “Disaster-
Prepared Workplace” 

(Date, city, province) Having completed Earthquake Risk Mitigation program, ……………. [company name] 

launches a one-week Disaster-Prepared Workplace awareness programme for its employees from the 

date of ……………………….  The campaign is conducted to enable employees to identify their risks at home, 

prepare a risk mitigation plan and then take action against hazards. 

The Disaster-Prepared Workplace programme has been developed by the Disaster and Emergency 

Presidency (AFAD) believing that no segment of society can be fully recovered from earthquake 

damage until the businesses located at the affected area are operational again. Since businesses will not 

be ready to resume their operations after an earthquake, mitigation of loss caused by earthquake is an 

economic priority for them. The aim of the programme is to encourage businesses under risk and their 

employees to create a Disaster-Prepared Workplace and  to maintain current efforts for mitigation of 

earthquake hazard throughout the year.

Objects that can be easily secured by means of simple and cost-effective solutions can cause many 

losses of life and property  during an earthquake because of not doing so.

Planning these risk mitigation activities include the following:

- Securing bookcases and shelves to walls to prevent them from falling;

- Having knowledge on how and when to switch off the utilities;

- Securing ceiling fans and lighting fixtures.

At the end of the week, ......................... [company name] shall host the…………. [event name]. Media 

participation will be encouraged. To make appointment for an interview, please contact ......................... 

[company  contact/representative].

For more information on earthquake risk mitigation or for downloading links of Disaster-Prepared 
Workplace for businesses, please visit:  www.afad.gov.tr/afadem/afete-hazir-isyeri 

About Our Business:

[Insert a paragraph describing your organization and achievements of it.]
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For AFAD trainings on earthquakes and similar disasters and emergencies, visit the following 
website: www.afad.gov.tr/afadem/toplum-egitimleri

Template E: Sample for Press Release 

*****MEDIA RELEASE*****

................................................. [Organization name] shall host an information fair for the community to 

mitigate earthquake risk.

Local businesses, community leaders and citizens will be encouraged to participate in a training event 

through the programme of Disaster-Prepared Workplace.

WHEN:   ................................................. [day], [date], [time]

WHERE:  ................................................. [location]

EVENT: [striking activities such as the following]

• Community and business leaders from [districts] will talk about how they mitigate potential 

earthquake risks.

• There will be various speakers including Mayor, Local Disaster and Emergency Officials, disaster 

experts (Names).

• Students [specify number] will participate in various entertaining and training activities about 

mitigation of earthquake.

Opportunities of Taking Photo/Communication:

[Insert spokespersons]

[Insert community leaders / business leaders / local celebrities]

[Insert examples of active photo opportunities that could be utilised]

For More Information:

[Contact name, e-mail, telephone]

About Our Business:

[Insert a paragraph describing your organization and its achievements.] [Your Business Line] For more 

information about our company and its operations, please visit .......................................... [website].
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campaign to revise next year's campaign and 

answer these questions: (1) Which communi-

cation tools worked well?  (2) How can the 

message be kept up-to-date? (3) Can there 

be new ways for a Disaster-Prepared Work-

place?  Make sure the relevant website of 

AFAD is checked frequently to update infor-

mation and materials.

Suggestions You Can Share with Your

Employees about Their Houses:

• Position heavy objects such as paintings, mir-

rors or high wardrobes away from areas such 

as beds and sofas.

• Fix high furniture and bookcases to the walls 

with bolts. Secure valuables to shelves to pre-

vent them from slipping off their supports.

• Place latches on cupboard doors, especially in 

your kitchen.

• Secure heavy or valuable items to shelves or 

tables.

• Secure filing cabinets, computers, televisions 

and machines that may move in an earth-

quake.

• Use easy-adhesive putty to secure fragile ob-

jects on tables and shelves.

• Store potentially hazardous substances such 

as cleaning agents, fertilisers, chemicals and 

petroleum products in suitable containers and 

in sturdy cabinets attached to the wall or 

floor.

• Place large or heavy objects on lower shelves 

and store breakable items in lower cabinets.

• Call a carpenter or electrician to determine 

whether lighting fixtures and modular ceiling 

systems are securely fastened.

• Make sure your water heater is secured to the 

wall. If you use propane gas, make sure the 

storage tank is secured. Unsecured water 

heaters can often fall during earthquakes, cut-

ting off water and gas connections.

• Secure heavy objects to the building through 

walls, floors, ceilings, etc.

• Make sure that all gas heaters and appliances 

are connected to the gas pipe via flexible 

pipe.

• Relocate objects to prevent those blocking 

exits.

• Secure your wood-burning stove to the wall 

or floor. Make sure you have an easily acces-

sible fire extinguisher.

Among other potential hazards inside the 

home are shelves, windows, lights, crockery, 

breakable materials, tables, desktop items, filing 

cabinets, and ventilation channels. To secure dif-

ferent objects, you may get straps, latches, 

brackets, bracing kits, bonding products, earth-

quake wax, earthquake putty, wire, and bolts 

from most of the local hardware stores. In some 

cases, you may be able to eliminate a hazard by 

reducing number of objects or consider replac-

ing them with a safer alternative.

Make Use of Media 
• Utilise the media to announce and give infor-

mation about your awareness campaign. Do-

ing so can enhance the reputation of your 

business and encourage the industry at large 

to promote the Disaster-Prepared Workplace.

• Consider inviting a local TV channel or radio 

or newspaper reporter to publicise your event 

(see Template B for an example).

• Promote your competitions and prize-giving 

events through the media.
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Make Use of Social Media
If your company uses social media platforms 

such as Facebook, Twitter, Instagram or Linke-

dIn, sharing your Disaster-Prepared Workplace 

Training and Awareness campaign on these 

platforms can help you create an agenda and 

attract attention. When doing so, continuously 

post contents that emphasise any of the actions 

under the "Plan Your Campaign" section above. 

Introduce an employee or provide updates on 

your company's risk mitigation efforts. You can 

also present successful examples of Disaster-

Prepared Workplaces on social media during 

the campaign week.

Build Partnerships 
Businesses in special and industry in general 

provide support to each other concerning pre-

paredness for disasters and emergencies and 

mitigation of potential loss of life and property. 

Partnerships for hazard mitigation generate 

knowledge, solve problems and assist in plan-

ning. Examples of co-operation through part-

nerships include:

• Development of risk mitigation projects and 

plans;

• Share of access to specialised tools and ex-

pertise, such as geographic information sys-

tems (GIS);

• Risk assessment of security gaps;

• Receipt of architectural and engineering as-

sistance;

• Facilitation of authorisation and approval 

procedures;

• Conduct of industrial surveys;

• Hosting risk mitigation symposia, work set-

up meetings and professional strengthening 

seminars;

• Organization of marketing activities, collab-

orative expansion activities and awareness-

raising seminars.

Partnership Proposals:
• Organise Disaster-Prepared Workplace 

events to mitigate the risks of your work-

place. Invite experts on the subject.

• Work together with other important organi-

zations such as hospital, bank, local govern-

ment authorities, fire department, police and 

retailers in your neighbourhood on earth-

quake measures. Discuss how an earthquake 

could affect the whole community and how 

to mitigate its risks.

• You can work together with local authorities, 

disaster coordination centres and AFAD on 

earthquake preparedness depending on 

your location. Visit Provincial Directorates of 

AFAD for contact details of organizations 

and individuals involved in earthquake miti-

gation at country, provincial or civil society 

scales.

• Use free communication networks: Research 

news releases, website headlines and public 

service announcements and similar field 

studies and assess the costs associated with 

earthquake risk mitigation against potential 

damages. Communicate the collected infor-

mation to partner stakeholders.
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Earthquake Awareness Day.

• Publish your achievements and initiatives on 

the website of your company. Show what you 

can do to protect business investment, in-

cluding potential investors and build a sus-

tainable sector. Use social media as a promo-

tional channel.

• Work with community leaders such as 

mukhtars, imams, etc. to promote risk mitiga-

tion and emergency response planning at lo-

cal and provincial level, and take initiatives to 

improve public infrastructure, including com-

munications, transport and utilities.

Share Your Successes
If you have taken the right steps to become a 

Disaster-Prepared Workplace by identifying 

your risk, making a plan and taking action, now 

it is time to share success story of your risk mit-

igation. By informing your industry about how 

you have reduced risks, you can encourage 

others to do the same. Creation of a highly mo-

bile organization ultimately creates a sector 

that can recover and adapt quickly. Sharing 

your success story not only informs your indus-

try and the local community about how to mit-

igate hazards, but can also provide an opportu-

nity to promote your business and services.

Before publishing your risk mitigation 

success story, it is important to organise your 

social aid plan and consider the following 

points:

Identify Your Target Audience:

• Identify Your Target Audience:

• Employees

• Customers

• Other Organizations

• Surrounding Communities/Local Community 

• Local Administrations 

• Public Servants

• Chambers of Commerce

• Local Media

Define Your Slogans: 

• "We are all in this together!"

• "Get information about Disaster-Prepared 

Workplace from website of AFAD."

• Other

       As a case study, you could organise a forum 

with members of the Chamber of Commerce to 

encourage action in the workplace and gain vis-

ibility in the media.

Prepare Your Speech
Your speech should be consisted of one or two 

sentences to summarise your story, guide the 

speakers and emphasise your key messages 

(see Template C).

Prepare Your Press Materials
• Press releases are used to publicise your story

   (see Template D).

•  A media release or media message is created 

   to publicise an event to broadcasting media 

   (radio or television) (see Template E).

Planning Documentation
Planning documentation brings to mind that all 

activities performed for disaster and emergency 

preparedness are brought together according to 

certain principles and format and a written plan 

is created. Different formats are proposed by dif-

ferent institutions and organizations. The Minis-

try of Environment and Urbanisation of the Re-

public of Turkiye published the Communiqué on 

Internal Emergency Plans to Be Implemented in 

Major Industrial Accidents on 15 August 2020. 

The purpose of this communiqué is to set forth 
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the procedures and principles for the Internal 

Emergency Plan that the operators of high-level 

organizations specified in the Regulation Re-

garding Prevention and Mitigation of Major In-

dustrial Accidents published in the Official Ga-

zette bis 30702 of 02.03.2019 should prepare or 

have prepared in accordance with Article 13 of 

the regulation in question. In the Appendix of this 

Communiqué (Appendix-1), it is stated that the 

working groups in the Internal Emergency Plan 

are prepared in accordance with the Turkish Di-

saster Response Plan (TAMP), recommending 

formation of nine working groups.

After giving the rules about the format of 

the Internal Emergency Plan, its content is sum-

marised as follows:

1.   Introduction

2.  Information about the Organization

3.  Big Accident Scenario List

4.  Emergency Response Scenarios

5.  Emergency Management System

6.  Emergency Response Organization

7.   Resources for Response Operations

8.   Communication

9.    Steps to Be Followed in Case of Emergency

10.  Other/Additional Information

Besides, in the Emergency Plan Preparation 

Guide published in 2017 by the General Director-

ate of Occupational Health and Safety, Ministry 

of Labour and Social Services of the Republic of 

Turkiye, the content of the Emergency Plan 

should be consisted of the following headings as 

a minimum:

• Title and address of the workplace and name of 

the employer;

• Name, surname and title of the persons who 

prepared it;

• Date of preparation and validity date;

• Identified emergency situations;

• Preventive and restrictive measures taken;

• Emergency response and evacuation methods;

• "Safe place" (assembly areas) designated for 

emergencies;

• Information about the hospital nearest to the 

workplace (name, map representation, etc.);

• Sketch showing the workplace or parts of the 

workplace, including the following elements:

• Locations of the emergency equipment, 

including those to be used for extinguish-

ing fire;

•  Locations of first aid supplies;

• Evacuation plan showing escape routes, 

assembly areas and warning systems if 

available;

• Name, surname, title, area of responsibility 

and contact details of the assigned em-

ployees and their substitutes, if any;

• Contact numbers of organizations outside 

the workplace in connection with first aid, 

emergency medical intervention, search 

and rescue and firefighting.

