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Ready Business, an extension of the U.S. Department of Homeland Security’s Ready campaign, helps owners and 

managers of small to medium-sized businesses prepare their employees, operations and assets in the event of an 

emergency. Launched September 2004, Ready Business is funded by Homeland Security’s Office of Infrastructure 

Protection. This Ready Business Mentoring Guide was made possible with support from the Federal Emergency 

Management Agency (FEMA). For more information on individual and business preparedness visit www.ready.gov.
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READY BUSINESS
MENTORING GUIDE
Working With Small Businesses to Prepare for Emergencies

Introduction

Scenes of disaster replay on televisions 

across the country with numbing regularity: A 

hurricane blasts through Florida . . . fire sweeps 

through a small-town manufacturing plant . . . 

floods destroy a local business district . . . a 

winter storm causes widespread power failure 

in the Northeast. 

Every year emergencies take their toll on 

business and industry in terms of lives 

and dollars. But something can be done. 

Businesses of all sizes can limit injury and 

damage and return more quickly to normal 

operations if they plan ahead. Preparedness 

works.

The Ready Business Mentoring Guide is designed to help business advisors encourage small 

business owners and managers to take action to reduce the impact of natural or man-made 

disasters. The Ready Business content reflects the Emergency Preparedness and Business 

Continuity Standard (NFPA 1600) developed by the National Fire Protection Association and 

endorsed by the American National Standards Institute, the 9/11 Commission and the U.S. 

Department of Homeland Security.

Thank you for your assistance in preparing the business community for disasters and emergencies. 

Your participation in this important effort will contribute to the safety of your friends and colleagues, 

as well as protect the local business community.  

Why Help Businesses Develop an Emergency Plan?
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Business owners invest a tremendous amount of time, money and resources to make their ventures 

successful, so it would seem natural for owners to take steps to protect those investments.  

While the importance of emergency planning may seem self-evident, the urgency of the task is 

often blunted by the immediate demands of the workplace. Also, owners and managers may have 

only a nominal idea of the risks their business faces, or possess only a limited understanding of 

steps they can take to reduce the potential impacts of disasters.

Last but not least, the business person is prone to the all-too-human tendency to believe that “it 

won’t happen to me.” In the meantime, businesses will continue to suffer setbacks that often could 

have been reduced or prevented altogether had someone taken the time to plan.   









Supplemental material for this section:

Worksheet: Involve Co-Workers in Emergency   
 Planning 

 Rather than fill out a team roster immediately, ask 

the mentoree to describe the make-up of the team. 

What roles and responsibilities immediately come to 

mind? Ask if certain employees are particularly well-

suited for the team, and what qualities and abilities 

make them a good fit. 

 Use the checklist to help determine who in the 

organization may already be handling similar 

responsibilities. The list also provides ideas about 

how to get employees more involved in emergency 

preparedness. 

 It is important that your company involve employees 

at every level so they are part of the effort to prepare and protect their place of business;  

also consider all divisions of the business. 

 Y N	

	 q	 q	 Does your business have an emergency planning team in place?

	 q	 q	 If not, is there anyone who has experience handling emergencies on behalf of the company? 

Sample Emergency Plan
Page 2 — Emergency Planning Team

Yes or No?
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Worksheet:  Involve Co-Workers in Emergency Planning 

l Involve co-workers from all levels in emergency planning; identify employees with 

disabilities or other special needs and involve them in your emergency planning.

l Use newsletters, Intranet sites, staff meetings and other internal communications tools 

to communicate emergency plans and procedures. 

l Set up procedures to warn employees. Plan how you will communicate with people who 

are hearing-impaired or have other disabilities, or who do not speak English. 

l Set up a telephone call tree, password-protected page on the company’s Web site, e-

mail alert or call-in voice recording to communicate with employees during and after an 

emergency. 

l Designate an out-of-town phone number where employees can leave an “I’m OK” 

message in a catastrophic disaster. Remember to minimize your calls and keep them 

short so others can get through. 

l Encourage employees to have alternate means and routes for getting to and from work, 

in case their normal mode of transportation is interrupted. 

l Keep a record of employee emergency contact information with other important 

documents in your emergency kit and at an off-site location. 

l If you rent, lease or share space with other businesses, it is important to communicate, 

share and coordinate evacuation procedures and other emergency plans. 

l Establish an emergency planning team that involves employees at all levels.

Worksheet: Involve Co-Workers in Emergency Planning

Next Step

Take Away

EMERGENCY
PLANNING TEAM
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