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SUBJECT:
Emergency Preparedness Plan

POLICY
ONCB® will follow prescribed procedures to ensure the security of personnel, property, and key documents in the event of an emergency or disaster.

PROCEDURE
1.  Backups for the data base will be maintained through a web-based service recommended by the management staff and approved by the Executive Committee.

2.  Originals of each of the following will be maintained off-site in a sealed waterproof container by the management staff:


a.  Articles of Incorporation


b.  Registered certification marks


c.  Bylaws


d.  Policy and procedure manual


e.  Insurance policies


f.  Service contracts (e.g., executive director, meeting and accounting services, 

test vendor)

g.  Memo of Understanding with NAON

3.  If a local or regional emergency (e.g., flood, bioterrorism, building disaster, natural disaster such as a tornado) forces closure of the ONCB office beyond 5 business days, the following actions should be taken:


a.  The Executive Director will contact the ONCB Executive Committee to discuss 

the event and the required office closure.

b. The Executive Director will contact the Web master, accounting services 
personnel, and insurance carrier regarding the circumstances.

c.  The management staff will utilize computers in other locations to capture 
emails and continue with business to the best of their ability.

c. Notification will be placed on the home page of the ONCB Web site indicating

the suspension of specific services (e.g., order fulfillment) due to local emergency and including an estimate of the date when full services will be available again.
4.  In the event of a national disaster such as a pandemic, the following actions should be taken:


a.  The Executive Director will attempt to contact the ONCB Executive Committee
to discuss an extended work plan.
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b.  The Executive Director will attempt to contact the Web master, accounting services personnel, and insurance carrier regarding the circumstances, and will discuss impact of the disaster on their ability to continue services (e.g., staff payday).

d. Notification will be placed on the home page of the ONCB Web site indicating

the suspension of services and including an estimate of the date when full services will be available again.

d.  A blast email will be sent to known email addresses with instructions for certificants on ways to communicate with the organization.

e.  Quarantines will be in effect for 8 weeks or until declared by the Department of Health and Environmental Control (South Carolina).