The pages of the Emergency Plan shall be 

numbered and each page shall be initialled 

and the last page shall be signed by the per-

sons who prepared it and the plan shall be 

kept in the workplace so that it can be easily 

accessed by the teams that will fight against 

the emergency. The sketch prepared in scope

of the Emergency Plan is kept hanging in eas-

ily visible places of the building.

Established in 2009 pursuant to Law No. 

5902, the Disaster and Emergency Manage-

ment (AFAD) Presidency has prepared the 

Turkish Disaster Response Plan (TAMP) accord-

ing to Law No. 7269 on Measures to Be Taken 

and Aids to Be Provided in Case of Disasters 
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7126, Regulation Regarding Disaster and Emer-

gency Management Centres, Regulation Re-

garding Disaster and Emergency Services and 

UDSEP (National Earthquake Strategy Action 

Plan).

Turkish Disaster Response Plan (TAMP)
With TAMP, it was specified who will do what in 

the event of a disaster and how the response will 

be carried out within what kind of organization 

through 28 Working Groups according to the na-

ture of the services carried out in the response.

Prior to TAMP (in 2007), the "Regulation 

Regarding  Fire Protection of Buildings" was pre-

pared under the coordination and execution of 

the General Directorate of Civil Defence, still valid 

throughout the country in Turkiye, covering post-

earthquake fire safety to ensure the measures to 

be taken before and during the fire and the orga-

nization, training and supervision to ensure the 

extinguishing by minimising the loss of life and 

property by fire broken out in any way during the 

design, construction, operation, maintenance 

and use of all kinds of structures, buildings, facili-

ties and businesses used by public, private insti-

tutions and organizations and real persons.

And, previously, many institutions and or-

ganizations prepared a Precautions Plan includ-

ing precautions concerning Civil Defence and 

various matters (e.g. Shelter, Warning Alarm, Fire, 

Protection and Backup of Valuable Machinery/

Documents, Vehicles/Materials and Substances, 

Concealment, Evacuation and Dilution) in accor-

dance with this regulation and had it approved 

by the Local Administrative Authorities and kept 

it to be applied when necessary.

Sections of the Precautions Plan:

Page for Approval

Establishment and Duties of the Civil Defence 

Commission

Section I: General Situation

Section II:

Protective Preparatory Measures

a) Constructional Protection and Shelters

b) Precautions Against Fires

c) Protection and Reservation of Impor

tant Facilities, Materials and Supplies

d) Concealment 

Section III: Firefighting Teams

Teams Formed:

1. Fire Extinguishing Team

2. Rescue

3. First Aid

4. Protection

Section IV: Mutual Assistance and Cooperation

Section V: Evacuation and Dilution

Section VI: Equipment and Supply

Although this Precautions Plan is no longer 

relevant, sections such as Mutual Assistance and 

Cooperation, Evacuation and Dilution, and 

Equipment and Supply are still relevant today.

In summary, the Disaster and Emergency 

Plan contains:

• Plan documentation in accordance with all rel-

evant regulations;

• Name, surname, title, areas of responsibility 

and contact information of those assigned in 

the workplace and in the plan;

 Preventive and restrictive measures proposed 

for the hazards (disasters and emergencies) 

addressed in the previous and subsequent 

sections of the Guide and the deficiencies 

identified with the help of checklists;
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• Information on those assigned to emergency 

teams and their substitutes;

• General contact details and telephone chains;

• Evacuation plans;

• Disaster and emergency equipment and sup-

plies;

• Standard Operation Procedures (SOP).

Sample of Main  Disaster and Emergency Plan Sections: 

A. Introduction

Objective of the plan

Target of the plan

Corporate policies 

Summary of preparedness for emergency 

D. Disaster and Emergency Response

Life saving

Detection of damage 

Communication and mutual aid

Infrastructure/Connections 

B. Risk Identification 

Types of hazard

Loss levels of hazards 

Business Impact analysis

Mitigation of hazard 

E. Recovery/Continuity of the Business 

Personnel availability and plant assessment 

Assets and services 

Personnel call-back diagram

Data network and communication

C. Preparedness for Disaster and Emergency 

Organization/structure

Mitigation of hazards

Infrastructural services/connections, records and

basic services 

Raising awareness and training of the employees

and methods 

Assets and resources
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Step 3

Take Action 
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General Information
According to a study conducted by Bu-

siness Insider between 2000 and 2015, natural 

disasters cost the global economy $2.5 trillion, 

while one in three small business owners reports 

being directly affected by storms or extreme 

weather conditions. The Institute for Business 

and Home Safety (IBHS) also predicts that 25% 

of businesses will close and never reopen after a 

natural disaster.

This is why preparing and implementing 

a Disaster and Emergency Plan is so important, 

because its success rate determines how well a 

business can respond to and recover from a di-

saster or emergency and how quickly it can get 

back on track. This Guide summarises the steps 

a workplace should take to achieve this. With a 

Disaster and Emergency Plan, a company can 

use its business risk analysis to define recovery 

strategies and the resources and actions needed 

to maintain business continuity. To ensure this 

continuity, part of its plan should include tem-

porary manual solutions for automated proces-

ses, such as taking customer orders or collec-

ting data.

When it comes to disaster and emergency 

planning, employers should recognise that they 

must first "expect the unexpected" and "prepa-

re for the worst". Today, it is increasingly chal-

lenging for businesses to prepare for an expan-

ding scope of risks, together with increasingly 

complex threats and hazards. Undoubtedly, 

traditional threats such as severe weather and 

armed attacks still take precedence, but uncon-

ventional scenarios such as advanced cyber se-

curity attacks or misinformation campaigns on 

social media must also be considered, planned 

for and, where necessary, implemented.

Disasters and emergencies are unpredictab-

le and costly events. Earthquake and similar thre-

ats are realities that our country cannot avoid. In 

addition to the potential for a major earthquake in 

the Marmara Region, even a power failure which 

only cuts off telephone systems or prevents order 

processing for a single day can lead to major re-

venue loss. However, by taking the proactive steps 

discussed in this Guide, you can minimise the ad-

verse impacts of such disasters and emergencies 

on your business.

10 Steps to Consider in Disaster and 
Emergency
If we summarise the topics addressed throu-

ghout the Guide for all these disasters and emer-

gencies, as well as the targets not yet mentioned, 

you should consider the following 10 steps:

1. Remember Safety Comes First

Make sure that employees and customers will 

be safe in the event of a disaster or emergency, 

and take the actions recommended in this Gui-

de before a disaster or emergency occurs. Af-

ter any incident that endangers people's lives, 

your number one priority is to make sure that 

no one in and around your facilities is harmed. 

In the aftermath of disasters and emergencies, 

be sure to keep an accurate count of employe-

es and visitors so that you can immediately re-

port injuries or missing persons to emergency 

personnel.

2. Determine Whether You Need a Temporary  

    Facility If Your Business is Disrupted 

When your facility encounters hazard, it can be 

difficult or even impossible to resume operati-

ons. You may therefore need to quickly answer 
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the following questions:

• Where will important equipment and docu-

ments be stored?

• Will your employees need to work from 

home?

• Can a facility/office etc. be used temporarily? 

For instance, you may need to use a mobile 

office or tent, or a secure building that you 

have identified in advance.

3. Form a Telephone Chain for Quick Access 

    to Key Contacts

You should have at least a contact list of first 

responders, local hospitals, your insurance bro-

ker, your emergency material supplier and simi-

lar key contacts. You should also be able to as-

sess the availability of resources to get logistical 

support. For this purpose, stay in contact with 

your logistics stakeholders that you have inclu-

ded in the disaster and emergency plan before 

the disaster.

4. Activate the Disaster and Emergency Plan

The activation of your disaster and emergency 

plan under these conditions, which you have 

previously prepared and trained your employe-

es about it, is the key to assure the safety of life 

and property at every possible level in the 

workplace and to keep your business operatio-

nal. Thanks to this plan, you can:

•  Communicate with your key personnel and 

their areas of responsibility.

•  Set up a telephone chain to inform those on 

and off duty.

•  Notify about temporary work location and 

changes in procedure.

•  Bring your employees together and ensure 

continuity of work.

•  Ensure the participation of employees in di-

saster and emergency response and recovery 

efforts and instil confidence in them and the 

future.

5. Work with Disaster and Emergency

     Experts

Carry out your disaster and emergency activi-

ties with expert disaster and emergency mana-

gers from the beginning to the end. Pay attenti-

on to the following issues for this purpose:

• Security record: The records of trainings 

the expert has participated about his/her 

field of speciality and certificates obtained 

by him may give an idea about the disaster 

management culture and his/her compe-

tence in his/her field.

• Level of experience: The more incidents a 

disaster and emergency manager has ex-

perienced, the more quickly and effecti-

vely he/she can help you manage a crisis.

• Reliable references: Don't forget to ask for 
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references from the people who will help 

you in disasters and emergencies. Since 

this disaster and emergency expert will be 

an important part of your team for a cruci-

al period of time, it is important that he/

she is good at his/her job.

6. Configure Your Accounting and

    Procurement System

When you address concerns about loss of life 

and property, you should also start to take a bro-

ader view and consider the accounts receivable, 

accounts payable and similar accounting items 

that will directly and indirectly affect business/

production/service continuity. Hence one of the 

things that should be at the top of your disaster 

preparedness to-do list should be to organise 

your accounting and procurement systems in 

such a way that you can continue to keep track 

of dealers, suppliers and the like to calculate da-

mage costs after a disaster or emergency.

7. Check Your Supply Chain

For production after disaster and emergency, in-

form the organizations in your supply chain that 

you have experienced a disaster and determine 

whether their ability to provide you with what 

you need to run your business efficiently after 

the disaster is affected. Consequently, decide 

how to organise temporary work to support 

parts of your organization to continue business 

as usual. 

Likewise, you should inform your custo-

mers along with the group that covers your 

post-production activities such as transport, 

storage and distribution that you have experien-

ced a disaster and that you will resume regular 

production and service as soon as you are able. 

As a sign of loyalty and trust, let them know 

whether your doors will be fully or partially 

open through the recovery process after disas-

ter and emergency.

8. Make Sure Key Personnel Fulfil Their

    Duties during a Disaster and Emergency   

    Properly

The duties and responsibilities of key personnel 

in the workplace for response during disasters 

and emergencies must be defined in the plan 

very well. For this purpose, you should defini-

tely see with your own eyes that each person 

fulfils his/her intervention duty in the crisis sa-

fely and effectively with different levels of drills 

and repetitions as if a disaster has occurred, i.e. 

in disaster mode. Personnel should understand 

what to do before, during and after a disaster 

and emergency and should be able to fulfil their 

responsibilities without any problems.

9. Consult Your Insurance Company

It is very important to be able to communicate 

directly with your insurance company so that 

you can recover your losses quickly and to a 

large extent. If you fail to apply and document 

properly and/or delay too long, your claim may 

be delayed or rejected altogether. To avoid po-

tential problems with your claim, inform your 

insurer and/or intermediary about your losses 

as soon as possible and in as much detail as 

possible (including, but not limited to, the fol-

lowing):

• What was damaged and how much?

• What day and time did the incident occur?

• Which insurer will be contacted first?

• What is your new plan to make the area safe?
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10. Implement Your External

     Communication Procedure

After a disaster and emergency, you need to 

convey information about your situation to both 

your sector and the society correctly. The most 

appropriate solution would be to appoint an ex-

ternal communication team consisting of your 

public relations, media and similar units in ad-

vance and to draft the press releases to be issu-

ed by this team and attach them to the plan. 

This team will also be able to follow the news 

and rumours about your company from all press 

and media institutions, including social media, 

and contact and correct them when necessary.

Knowing what to do before, during and af-

ter a disaster or emergency can make a big dif-

ference to your business life. But as this Guide 

shows and as summarised in the 10 steps above, 

disasters and emergencies require multi-face-

ted planning. The more risk mitigation, prepa-

redness, training, drills and similar activities you 

carry out beforehand, the more competent you 

and your team will perform under the stress of 

a disaster and emergency. There is no other way 

and especially no shortcut!

However, there are some difficulties that 

prevent workplaces from carrying out these ac-

tivities. Developing a good Disaster and Emer-

gency Plan for your workplace can minimise 

potential disruption of business while protec-

ting your employees, key business interests, re-

lationships and assets. Unfortunately, some 

companies are not able to survive disasters be-

cause they do not pay enough attention to 

planning in this regard.

You may encounter some challenges when 

developing a Disaster and Emergency Plan for 

your workplace. In order to overcome these 

challenges, it is useful to know them in advance 

and be prepared.

Possible Barriers Against Disaster 
and Emergency Planning in 
Workplaces and Their Solutions 

1. Lack of Management Support

It is difficult to make a cost/benefit analysis for 

business continuity in disasters and emergen-

cies. Unless there are legal sanctions, employers 

and company managers may not consider 

"what happens in a disaster or emergency" sce-

narios. Managerial decisions are usually made 

based on concrete financial criteria and priori-

ties that benefit shareholders and the company. 

Question marks may arise as to how useful the 

measures in the Disaster and Emergency Plan 

will be. The benefits arising from the risk identi-

fication and mitigation activities linked to the 

Disaster and Emergency Plan are dynamic and 

not limited to a single structure, department or 

process.

Providing executives and other organizati-

onal decision-makers with concrete financial 

statistics, detailed vulnerability data and hazard 
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analyses on the impact of disasters and emer-

gencies can yield positive results. Professional 

reports and documents that highlight increa-

sing threats and vulnerabilities, such as the Glo-

bal Risks Report published by the World Econo-

mic Forum (WEF), can help guide and inspire 

executives to implement sustainability efforts 

such as disaster and emergency preparedness.

2. Budget Constraints

Since companies are profit-driven, they may ig-

nore risk mitigation measures within the scope 

of the Disaster and Emergency Plan due to ot-

her priorities. Therefore, it may be useful to cal-

culate the cost of measures to be taken for each 

critical process against the cost of interrupting 

a critical process. Such a comparison may make 

your budget requirement more convincing.

In addition, you can show the steps to be 

taken for the implementation and completion 

of your critical work in the Disaster and Emer-

gency Plan together with other priorities with 

the help of a timeline. In this way, companies 

can identify and rank the most critical business 

processes and implement the risk mitigation 

measures in the Disaster and Emergency Plan, 

taking into account the priorities therein. Since 

most processes are intertwined, small steps 

towards ensuring continuity are also steps 

towards overall disaster and emergency prepa-

redness and business continuity.

3. Maintaining a Culture of Preparedness

Employees trained in disaster and emergency 

management procedures will also be prepared 

for an operational failure. Managers who emp-

hasise and adopt safety and continuity measu-

res ensure that a working environment 

reflecting these principles is created and a ge-

neral culture of preparedness is maintained.

4. Lack of Training and Disaster Awareness 

Managers and employees can determine the 

contribution limits of disaster and emergency 

specialists according to the company and pro-

cess vulnerabilities they identify. Planning and 

training should address general disaster and 

emergency preparedness and detailed stan-

dard operating procedures for activating the 

Disaster and Emergency Plan. The training con-

tent should be based on a flexible procedure 

that allows continuous assessment of disaster 

and emergency requirements and provide opti-

ons for each scenario. If it is not possible to con-

duct disaster and emergency preparedness ac-

tivities under the responsibility of managers, 

companies should consider working with con-

sultants specialised in disaster and emergency 

preparedness and business continuity planning.

5. Employee Turnover Rate

The review of the duties and responsibilities in 

the Disaster and Emergency Plan should also 

include the training of new recruits. Such a pra-

ctice will ensure the continuity and develop-

ment of knowledge, standard operating proce-

dures, emergency and business continuity 

procedures and plan operability. Companies 

can also benefit from the personnel change 

process. New recruits may have experience or 

knowledge on disaster and emergency and bu-

siness continuity.

6. Continuous Preparedness

In the context of disaster and emergency mana-

gement, business continuity processes can be 
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implemented as part of Standard Operating 

Procedures (SOPs). With the help of good 

practices such as backup procedures, mobile 

or flexible working environments and alterna-

tive supply chains, a reasonable level of conti-

nuity in workflow can be ensured in case a fa-

cility or personnel or process is unavailable.

7. Coordination with External Responders/

    Suppliers

AFAD's method of response to disasters and 

emergencies and the terminology it uses can 

also be adopted by workplaces. In a chaotic 

environment such as disasters and emergen-

cies, coordination and two-way communicati-

on are important factors for workplaces in ter-

ms of disaster preparedness and business 

continuity. Therefore, one of the most impor-

tant issues in disaster and emergency prepa-

redness is to establish continuous and healthy 

communication with AFAD and similar institu-

tions and organizations. In order to keep the 

plan up to date and functional, a cycle of cont-

rol and verification of the work to be perfor-

med should be established by assigning speci-

al tasks to the employees and providing for 

working hours. 

By coordinating with the related aid and 

response institutions and integrating the plan 

officers in different units with the web-based 

database, both time-consuming plan updating 

activities can be reduced and possible errors 

in disaster and emergency preparedness acti-

vities can be eliminated.

Regular updating of contact information and 

existing protocols with partner organizations 

is very important. Problems in communicating 

with external and business stakeholders and 

delays in verifying their participation may lead 

to secondary disasters and business disrupti-

ons.

8. Identification of Critical Processes

Being able to identify and quantify critical bu-

siness processes whose loss of functionality 

could damage a company's prestige, producti-

on or operational capacity is a critical stage in 

the business continuity and disaster planning 

process. You should prioritise your overall co-

ping capabilities to prevent potential disrupti-

ons. Understanding response procedures and 

the intricacies of "Plan B" can make the diffe-

rence between survival or failure of  an organi-

zation. Crisis and disaster situations often re-

sult in the loss or temporary disruption of one 

or more of the following key business resour-

ces: People, Facility, Infrastructure, IT Applica-

tions/Systems, and Supply Chain.

9. Uncertain Threats and Security Gaps

Threats and vulnerabilities must be fully iden-

tified so that potential impacts can be analy-

sed and countermeasures developed. Threat 

and risk analysis shows the likelihood of oc-

currence of identified threats, taking into ac-

count existing capabilities, mitigation measu-

res and history. Threats and vulnerabilities can 

result from both internal and external actions. 

Companies should analyse a variety of poten-

tial threats ranging from daily weather, geog-

raphical influences, security studies, operatio-

nal hazards and natural disasters as well as 

facility design and potential maintenance issu-

es.
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10. Ensuring Suppliers Security for Business 

     Continuity

In addition, the impact of often overlooked 

but known threats can be minimised by ma-

king alternative supplier arrangements. In 

some cases, companies may be unable to 

control interruptions in supply of raw materi-

als, etc., which can severely impact their abi-

lity to conduct "business as usual". The factors 

to be considered in identifying critical supp-

liers are complex and can be difficult to analy-

se at first glance, but may include those that 

provide specific and unique business produ-

cts, Single source services or products, Elect-

ricity, Water, Gas and Sewerage, Fuel, Tele-

communications, Transport, Personnel, Waste 

management, Plant or Facilities.

In short, no business sector is exempt from di-

sasters and emergencies. Every year organiza-

tions close temporarily or completely due to 

disasters such as earthquakes, floods, fires or 

storms. According to the US Federal Emergen-

cy Management Agency (FEMA), 40% of orga-

nizations do not reopen after a disaster, while 

25% fail within a year. For this reason, the pre-

cautions and recommendations given throu-

ghout the Guide should be taken into conside-

ration and action should be taken immediately 

and disaster and emergency planning should 

be completed together with the ones descri-

bed in this chapter.

Renewal of Risk Assessment and 
Monitoring of Implementation
Now that we have identified our risks and de-

veloped a risk/loss minimisation project plan 

in the previous sections, it is time to take acti-

on. As stated in Chapters 1 and 2, the employer 

is expected by the relevant regulations to 

make a risk control documentation under the 

names of Workplace Mitigation Measures and 

Harm/Risk Mitigation Plan and similar names 

for the control of the measures in the Hazard 

Profile Form and each hazard/risks marked as 

NO or missing in the Hazard Hunt Forms. In 

addition, it is recommended that other struc-

tural and non-structural hazards not included 

in these forms, but important for the relevant 

building and/or office, should be included in 

these forms and a complete risk control appli-

cation should be made. 

        Our relevant laws and regulations stipula-

te that risk control should be planned; risk 

control measures should be decided; hazards 

and hazard sources should be eliminated or 

replaced with less hazardous ones; risks 

should be tackled at their source; practices 

should be monitored and all these processes 

should be repeated from the beginning and 

risk assessment should be renewed. All these 

are summarised in Figure 29.

In summary, control measures determined for 

the fulfilment of risk control measures are 

applied. However, changes related to the iden-

tified risk mitigation and control measures 

should be tested before implementation. 

Control measures should primarily reflect the 

principle of eliminating hazards and risk. If the 

risk cannot be eliminated, it is mitigated. The 

use of Personal Protection Equipment by per-

sonnel to mitigate the risk should be conside-

red. The intended measures are prevention or 

minimisation of the probability of risk occur-

rence or mitigation of the potential severity of 

damage respectively. 
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*TL: Turkish Lira
Figure 29. Schematic representation of risk assessment steps in scope of the risk management at 
workplaces.
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Mobilize Employees
Employees are the most important asset of 

workplaces and similar organizations. However, 

managers in workplaces are generally better 

prepared for disasters and emergencies than 

their employees. Ideally, both management and 

employees should be aware of and prepared for 

disasters and emergencies that may occur in the 

workplace. Proper planning and widespread tra-

ining can help reduce overall stress, anxiety, fear 

and loss of life and property among employees 

during a disaster or crisis. Making a good disas-

ter and emergency plan and training employees 

on how to fulfil the procedures and all the steps 

in the plan is the real insurance of the work-

place. For this reason, the Disaster and Emer-

gency Plan should specify in detail who will and 

how provide support to the company's person-

nel before, during and after an incident. Support 

can take the form of providing employees and 

their families with access to mental health cent-

res, helping them access to social benefits, ope-

ning a family support centre or referring emplo-

yees to disaster relief organizations. Employees 

supported in this way by the workplace should 

also be trained in the correct basic behaviour at 

work in disasters and emergencies.

Regulations set out plans and timetables 

for the trainings and related programmes that 

personnel and emergency response teams 

should receive. However, depending on the type 

of the organization and the activities in scope of 

the plan, there may be a need for different trai-

nings than those stipulated in the regulations on 

disaster and emergency preparedness, fire, first 

aid, search and rescue, team organization and 

evacuation. One of the important subjects that 

should be taught and reinforced with drills 

together with these special trainings is how to 

behave in case of danger. If there are enough 

drills on this subject, people's reflexes will auto-

matically lead them to the right behaviour when 

danger starts.

As we have mentioned on page 119, we 

should first of all memorise six basic behaviours 

as reflexes for disasters and emergencies. If this 

is not done, people may freeze or run around 

unconsciously due to the trauma experienced 

during the disaster. The six basic behaviours to 

be performed in disasters and emergencies are 

as follows:

1. Drop-Cover-Hold On

2. Stop-Drop-Roll

3. Lockdown-Lie Down 

4. Build a Shelter in Place 

5. Evacuate (Outward/Inward)

6. Run-Hide-Report

Trainings should be taken and implemen-

ted accordingly.

Make Drills and Practices
Having a written Disaster and Emergency Plan is 

not sufficient for a successful disaster and emer-

gency management. This plan must be learnt 

very well by employers, officials and employees 

and must be updated continuously in accordance 

with the conditions of the day. During a disaster 

and emergency, there is no time to read the plan 

or even to reach the plan itself. For this reason, 

different parts of the Disaster and Emergency 

Plan must be tested and learnt at least twice a 

year with drills carried out with all employees. 

Each organized evacuation drill will contribute to 

significantly reduce the panic of the employees 

during a disaster and emergency and to act regu-

larly.
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The general benefits of a disaster and emer-

gency plan drill are as follows:

1.   Enables the deficiencies in the plan to be re  

     vealed and updated with new data.

2.  Improves self-confidence.

3.  Clarifies duties and responsibilities.

4.  Improves performance. 

5.  Improves the relationship between organiza

     tions and personnel.

6.  Builds trust and respectability.

Things to Be Done for the Drill:

•  Choose the right type and sequence of drill or 

exercise (see Figure 30).

•  Clearly define the aims and objectives of the 

drill.

•  Write a scenario together with ICS officers 

and responsible persons in accordance with 

the Disaster and Emergency Plan. Choose 

content suitable for the purpose according to 

the type of the drill. Be creative in simulating 

the events; it is very useful to add out-of-the-

box facts to the scenario.

•  The drill can be conducted for a few hours and 

with a few people, but the employer must be 

present and evaluate the performance of the 

personnel while they are in the drill.

•  After the scenario is written, it is time to pre-

pare the staff. Assign the groups that will pre-

pare the drill area or office one by one and 

make announcements or deliver messages 

during the drill. Determine who will be a par-

ticipant, who will be an assistant and who will 

be an observer.

Figure 30.  Schematic representation of trainings and drills required to be dame for updating plan 
information and the plan itself.
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Drill: Ensure the appropriateness, adequacy and 

timeliness of the actions in the response process 

planned to be carried out in a disaster or emer-

gency as close to the reality as possible.

It is the general name given to the practice car-

ried out for the purpose of testing under conditi-

ons and adhering to a scenario.

Drills can be carried out at different levels 

as desk drill, practical drill and general drill. Di-

saster and emergency exercises and drills should 

be carried out in order from the simplest to the 

most complex to reinforce the trainings given 

and to test the functionality of the plans (see Fi-

gure 31):

1. Awareness and Orientation Seminar

2. Exercises

3. Desk Drill

4. Functional Drill

5. Real-Life Drills (On-Site Drills)

Desk drills can be used in particular to both 

train personnel who will use the Emergency Plan 

(EP) and update the roles and responsibilities in 

the plan. After each drill, the plan and processes 

should be criticised (see Figure 32). Thus, the 

plan should be revised according to the expe-

riences gained during the drill.

Different levels of drills can be conducted 

to test the plan:

• Desk Drill: An independent person reviews the 

plan and ensures all parts of the plan are evalua-

ted in detail, its requirements are met, and it is 

consistent and harmonised in its entirety.

• Scenario Test: One or more of the teams defi-

ned in the plan can meet in a room and work on 

the stages in a scenario. 

Figure 31. Order of drills and practices when preparing for disasters and the fundamental philosophy to be 
taken into consideration when designing the drills. 
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As a result of these studies, it is evaluated whet-

her the service in the workplace will be put into 

operation in accordance with the current require-

ments.

• Rehearsal: All or part of the plan is tested by 

following documented processes before the 

replacement service is provided. For examp-

le, if one step in the plan is to order replace-

ment equipment, the supplier is contacted 

and asked if and how long the equipment is 

available. In another example, it is tested 

whether restoring computer backups and live 

data processing for an off-site system can be 

used without moving to the backup system.

• Simulated Emergency Test:  The plan is imp-

lemented as if a real emergency had occur-

red. The building is closed as if damaged by 

fire, and tested by applying how long it takes 

to provide the emergency services stipulated 

in the plan.

Training and Drills are supportive activities for 

the implementation of the processes prepared 

in the plans. 

Trainings ensure that people know what is 

written in the plans, understand what the 

processes in the plans really mean and reach the 

necessary level of knowledge and skills to per-

form their duties in scope of the plan. Drills help 

apply what has been learnt and thus to see what 

is working correctly and what is working incor-

rectly. In this respect, drills can also be seen as a 

kind of practical training.

One of the issues that must be known 

about drills is Evacuation. Evacuation works are 

of very critical importance in case of danger. In 

this context while planning, issues such as beha-

viours to be considered during evacuation, as-

sembly area, buddy system and floor and layout 

plans must be covered.

In normal times, i.e. before the disaster, the 

safest and risky places are determined for each 

office/workshop/laboratory/warehouse. These 

places are marked on the sketch of the building/

workplace and posted in the relevant places for 

everyone to see. According to the determined 

safe and risky places, alternative emergency 

exit, i.e. evacuation routes from the office/work-

shop/laboratory/warehouse and building are 

determined. Floor and site plans of the building/

workplace should be prepared and posted in 

Figure 32. Diagram of a desk drill design and implementation for Emergency Plan (EP).
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visible places, response plans should be made 

for open and closed areas and trainings should 

be scheduled and communicated to all person-

nel. 

It should be tested whether the plan itself 

will work, i.e. whether the processes and proce-

dures documented in the plan can restore servi-

ces at the required timescales. A section of the 

plan should include topics related to testing the 

plan, such as possible test scenarios, test con-

tents and test frequency. Different parts of the 

plan may need to be tested at different frequen-

cies depending on the nature of the service and 

the type of activity in the plan.

In order to regularly monitor and check the 

applicability of the implementation steps of the 

Disaster and Emergency Plan prepared accor-

ding to the regulations, drills are carried out, au-

dited and reviewed , and corrective and preven-

tive actions are determined within the following 

periods:

• Once a year for workplaces classified as very 

dangerous.

• Once in two years for workplaces classified 

as hazardous.

• At least once every three years for workpla-

ces classified as less dangerous.

A drill report is prepared including the 

date of the drill, the deficiencies observed and 

the arrangements to be made in line with these 

deficiencies.

Regardless of the hazard class, it is strong-

ly recommended that all workplaces should 

make drills at least twice a year for the disasters 

and emergencies they determine in terms of 

preparedness for disasters and emergencies, for 

the future of the business and the safety of emp-

loyees and employers.

During the drills, employees rehearse pos-

sible disasters and emergencies and prepare for 

what will happen. Drills can be carried out with 

or without notice within the framework of a sce-

nario. Video-shooting is recommended in drills 

in order to eliminate deficiencies. The scenario 

of each drill should be different and as detailed 

as possible. During the drills, it should be seri-

ously observed whether everyone performs his/

her duties fully or not and trainings should be 

repeated when necessary to eliminate the defi-

ciencies identified.

In summary, when designing an exercise to 

test a Disaster and Emergency Plan, firstly:

• The scope, purpose and format of the exerci-

se should be determined,

• The type of exercise should be determined,

• The time and duration of the exercise should 

be determined,

• It must be decided whether to be informed or 

unannounced,

• Participants must be identified,

• Reporting and evaluation process should be 

determined,

• The outputs expected from the exercise 

should be determined.

Disaster and Emergency Plans Drills pre-

pared by the employer or Occupational Health 

and Safety Directorates for secondary disasters 

such as fire, injuries, collapse, leakage and simi-

lar secondary disasters at workplaces, such as 

Preparedness for Earthquake, can be carried 

out with or without notice. 

For example, the steps of Earthquake 

Emergency Drill in the Workplace may be as fol-

lows:

1.  The Emergency Plan should be updated in all 

aspects and plan trainings should be given to 
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both those in charge of the plan and other 

personnel for the general introduction of the 

plan.

2. Fire, First Aid, Search and Rescue, Evacuati-

on and Maintenance Teams and Team Lea-

ders in the Emergency Plan should be estab-

lished in sufficient number, trained separately 

in their own subjects and certified if possible.

3. In order to prevent non-structural hazards in 

buildings from causing loss of life and property 

during an earthquake, Workplace Hazard Hunt 

(Administrative Floor/Warehouse /Workshop) 

should be carried out and the deficiencies iden-

tified should be eliminated as soon as possible 

with measures such as fixing or strengthening.

4. In case of an earthquake, at least two Com-

mand Centres must be designated in the buil-

ding to be used in disaster response within the 

scope of the Emergency Plan. These centres 

must be selected from safe locations overloo-

king Emergency Assembly Areas and Entran-

ce-Exit of the building. One Command Centre 

must be planned to be established in the Emer-

gency Assembly Area considering the possibi-

lity of the building becoming unusable. In the 

places selected as Command Centres, the 

Emergency Plan and the relevant Forms, Tables 

and Tables of the plan should be copied and 

kept in sufficient number. In addition, Equip-

ment and Material List should be kept in a spe-

cial cabinet.

5. Announcement and/or Siren Systems should 

be made operable from at least 3 places (inclu-

ding the places that can be used as Command 

Centre in the building) to direct the masses and 

announce the drills when necessary. In additi-

on, the Equipment and Material List must be 

provided according to the Teams and Squads 

created in the Emergency Plan and kept in 

the special Building Emergency Material Ca-

binet.

6. In order that the drills are standardised and 

systematic, the Standard Operation Procedu-

re (SOP) to be applied in the first 30 minutes 

of the earthquake must be applied in the dril-

ls. Information about SOP to be exercised 

must be distributed to all personnel days be-

fore the exercise. In addition, all personnel 

should be trained on the correct behavioural 

patterns during earthquakes such as DROP-

COVER-HOLD ON, not leaving before evacu-

ation permission is given, buddy system in 

evacuation, not running, ensuring regular exit 

without panic, sitting in the assembly area for 

roll call and waiting quietly, responding to 

small fires and similar behaviours.

7. Drills should be conducted in 3 separate 

groups:

    a) Drill Managers, b) Drill Performers, c) Drill 

Assessors.  The first drills should be assessed 

according to the Disaster and Emergency Drill 

Checklist. This checklist can be modified in 

time to evaluate different topics and can be 

done by the people who manage the exercise 

in the form of unannounced drills in the workp-

lace.

For such a drill, a checklist like the one on the 

next page including the whole disaster and 

emergency plan, teams and employees should 

be prepared and used by the officials evaluating 

the exercise:
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Disaster and Emergency Plan Drill Checklist                                                                ..../ ..../ 20…. 
DROP-COVER-HOLD ON (Earthquake Scenario Including Fire and Similar Secondary Disasters): 

 Drill announcement or siren  In good order   Perceived  Heard by everybody and   
 In place

At a suitable place everybody:  DROPPED/CROUCHED    COVERED/HIDDEN    
 HELD ON

 Everybody waited for the shaking to finish with their back to the window, covering heads and 
faces with their arms. 

 Once the shaking finished, everybody first checked himself/herself and then other people. 

 Everybody checked his/her office partner/buddy and the person with disability for whom he/she 
is responsible to support. 

 Small fires were intervened properly by all people near to them. 

 Special situations: How people behaved in a special situation, planned or not planned. 

Command (Disaster and Emergency Officer):  

 Was constantly present at the Command Centre and ensured communication during the 

disaster. 

 Assessed the condition of corridors, stairs, emergency exits and similar structural and non-

structural hazards and waited for everyone to calm down before making an evacuation decision.

 Announced the Evacuation Decision after preparing the evacuation team and opening the exits 

when necessary and safe.

 Monitored the Building Command Centre the personnel assembly points and the building 

perimeter (exits, etc.). 

 Operated the Building Emergency Plan, set up all Teams and kept Records. Acted according to 

the plan.

 Stayed in contact with Team Heads and received information and reports, took action according 

to new situations.

 Filled in the Report/Form and reported the situation to the Employer regularly.
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Evacuation and Counting (Evacuation Team):                           Number of Team/Persons Assigned: ….  

 After the permission for evacuation, evacuation was initiated in the building according to the 

plan (without running, talking, locking doors).

 In the absence of any serious "injury", Staff and Co-Staff (for employees with disabilities or 

special needs) vacated their rooms.

 In case of any serious "injury", Staff and Co-Staff (for employees with disabilities or special 

needs) went to call for help.

 At the Assembly Centre, all staff sat quietly and waited while the Evacuation Team took roll call.

 The Staff Attendance Sheet was sent by the Evacuation Team to the Building Command Centre.

First Aid Team Leader:                                                                 Number of Team/Persons Assigned: ….  

 Established the emergency health response centre in a location that is not visible to staff.

 Sufficient amount of emergency aid material with valid expire date was brought to the 

emergency health response centre.

 Portable cots and stretchers were set up or chairs etc. were used correctly. 

 The injured people were recorded one by one using the Triage Form and treated according to 

their priorities.

 A printed form was filled out to prevent loss of the wounded sent to the hospital by ambulance.

Search and Rescue Team Leader:                                             Number of Team/Persons Assigned: ….  

 He/she set up and assigned his/her teams by identifying the priority areas of need.

The team leader checked the settings of his/her teams' watches, radios and similar devices.

 Each team member was dressed appropriately (with the right footwear, vest of appropriate colour, 

helmet, dust mask, gloves, goggles, whistle, and flashlight) and equipped with the right equipment.

 Search and rescue teams thoroughly scanned, marked and reported the areas they were 

assigned.
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Fire Team Leader:                                                                 Number of Team/Persons Assigned: ….  

 Firstly, took necessary preventive measures against the spread of fire (intervention to 

infrastructure, etc.).

 Organized teams to intervene in small fires and directed them to appropriate places.

 Prepared the report, building floor plan and the place where the fire-extinguishing vehicle will 

pass to help the fire brigade.

 Regularly reported the fire situation, what has been done and what needs to be done to the 

Building Command Centre.

Protection Team Leader:                                                               Number of Team/Persons Assigned: ….  

 Fulfilled the duties assigned to them in the Emergency Plan completely. 

Completed by: ..................................................................................................

Suggestions:    ..................................................................................................
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During Disaster and Emergency: 
Response
The main purpose of the response chapter in the 

Disaster and Emergency Plan should be to provi-

de basic information for emergency response 

and preliminary recovery activities to its users. 

This basic information includes timely and reli-

able warnings, rescue of life and property, he-

alth, nutrition, shelter, security, property and en-

vironmental protection, and social and 

psychological support services.

For this reason, the response section of the 

plan should include the processes, duties and 

responsibilities expected to be fulfilled by the re-

levant responsible persons, institutions and or-

ganizations after a disaster and emergency; sa-

ving the lives of a large number of people in the 

shortest possible time; providing treatment for 

the injured; meeting the vital needs of the expo-

sed people such as water, food, clothing, hea-

ting, shelter and protection with the most ap-

propriate methods in the shortest possible time 

in the most accurate and clearest way.

Response to disasters covers the activities 

carried out within a period of 3 days to 

1-2months depending on the magnitude of the 

disaster, starting immediately after the occurren-

ce of the disaster. According to the Regulation 

Regarding Disaster and Emergency Response 

Services in Turkiye, the emergency response 

phase is determined as the first 15 days. The pe-

riod starting with the occurrence of the disaster 

and lasting for 15 days after the end of the disas-

ter and which can be extended by the Presiden-

cy when necessary and the period during which 

the emergency aids and related expenditures are 

made is called Emergency Aid Period. 

In the earthquakes that have occurred in 

our country in recent years, it is seen that people 

generally try to escape and go outside as soon 

as they feel the earthquake. Thus, it is seen that 

a false perception is formed as if the first step of 

response and self-protection is to escape in an 

uncontrolled way and unconsciously. For this re-

ason, it is very important that employees are tra-

ined not to go out as soon as the shaking is over 

and to wait calmly. Stairs and lifts should not be 

used until they are declared safe. Evacuation or-

ders should be awaited.

Figure 33.  Options and steps of evacuation and shelter in practice. 
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Evacuation in workplaces is implemented as 

supervised/unsupervised and temporary/perma-

nent in different ways (see Figure 33). In the 

response section of emergency plans, only tem-

porary and supervised evacuation is addressed. 

Permanent evacuation may be required, for 

example, when sheltering in collective accommo-

dation is necessary after a disaster or emergency. 

Evacuation without supervision should only be 

carried out when the life safety of employees is at 

risk and there is not enough time to wait for the 

response of disaster and emergency personnel.

After analysing the information received 

from the Emergency Officer teams, the Incident 

Commander shall permit evacuation if the evacu-

ation routes are safe. Starting an evacuation wit-

hout this permission is dangerous and, therefore, 

not recommended.

The Incident Commander or person in char-

ge of the operations should direct teams and wor-

kers to the following steps:

• Conduct a situation assessment and hazard

     check.

• Check for casualties and provide first aid if ne

     cessary. (Note: Severely injured persons should

     not be moved unless their location causes more

    serious injury.)

• If evacuation routes are safe, ensure safe, not 

rapid, evacuation of those who can move.

Also the risks which transport and commu-

nication infrastructure encounter should be add-

ressed in terms of their impacts on the city in ge-

neral and their implications for evacuation. In 

areas with poor transport infrastructure, a part of 

the roads may be flooded, existing roads may be 

damaged and transport may be disrupted due to 

the disaster. Inadequacies in transport and com-

munication infrastructure, which constitute the 

main problem in the city in general, and the over-

lapping of these inadequacies with disaster risks 

may affect many settlements and workplaces. In 

such a case, employees in the workplace can leave 

the facility, but they cannot leave the vicinity of 

the facility and go home. For this reason, the sa-

fety and care of the employees should be provi-

ded in the workplace and this situation should be 

provided  in the Disaster and Emergency Plan.

As explained earlier, the most important is-

sues related to evacuation are to carry out evacu-

ation in an organized and safe manner, implement 

the buddy system and keep records. Those who 

evacuate and go to the assembly area should sit 

calmly and wait for roll call. Roll call and similar 

records should be constantly compared with the 

number of employees in the workplace to deter-

mine whether anyone is left behind in the facility, 

whether everyone has safely reached the shelter 

centre, and whether there are any people who did 

not obey the evacuation order and are trapped in 

the office/workshop/laboratory/laboratory/wa-

rehouse or under debris.

The person who is usually responsible for 

the daily routine of your business will most likely 

be responsible for the disaster and emergency 

operation. But what if this person is unreachable 

in case of disaster and emergency? If the respon-

sible and trained person is surprised at the mo-

ment of trauma, the appropriate employees 

should start the response by implementing the 

relevant standard operating procedure. For this 

reason, the relevant regulation provides: "The 

employer shall ensure that employees are able to 

respond within the framework of their knowledge 

and available technical equipment to prevent un-

desirable consequences in cases where they en-

counter a serious and imminent danger to the 
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Figure 34. Standard Operating Procedures (SOPs) should be developed that everyone can follow for the first 
six hours until experts arrive on the scene after a disaster or emergency.

Figure 35. A schematic representation of the standard operating procedure that employees in the 
workplace shall follow as soon as the shaking is felt in the case of an earthquake. Attention! Evacuation 
is dangerous unless the Emergency Officer checks the safety of the evacuation routes and gives the 
order to evacuate.
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safety of themselves or other persons and cannot 

immediately notify their supervisor. In such a case, 

employees shall not be held responsible for their 

response unless they are negligent or careless."

Standard Operation Procedures (SOPs) 

should be prepared in advance and adopted as 

reflexive behaviour through trainings and drills in 

order to prevent undesirable results in case of 

chaos in disasters and emergencies, i.e. to inter-

vene to the incident correctly. Generally, SOP is 

developed and added to the Disaster and Emer-

gency Plan to be implemented by trained or unt-

rained people until experts such as fire brigade 

and health team arrive at the scene (see Figure 

34).

A schematic example of a Standard Opera-

tion Procedure for earthquake that can also be 

applied by the employees not assigned in the Di-

saster and Emergency Plan is given in Figure 35. 

Similarly, such schemes should be prepared and 

used correctly for other risks that are found to 

be high in the risk analyses made during the 

planning process. Commonly used incorrect sc-

hemes should be avoided.

Such diagrams are not an "emergency 

response method". These diagrams contain 

standardised procedures prepared by experts 

and to be applied in case of a disaster and emer-

gency by groups identified from the target 

group. They are prepared for different groups 

and hazards and should be added to the Disas-

ter and Emergency Plan of the workplace as 

Standard Operating Procedures.

In the event of a disaster and emergency, 

be sure to check for significant structural dama-

ge and the hazards they pose such as fire, natu-

ral gas leaks, open/sparking electrical compo-

nents/cables, sewerage leaks, broken water 

pipes, dangling fixtures/furniture and similar ha-

zards. Determine together with a civil engineer 

or similar experts how safe it is to enter into offi-

ces and buildings or to continue work inside af-

ter the disaster.

Important points to be considered while 

responding to the infrastructure within the fra-

mework of preliminary infrastructure assess-

ment:

1. Natural Gas

If there is no fire hazard and there is no odour of 

natural gas leakage, you may prefer to keep the 

natural gas supply open, as this may be the only 

source of energy available to you for a certain 

period of time. If the odour of natural gas inside 

the building is very strong or is present both in-

side and outside the building, take the following 

steps:

• If you smell natural gas, immediately notify the 

natural gas service or the fire brigade.

• Evacuate everyone at least 100 metres away 

from the building; if a large number of people 

need to be evacuated, try to get as much help 

as possible from the police and fire brigade.

• Extinguish cigarettes and all other potentially 

flammable materials.

• DO NOT USE any electrical switches; leave them 

as you found them.

• DO NOT PLUG/UNPLUG any electrical cables/de-

vices.

• Cut off the natural gas inlet at the building's natural 

gas meter using a 30 cm long crescent wrench.

• Leave switches and valves as you found them un-

less they pose a hazard.

Never Open the Natural Gas Valve after a Tempo-

rary Outage!

If it is possible to safely restart the natural gas supp-

ly, only a trained professional should do this.
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2. Electricity

Stay away from all broken electrical cables un-

less the electrical service says it is safe to do so. 

Notify the electrical service of any broken power 

cables. Secure the areas where broken power 

cables are located; ensure that there is a distan-

ce of at least 10 metres between the barriers and 

broken power cables. Cut off the electricity in 

the damaged parts of the building using circuit 

breakers. 

3. Telephone

Ensure that telephones are not used except for 

emergency calls to get assistance. Replace any 

telephone receivers that may have become dis-

lodged.

4. Water and Sewerage

If you suspect that water and sewerage pipes 

have broken close to your location, cut off the 

water supply to the building to prevent the sto-

red water from flowing back into the mains and 

prevent contamination. 

Furthermore:

•   Conserve water as much as possible.

•   Water tanks and toilet cisterns are sources of 

stored water, but should be treated with iodi-

ne tablets before use.

•  If water continues to flow, store water by filling 

existing containers. Aftershocks can damage 

the mains and cause water to be cut off. 

(NOTE: Even if water flows, be aware that the 

mains may be contaminated by broken sewe-

rage pipes and other water lines.)

•  Do not use the toilets if the water and sewera-

ge lines are noticeably damaged. Establish 

other options for disposal of human waste.

Find below an example of SOP to be implemen-

ted in the first 30 minutes for employees in an 

earthquake affecting the workplace during 

working hours. It should be noted that this SOP 

does not only address evacuation, escape, etc. 

during an earthquake, but requires the full ope-

ration of a Disaster and Emergency Plan. It is 

very important that the drill is conducted and 

evaluated accordingly. The duties and responsi-

bilities of the teams can be tested and improved 

by individual drills, but the system must be ope-

rated as a whole with the employees as follows.

Standard Operation Procedure to Be Imple-

mented in the First 30 Minutes for Employees in 

an Earthquake Affecting the Workplace during 

Working Hours

At Second 0: Earthquake

At Second 3 (at the moment of shaking):

• Everyone does DROP-COVER-HOLD ON in a 

safe place such as the bottom of the column/

under the table until the shaking caused by 

the earthquake is over.

At Minute 3 (when shaking is over): 

• Everyone first checks himself/herself and 

then the person next to him/her, if any, to see 

if he/she is injured.

• Everyone first checks their surroundings to 

see if there is a fire in their own location.

• Everyone first checks other structural and 

non-structural hazards in their own location.

• If there is no danger, those in the next and op-

posite rooms go and check each other.

• In case of small fires, everyone responds im-

mediately or moves to a safer place.

• Everyone who has received first aid training 

gives first aid to those around them when ne-

cessary.

• The buddy/support personnel to be determi-

ned in advance for people with disabilities in 

the building reaches the person with special 

needs for whom he/she is responsible.
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• Everyone waits for the instructions of the Ful-

ly Authorized Disaster and Emergency Offi-

cer for Evacuation Decision and other inst-

ructions if there is no fire. (Attention! 

Corridors and stairs may be damaged or 

more dangerous outside. No one should at-

tempt to evacuate without waiting for inst-

ructions).

At and after Minute 30:

• As soon as the Emergency Officer and Team 

Leaders notice/receive the earthquake wit-

hout waiting for an invitation/call: If there is 

no damage, he/she goes to the Emergency 

Assembly Centre inside the building; if there 

is damage, he/she goes to the Emergency 

Assembly Centre outside the building (wea-

ring his/her vest) with his/her disaster and 

emergency kit.

• The Emergency Officer and Team Heads 

who cannot immediately arrive at the Disas-

ter Management Centre or Emergency As-

sembly Centre inform other teams about 

their situation and send their representati-

ves/substitutes to the relevant places.

• The Emergency Officer collects and evalua-

tes the first information about the situation 

of the building and personnel.

• As a result of the impact analysis and situa-

tion assessment, the Emergency Officer de-

cides whether to evacuate individual buildin-

gs or the entire facility after an earthquake.

• Emergency Officer assesses which resour-

ces are available and which personnel in 

charge can be assigned according to the 

Emergency Plan. If necessary, he/she activa-

tes the plan after forming new teams and 

squads with the existing personnel.

• If the Emergency Officer decides to 

evacuate, he/she first notifies the Evacuati-

on Team and ensures that the turnstiles are 

unlocked and the locked emergency exit do-

ors, if any, are opened by pressing the eart-

hquake button or instructing the responsible 

persons in buildings without automatic eart-

hquake sensors.

• When the Emergency Officer is sure that the 

corridors and stairs are safe for evacuation 

and the emergency exit doors and turnstiles 

are open, he/she announces the Evacuation 

Decision to everyone in the building by me-

gaphone or internal public announcement or 

voice alarm system.

• Team Leaders start to perform the tasks as-

signed in the plan for fire extinguishing, first 

aid, search and rescue, protection, evacuati-

on and similar works.

• Dead, injured, very anxious, panicking and 

abnormally reacting personnel are gathered 

in different Emergency Assembly Areas/Pla-

ces if possible. The Assembly Area shall not 

be abandoned without taking roll call.

• Emergency Officer submits his/her report 

about the building to the employer or the 

employer's representative every 3 hours or 

immediately when necessary and fulfils the 

instructions received from the employer or 

the employer's representative. 

For more information on earthquake/ disaster 

preparedness, contact local authorities such as 

AFAD, Red Crescent, fire brigade, etc. and con-

sult their resources.
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SHORTAGES ARE MADE UP AND 
DISTRIBUTED TO ALL PERSONNEL FOR 

THIS SOP.
IN ADDITION TO OTHER DRILLS, THIS 
SOP IS IMPLEMENTED ONCE IN THREE 
MONTHS AS AN EARTHQUAKE DRILL 
UPON AN EARTHQUAKE SIREN CALL 

WITHOUT PRIOR NOTICE.

In summary: 

1. Create a disaster and emergency plan-

ning committee with relevant mem-

bers of your workplace. Ensure that at 

least one member has decision-ma-

king and implementation authority.

2. Scan the Control and Standard Opera-

ting Procedure lists to identify where 

more work is needed.

3. Segregate and delegate what needs 

to be done as much as possible.

4. Organise periodic meetings to 

regroup, discuss challenges and share 

successes.

5. Attend relevant workshops/trainings/

seminars to get help in finalising your 

plans and to find answers to specific 

questions.

6. Stick to your plan. Remember that 

every mistake or deficiency you cor-

rect reduces vulnerability of your 

company to earthquakes and similar 

disasters and emergencies!
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After Disaster and Emergency: 
Recovery-Return to Right Order
As explained before, the four phases of disaster 

and emergency management must be handled 

in integrity and implemented effectively before, 

during and after the disaster. The phases of di-

saster and emergency management are parts of 

a whole; disaster and emergency management 

cannot be successful by selecting some of them 

and eliminating others.

Remember that the four phases of disaster 

and emergency described in the first chapter 

show a cyclic relationship structure rather than a 

linear one. 

Before the disaster, mitigation and prepa-

redness activities should be implemented effec-

tively; following the response operations during 

the disaster and recovery activities after the 

disaster, the mitigation and preparedness pha-

ses should be resumed by going back to the be-

ginning basing on the experiences gained.

 In this cycle, the Recovery Phase of di-

sasters and emergencies is a medium and long 

term process that takes into account the oppor-

tunities for mitigating the risks that may be effe-

ctive in the future together with the recovery of 

basic services, environment, means of livelihood 

and living standards of the community affected 

by the disaster. The Disaster and Emergency 

Plan should clearly include a road map and stan-

dard operating procedure for these processes 

listed below (see Figure 36). As recovery is 

mostly carried out by the institutions and orga-

nizations authorised and expert in different fiel-

ds, it is not addressed in detail in this Guide and 

its planning.

Figure 36. Schematic representation of the place of initial-, medium- and long-term recovery in the 
cyclical disaster management. 
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The main objective of the activities carried 

out for pre-disaster risk mitigation and post-di-

saster response and recovery is to ensure that 

the vital critical infrastructure such as food, clo-

thing, shelter, communication, transportation, 

water, electricity, sewerage, natural gas, etc. of 

the communities, workplaces and institutions 

affected by the disaster are made operational 

and that they are able to return to the correct 

order as soon as possible with the help of reco-

very activities such as temporary settlement. 

Therefore, recovery efforts start with pre-reha-

bilitation during the response and continue with 

medium- and long-term recovery efforts (see 

Figure 37). Some scholars include the reconst-

ruction phase in this phase and envisage this 

phase to continue until the needs of the affec-

ted communities are met at least at the pre-di-

saster level or, if possible, at a higher level. 

Recovery; includes efforts to return the in-

frastructure, sector, facility and the social and 

economic life of workers back to functioning. 

Mitigation of the disaster damage is also a part 

of the recovery phase.

In the short term, basic human needs (e.g. 

food, clothing and shelter) and social needs (le-

gal, psychological) are met and the necessary 

infrastructure systems are established (energy, 

communication, water, sewerage and transport). 

Once stabilised, the recovery phase also inclu-

des long-term efforts to consider long-term mi-

tigation needs, such as the creation of economic 

mobility and the reconstruction of facilities and 

housing. The Disaster and Emergency Plan 

should also be restructured in a way to ensure 

that the individuals of the society, together with 

their workplaces and governmental institutions, 

can work on their own, return to the new normal 

life called the right order and be protected aga-

inst possible hazards in the future.

The main recovery phases and activities 

to be considered in the medium and long term 

for disasters and emergencies:

Stage 1: Preliminary Recovery Phase – Short 

Term

The early phase of recovery immediately after a 

disaster and emergency consists of emergency 

response activities and pre-recovery operations. 

Figure 37. The intensification phases of the recovery stages and works starting from the response 
stage and extending over a long period of time (Kadıoğlu, 2013).
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After the completion of this phase, recovery ef-

forts focus on medium and long-term recovery 

and reconstruction objectives.

After the completion of this phase, recovery ef-

forts focus on medium and long-term recovery 

and reconstruction objectives.

Preliminary recovery activities include se-

arch and rescue and similar response activities in 

the immediate aftermath of the disaster, debris 

removal, psychosocial care, partial restoration of 

critical and vital activities and facilities such as 

hospitals, schools, temporary shelters and dwel-

lings, and damage and loss assessment (see Fi-

gure 38).

Stage 2: Recovery and Reconstruction Phase 

– Medium Term

This phase involves the deployment of resources 

and services and addressing functional activities 

to recover and reconstruct workplaces affected 

from disaster and emergency. In this phase, initi-

atives and strategies are developed and imple-

mented to increase the resistance of the disaster 

area to future disaster and emergency risks:

• Utilities and critical public services (electri-

city, water, gas, sewerage, etc.)

• Improvement and maintenance of transport 

network/infrastructure (road, railway, etc.)

• Debris removal and identification/manage-

ment of debris areas

• Repair and reconstruction of buildings

• Continuity of business and services

• Site selection for emergency relief and tem-

porary settlement/production/facility

Stage 3: Transition to the Right Order Phase – 

Long Term

It is the last stage of the recovery works within 

the Disaster and Emergency Plan. It includes the 

completion of important and prioritised reco-

very tasks, resumption of the right order and 

transfer of further recovery responsibilities to lo-

cal administrations and related institutions:

• Assessment and revision of land use/habitat 

suitability/architectural plans for permanent 

settlement/facility construction

• Determination of new settlement/facility lo-

cations/site selection and survey project

• Protection of historical sites/artefacts

• Environmental impact/regulation

• Damage assessment, entitlement and charge

• Repair and reconstruction of dwellings and 

workplaces

• Public relations, follow-up, monitoring and 

evaluation

• Improvement of business and services

• Protection of critical facilities, equipment, do-

cuments and records

• Management of national and foreign aid

• Coordination of volunteer institutions/organi-

zations

Figure 38. Initial Recovery works which start together with emergency response works after the 
disaster. 
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• Achievement of social consensus

• Identification of stakeholders, groups that 

require special services and attention, and 

community involvement

• Recovery of communication systems

• Provision of information and steering for the 

employees.

After the fulfilment of the tasks related to 

the emergency situation (search and rescue ope-

rations, temporary shelter, health and daily needs, 

etc.), the next step is to restore local communities 

and workers to pre-disaster living conditions as 

soon as possible. The main objective of the reco-

very efforts is to shorten the "return to normal" 

period as much as possible, which is safer than the 

previous situation. The task of recovery should be 

defined by a rated chain of responsibilities.

Although the primary objective of the reco-

very works is to reduce the damages of disaster 

victims by sharing them; recovery is now unders-

tood as making the society more resilient against 

a possible new disaster by restoring local econo-

mic vitality, developing infrastructure, supporting 

industry and trade, increasing the added value of 

training and labour force of the society and pro-

viding social and psychological support services.

For these reasons, the purpose of the disas-

ter and emergency plan is to ensure that the di-

saster-affected workplace is returned to better 

than normal conditions as soon as possible and to 

guarantee the effective and efficient allocation of 

limited resources. Disaster Recovery Coordinators 

may be appointed to carry out this part of the 

plan. 
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IMPACT Y
E

S

N
O

Does it include improvement of your company's emergency plans?

Is there an alternative location where your company can carry out its activities?

Have you identified the personnel who will carry it out the critical functions of each of 
your departments that need to continue operations?

Does your company have a staff succession plan? Is there a substitute staff to replace your 
main staff in case of injury or unavailability?

Does your company have a plan to ensure that key personnel remain at the workplace and 
that other employees leave in an orderly manner?

Does your company have a transport plan for main personnel?

Does your company have sufficient stocks of food and other necessary supplies to ensure 
that the main personnel who have to stay at the workplace or return to the workplace to 
activate computers and other vital systems after the disaster can continue their work?

Is there a plan to ensure the regular return of different work groups to the business?

Do your employees have appropriate company ID cards that allow access to the offices?

If you are located in a branch facility or office, has a method been established for collecting, 
analysing and reporting to headquarters data on the effects of the earthquake (effects such 
as injuries to employees, damage to facilities, shareholder losses, etc.)? 

Have responsible persons been identified to report injuries, losses, damages and 
necessary assistance to relevant authorities, emergency services and employees' families?

Is there a priority list for replacement and/or repair of company facilities and equipment?

Does your company have an established Stress Management in Critical Situations and a 
plan for obtaining professional support?

Does your company have a plan or pre-agreement with suppliers outside the earthquake 
zone to provide key parts of your damaged equipment?

Are your company's main vehicles parked in seismically safe locations rather than in/under 
unreinforced structures that could collapse?

Does your plan provide the transportation of your employees and/or working teams within 
the disaster area?

Sample of Workplace Recovery Checklist 
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The duties of Disaster Recovery Coordina-

tors include coordinating Disaster Recovery 

Operations, reporting regularly to management 

on disaster recovery operations and ensuring 

that strategic decisions taken in relation to them 

are implemented. 

Some scholars include the reconstruction 

phase in the recovery phase and claim that the 

reconstruction works should continue until the 

condition of the workplace affected by the di-

saster is improved to a higher level than before 

the disaster. 

For this reason, the recovery works that 

start immediately after the disaster may take 1-2 

years depending on the magnitude of the disas-

ter. Disaster activities performed in the subsequ-

ent reconstruction process may extend from 2 

years to 7 years in terms of implementation time. 

In general, it takes at least 3 years for recovery 

activities for all major disasters.

After the disaster, the main objective of all 

organizations carrying out activities in both 

investment and service sectors is to recover the 

disaster area as fast as possible. For this purpose, 

the state, NGOs, private sector and citizens 

should fulfil all actions to be taken after the disas-

ter by forming a comprehensive coordination, 

strong co-operation and great solidarity. The 

goal is to settle the disaster victims in their per-

manent residences as soon as possible with the 

mobilisation of our relevant institutions and orga-

nizations; take urgent steps to revive the com-

mercial life in the economically adversely affec-

ted region; complete the construction of the 

destroyed and damaged workplaces and trade 

centres as soon as possible; provide loans to the 

farmers and tradesmen who have economic diffi-

culties; and rebuild the cities and industrial zones 

in a way to set an example in cultural, social and 

economic terms.

You can assess your current situation for 

your business with the sample Workplace Reco-

very Checklist given below. Having a business 

recovery plan after earthquakes and similar 

IMPACT Y
E

S

N
O

Does your company have an auxiliary communication system, such as a radio transmitter 
and receiver, which can operate independently of normal power supplies?

Have portable radio units been provided in company vehicles to maintain operations when 
necessary?

Have other communication systems other than telephones been specified so that 
employees can contact their families and find out their status?

Is there sufficient cash on hand to purchase food and consumables if necessary?

Is a security unit in place to control access to facilities in the event of damage to your 
building?

Does your business rescue/recovery plan include periodic drills?
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disasters can be a matter of survival for your bu-

siness. As soon as life-saving concerns and initial 

damage assessment are over, back to work acti-

vities should be started. It is estimated that 25% 

of small and medium-sized businesses cannot be 

rescued after a disaster. Therefore, importance 

should be given to all phases of the disaster ma-

nagement cycle, including recovery.

By following the checklists, you have identified 

your risks, assessed your level of preparedness 

and learnt about recovery/ business rescue af-

ter disasters such as earthquakes. You are now 

ready to start a more comprehensive program-

me of preparedness, training, drills and exerci-

ses to ensure that your business will be among 

the survivors in the next major earthquake.

Keep the Plan Updated and Functional
Disaster and emergency management is a "li-

ving" form of management and Disaster and 

Emergency Plan is a "living" document. For this 

reason, after the plan is prepared, activities 

should be monitored, developments should be 

observed, contents should be tested by condu-

cting drills at certain periods, hazard and risk 

analyses should be performed when necessary 

and updates should be made in line with the 

new data obtained. All activities carried out in 

this context should be shared with all stakehol-

ders. This cyclical and systematic planning ap-

proach includes the following steps in summary 

(see Figure 39):

• Identification of current hazards, risks, hot 

spots and similar to be exposed to disaster.

• Assessment of current vulnerability and pre-

paredness levels.

• Writing the plan, and testing and improving it 

through trainings and drills.

According to the relevant regulations, the 

emergency plan must be fully or partially renewed if 

changes occur in the workplace or its immediate 

Figure 39.  Cyclical Approach in monitoring and development of the plan through participation of the 
stakeholders. 
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surroundings that may affect the identified emer-

gencies or cause new emergencies to arise. Regard-

less of this: "Emergency plans shall be renewed at 

the latest every two, four and six years in very dan-

gerous, dangerous and less dangerous workplaces, 

respectively, according to the hazard class."

Literature and practices of universal disaster 

and emergency management stipulate that emer-

gency plans of all scales should be renewed every 

year according to a business plan.

When the plan is developed in draft form, it 

should be sent to the relevant units, institutions and 

organizations inside and outside the business for 

examination and control. According to the opinions 

and suggestions received, the plan should be further 

developed and distributed to the units after it is fina-

lised (Figure 40). In order to implement the plan 

successfully, the responsible units should definitely 

be trained and the plan must be adopted and deve-

loped through exercises at different levels after the 

trainings. 

As shown in the diagram in Figure 40, the 

Disaster and Emergency Plan must be prepared 

accurately and completely for distribution, 

training, monitoring, observation and updating 

and development of it by means of practices. A 

workplace should examine one by one what it 

should do in the Disaster and Emergency Plan 

prepared within the scope of Disaster and Emer-

gency Management Presidency Disaster-Prepared 

Workplace through the sample items in the check-

list on page 173 and should complete the deficien-

cies if any.

Increase of the implementation level and 

success of this plan is possible by adopting the 

activities specified in the annual programmes of 

the responsible units and including them in their 

activities. In this context, feasibility studies to be 

carried out for the implementation of disaster and 

emergency measures, inclusion of activities within 

the scope of action plans, designing projects and 

similar studies should be carried out within the 

framework of internal regulations of responsible 

institutions. When preparing their budgets and 

work programmes, the relevant departments 

should give priority to the activities for which they 

are responsible in the Disaster and Emergency 

Plan.

Figure 40.  After the plan is written and approved, it should be distributed for information and action 
and training should be given at the place it is distributed and drills should be tested and developed. 

DRILLDISTRIBUTION

TRAINING

 REVIEW
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The essential subject of monitoring and 

evaluation of the Disaster and Emergency Plan is 

to monitor whether the workplace's vulnerability 

to all hazards has decreased as a result of this 

plan. At the points where the sensitivity decrea-

ses, the units should determine the reason for 

this and implement similar risk management me-

asures in other regions. Where vulnerability inc-

reases or remains constant, disaster boards 

should decide which additional measures would 

be more successful and consider revisions to 

existing measures.

A complete, up to date and sustainable 

plan needs to change, sometimes immediately 

and sometimes on an annual business plan basis, 

depending on the following reasons:

• For reflecting the changing circumstances.

• As a result of a review of the organizational as-

sessment.

• Because of changes in technology/market that 

alter costs and new impact analyses.

• As a result of changes in organizational structu-

re and scope.

• Due to turnover in employees, systems used, 

etc.

• As a result of notifications from tests and drills.

In addition, in order to update and improve 

the plan after each disaster and emergency, a de-

tailed examination and evaluation of what hap-

pened should be made after the situation has 

completely calmed down. All teams responding 

to the incident or everyone who is responsible for 

the response should participate in the assess-

ment and explain their opinion objectively. Indivi-

duals should never be targeted during the inves-

tigation and assessment of the situation.

The purpose of all this examination and 

evaluation is to find answers to the question: 

"What can we do to prevent such an incident 

from occurring again?" Necessary changes must 

be made in the plan in line with the answers 

found. Standard Operating Procedures (SOPs) 

for earthquakes, floods and similar disasters are 

based on the principle that the safest place for 

employees is the workplace in case of a disaster 

or emergency on a working day. Most injuries du-

ring disasters and emergencies are caused by 

structural and non-structural damages to the bu-

ilding. This situation imposes a heavy responsibi-

lity on the employer or employer's representati-

ve, emergency officials and employees. During a 

disaster or emergency, not only the team on duty 

but also the building manager is responsible for 

the safety and care of employees, visitors and ot-

hers. The employees of the workplace are also 

responsible to the emergency team members, to 

each other and to themselves.

As mentioned earlier, after risk identificati-

on, risk assessment and control measures; the ti-

mely completion of activities to eliminate/reduce 

the risk should be monitored and reviewed. Since 

there may be changes in risk control processes as 

a result of the measures taken, risk assessments 

may be carried out again to determine the new 

status of the remaining risks. In particular, risks 

should be reassessed after countermeasures/

measures have been taken. Reassessment of ris-

ks may also change the priorities of the plan. 

It is also decided whether the control mea-

sures create new hazards and reduce the perfor-

mance of the system. If the performance of the 

system is affected or new hazards are identified, 

new countermeasures/measures are decided 

and the plan is evaluated again.

In summary, the risk analysis and plan are 

renewed when:
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• The system develops and new information 

about the system is obtained;

• The equipment of the system changes;

• Procedures for protection/maintenance or 

operation change;

• An undesired event occurs or a near acci-

dent occurs;

• Environmental conditions change; 

• Operating parameters change.

     In order to keep the Disaster and Emergency 

Plan updated, the following methods should 

be recommended by the employer to the re-

levant team, responsible and units:

• Test, development and renewal of the plan 

through drills;

• Change in policies and procedures;

• Revision of the incident command team;

• Revision of facilities and settlement areas;

• Monitoring/assessment of risk management 

needs;

• Review of insurance needs;

• In-service training of personnel and imple-

mentation of drills.

      In order to implement the Disaster and 

Emergency Plan in accordance with the fol-

lowing points and the work plan, it is useful to 

present them in writing again to the attention 

of the users: 

• The implementation of the Disaster and Emer-

gency Plan will be mainly carried out by the 

representative of the unit responsible for 

   the actions. He/she will execute the strategy 

and actions by ensuring the necessary coor-

dination with other relevant units.

• Relevant units will be able to realise the ne-

cessary implementations on their own in ot-

her activity subjects which are compatible 

with the measures in the plan and the 

related communiqué, but which are not spe-

cified.

• The responsible unit will carry out the activi-

ties by inviting the relevant units to the me-

eting at the times specified in the commu-

niqué. If necessary, more than one meeting 

may be organized by the relevant units.

•   Relevant units will send to the responsible 

unit the reports they will prepare about the 

work they will carry out during the working 

periods.

•  Institutions designated as related units will 

support the studies and direct the imple-

mentations together with the main respon-

sible institution.

•   The main responsible institution will deter-

mine which of the relevant units will partici-

pate in the studies.

•   General follow-up and evaluation of the imp-

lementation of the plan will be carried out by 

the Employer or the Employer's Representa-

tive. The responsible unit shall evaluate the 

reports received from the relevant units and 

prepare general reports on the implementa-

tion status of the plan in annual periods and 

submit them to the Employer or the Emplo-

yer's Representative.

•   The Employer or the Employer's Representa-

tive will be responsible for reviewing the 

strategies and actions of the Disaster and 

Emergency Plan, changing the strategies 

and actions or developing new strategies 

and actions when necessary.

•  In order to ensure effective implementation 

of the Disaster and Emergency Plan 
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IMPACT

Y
E

S

N
O

Are copies of important documents/inventories backed up in other branches of the 
organization/company/facility or in a safe place?

Is there a mitigation plan for hazards that may occur in the organization/workplace?

Are the structural elements of the organization/workplace regularly checked for any 
weaknesses?

Are tools, machines, furniture and heavy items on the table top fixed?

Are items above head level or suspended from the ceiling secured?

Are electrical appliances secured?

Are electrical appliances supported by an uninterruptible power supply or generator?

Are all toxic, flammable and hazardous materials kept in closed and sturdy boxes in 
accordance with the “Limit, Isolate, Destroy, Separate” rule so that they will not spill 
during earthquakes and similar disasters?

Has the personnel received adequate training on disaster and emergency procedures?

Is the Disaster and Emergency Plan implemented frequently enough? Are necessary 
changes made on the plan?

Do the responsible and assigned personnel know where the Emergency Plan is located?

Do newly recruited personnel receive necessary training on the Emergency Plan?

Do administrative staff know how long will it take until aid arrives after the emergency 
occurs and the necessary unit is contacted by phone?

Are staff trained to deal with emergencies until help arrives?

Are training and awareness-raising programmes organized for employees and their 
families?

Is there anyone among the personnel who has received special training for emergency 
purposes?

Are the floor and site plans of the organization/facility easily accessible?

Are the floor and site plans of the organization/facility easy to understand?

Are the communication systems determined for use in and out of working hours in case of 
any disaster or emergency? 

Disaster and Emergency Plan Checklist for Disaster-Prepared Workplace 
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throughout the workplace, the responsible 

unit shall issue directives and circulars and 

send them to the relevant units.

•  Increase of the level of implementation of 

the plan is possible by adopting and imple-

menting the activities specified in the annu-

al programmes of the units responsible for 

disaster and emergency mitigation works in 

general. While preparing their budgets and 

annual work programmes, the responsible 

and related units shall primarily include and 

implement the activities for which they are 

responsible in the plan document.

    All the activities in this Guide and in this chap-

ter should be planned and implemented sequ-

entially during the year. For this reason, it is 

useful to make and follow a work plan similar 

to the example on the right for each unit of the 

disaster board.

IMPACT

Y
E

S

N
O

Are the emergency phones set to one-touch auto-dial?

Are emergency numbers (fire brigade, ambulance, police) easily visible to all employees?

Have separate response plans been developed for the indoor and outdoor areas of the 
organization/facility?

Has the necessary Incident Command System (ICS) been established for the response 
phase?

Have the necessary teams been formed? Are the job definitions of team leaders and team 
members clear?

Are there evacuation plans?

Do all personnel know their duties according to the evacuation plan?

Are there enough vehicles to transport personnel to a safe area during evacuation?

Do local security units and fire brigade have a general site plan of the organization/facility?

Do supervisors invite security units and fire brigade to the facility annually for 
familiarisation visits?

Are fire, evacuation and rescue drills conducted in the organization/facility during times 
of heavy human and/or vehicle traffic?

Is there a plan for what to do if an emergency occurs when staff/employees are in service 
vehicles?

With whom or where are the keys kept for the locked up doors at normal times and out of 
working hours? Is accessibility provided in case of disaster and emergency?
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WORKPLACE::

DATE WORK TO BE PERFORMED BY
ON THE DAY 
REALIZED

SEPTEMBER Hazard and risk analysis of spaces/facilities

SEPTEMBER Hazard analysis of evacuation routes

SEPTEMBER Updating building sketch/plans

SEPTEMBER
Renewal of emergency telephone numbers and 
related resources

SEPTEMBER
Identification of staff and volunteers with 
appropriate qualifications

SEPTEMBER
Exploration of neighbouring resources and 
renewal of bilateral agreements

SEPTEMBER Sending messages to families

SEPTEMBER Making assignments for disaster management

SEPTEMBER
Determination of transport routes according to 
potential hazards

OCTOBER
Giving training to staff and subcontractors on 
disaster management and planning

JANUARY Review of the plan and preparations

FEBRUARY
Disaster management and planning training to 
staff and subcontractors

JUNE Review of plans and preparations

Prepared by:

Date:

…… Annual Work Plan 
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Occupational Health and Safety Law No. 6331 regulating the issues related to Emergency Planning in 

Workplaces: 
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APPENDIX B
Occupational Health and Safety Risk Assessment Regulation, which determines the risk assessment 

procedures in workplaces on occupational health and safety: 



 A
P

P
E

N
D

IX
 /

 G
LO

SS
A

R
Y

 /
 R

E
FE

R
E

N
C

E
S APPENDIX C

Articles on Emergency Plans and Evacuation in Occupational Health and Safety Law No. 6331, which 

entered into force in 2012: 
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APPENDIX D
Articles defining the Emergency Teams that must be established in the buildings in accordance with 

the Regulation on Fire Protection of Buildings, which entered into force in 2007:
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Area Exposed to Disaster Zone: A zone with the boundaries determined and mapped by AFAD or technical 
staff of relevant institutions which to be affected or likely to be affected by disasters that have occurred or 
are likely to occur according to the in disaster survey reports, which cannot be technically or economically 
restored by recovery works, and prohibited for construction and/or residence is decided by the Council of 
Ministers upon the proposal of the Presidency.

Assembly Point: It is the area where the personnel will be counted and the necessary instructions will be 
given in case of an emergency.

Disaster Preparedness: The process in which activities such as planning, training, drills, establishment of 
early warning systems, emergency aid material stocks, informing and raising awareness of the public are 
carried out continuously and sustainably to respond to disasters in a timely, fast and effective manner.

Disaster Response: The general name given to all activities starting immediately after the occurrence of the 
disaster and carried out within a period of 1-2 months depending on the magnitude of the losses and 
damages caused by the disaster.

Disaster: An event caused by nature, technology or human that causes physical, economic and social loss for 
the whole or certain segments of the society, which stops or interrupts normal life and human activities and 
requires urgent response. Disaster is not the event itself, but the result of it.

Emergency Implementation Documents: It ensures the responsibilities within the framework of the project/
business emergency plan are fulfilled in a short time, the employees follow and perform the given tasks, the 
personnel training is developed and the emergency response is accelerated.

Emergency Management Centre: These are temporary established centres to manage the events leading to 
an emergency.

Emergency Management: It is the management process that aims at meeting all the needs of the affected 
communities in a timely, fast and effective manner, starting immediately after the occurrence of an emergency. 
It is a form of management that is not continuous and starts with the occurrence of an event considered as 
an emergency and ends when the causes of the emergency are eliminated.

Emergency Plan: The plan that includes the works and procedures to be performed in emergency that may 
occur in the workplaces and the actions for implementation of them.

Emergency Preparedness: It refers to the process in which activities such as planning, training, drills, 
establishment of early warning systems, storage of emergency aid materials, information and awareness of 
employees are carried out continuously and sustainably in order to respond to emergency situations in a 
timely, fast and effective manner.

Emergency Response Documents: These are the documents that specify in detail the correct behaviours to 
be adopted in the management of possible emergencies that may affect the facility/business after risk 
assessment.

Emergency: All situations and circumstances which require urgency on a large scale, but generally can be 
handled by local means. Law No. 5902 defines it as: "Events and the state of crisis created by these events 
that stop or interrupt the normal life and activities of the whole or certain segments of the society and 
require urgent response."

Evacuation: It is the name given to the process of evacuating buildings or a region using predetermined 
roads in a fast and orderly manner and moving people and other living creatures to safe places. 
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Evacuation Plan: It is the name given to the detailed plans showing the ways and means by which the 
evacuation process will be carried out before (tsunami, flood, etc.), during (flash flood, fire, etc.) or after 
(earthquake, etc.) an emergency and the places where these people will be transported.

Evacuation Route/Path: It refers to the pre-determined and marked transport route in order to safely remove 
people from dangerous areas in case of danger.

Incident Command System (ICS): A modular emergency management system for all hazards and all levels 
of emergency response.

Incident: Everyday events with localised and limited impact.

Lockdown: It is a security practice used when there is a threat or danger within the facility/business area. 
Lockdown is used in area security to protect personnel from threats, including intruders or threats posed by 
a person using a weapon.

Lockout: It is a security application that prevents unauthorised persons from entering the facility/business 
and is used in cases where the general threat or an event is outside the facility/business.

Recovery: All of the legal, institutional, physical, social and economic activities required to be carried out in 
order to meet the needs of the communities affected by the emergency with the most rational ways and 
methods, to return them to normal life as soon as possible, to improve their ability to cope with possible 
disasters and to create a safer living environment that will ensure that they are minimally damaged.

Response: Responding to and assisting affected people during or immediately after an emergency to protect 
their lives and meet their basic needs and livelihoods.

Safe Place: A place designated at a distance or shelter where employees will not be affected by the negative 
consequences of emergencies.

Shelter-Inside Evacuation: Applied in cases such as adverse weather conditions, a chemical incident or 
terrorist attack occurring outside the facility/business that will hinder employees from working normally 
outside.
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