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I’m ready to prep my biz!

My BEEP Plan
(Business and Employer 

Emergency Preparedness)

Helps Me: 
My BEEP Plan will increase 

the chances of my business 

surviving.

Helps My 
Family:  

My BEEP Plan understands 

that my family may depend 

on my business for 

financial support.

Helps My 
Business:    

My BEEP Plan will lessen 

the impacts of a disaster 

on my business.

Helps My 
Community: 

My BEEP Plan considers that 

my community will recover 

faster if businesses are 

prepared.
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Important Contact Information

The following list contains important phone numbers/emails during a disaster:

*TIP: Print an extra copy of this and post somewhere easily accessible to all*

 Name of Contact Contact Number Email
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Important Places

The following list contains important places during a disaster:

*TIP: Print an extra copy of this and post somewhere easily accessible to all*

Place Resason

	 	

	 	

	 	

	 	

	 	

	 	

	 	

	 	

	 	

	 	

	 	

Important Social Media Feeds

The following is a list of social media feeds to keep you 

informed during a disaster:

Twitter: Key Accounts

City of Vancouver: @CityofVancouver 

Vancouver Fire and Rescue Services: @VanFireRescue 

Vancouver Police Department: @VancouverPD 

BC Emergency Alerts: @EmergencyInfoBC 

Fortis BC: @FortisBC 

BC Hydro: @bchydro 

Translink: @TransLink
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Employee Emergency Contact Info

Emergency contacts should be called if an employee’s health or safety is at risk. The following is a list of our staff 

and their individual emergency contact info:

*TIP: Keep this personal information confidential*

Employee’s Name Name of Emergency Contact Work and Cell Number(s)
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My Emergency Planning Team

The following people will participate in our emergency planning and management: 

Name Phone

	 	

	 	

	 	

	 	

	 	

	 	

My Out-of-Area Contact

The following is someone who is located out-of-province who will function as our “message board” after a disaster: 

Name:	 	 Phone:	

My Partners

The following people from our building management and neighbouring businesses will participate in  

our emergency planning: 

Name Phone
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My suppliers and contractors

The following is contact information for our main suppliers and contractors: 

*More pages at the back*

Company Name: 
	

Street Address: 
	

City: 
	

Province: 
	

Postal Code: 
	

Email: 
	

Phone: 
	

Fax: 
	

Contact Name: 
	

Account Number: 
	

Material/Services Provided: 
	

Company Name: 
	

Street Address: 
	

City: 
	

Province: 
	

Postal Code: 
	

Email: 
	

Phone: 
	

Fax: 
	

Contact Name: 
	

Account Number: 
	

Material/Services Provided: 
	

Company Name: 
	

Street Address: 
	

City: 
	

Province: 
	

Postal Code: 
	

Email: 
	

Phone: 
	

Fax: 
	

Contact Name: 
	

Account Number: 
	

Material/Services Provided: 
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In Case of an Emergency: Suppliers/Recovery Services

If my business experiences a disaster, these contacts will provide back-up supplies and recovery services:

Company Name: 
	

Street Address: 
	

City: 
	

Province: 
	

Postal Code: 
	

Email: 
	

Phone: 
	

Fax: 
	

Contact Name: 
	

Account Number: 
	

Material/Services Provided: 
	

Company Name: 
	

Street Address: 
	

City: 
	

Province: 
	

Postal Code: 
	

Email: 
	

Phone: 
	

Fax: 
	

Contact Name: 
	

Account Number: 
	

Material/Services Provided: 
	

Company Name: 
	

Street Address: 
	

City: 
	

Province: 
	

Postal Code: 
	

Email: 
	

Phone: 
	

Fax: 
	

Contact Name: 
	

Account Number: 
	

Material/Services Provided: 
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Potential Hazards to My Business

These are natural and human-caused disasters that could impact my business:  

(eg. Earthquake, flood, windstorm, power outage, fire, active threat)

	 	

	 	

	 	

My Critical Business Assets 

These are critical assets and processes that are essential for keeping my business running:  

(eg. Employees, power, water, refrigeration, online customer ordering portal, parking)

	 	

	 	

	 	

Hazard Impacts on My Business 

These are the impacts of the hazards above on my business assets:  

(eg. Employee injury, loss of power, parking/building inaccessible, loss of potable water) 

	 	

	 	

	 	

	 	

	 	

Now rank these impacts on the left (1 = what I think is the greatest risk to my business).

What are my risks?
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These are the risks to my business. Those that are most severe and likely to occur are listed first. Next, I’ve listed the 

actions and employees we need to recover from them.

*TIP: Start by planning for the biggest risks. Prioritize!*

Risks Action Plan Staff in Charge

	 	 	

	 	 	

	 	 	

	 	 	

	 	 	

	 	 	

	 	 	

	 	 	

	 	 	

	 	 	

My Insurance 

(the following are examples – talk to your broker to see what’s right for you).

Property Business Interruption General Liability Contents

Other:
	  

Insurance Type:
 	

Insurance Policy Number:
	

Insurance Type:
 	

Insurance Policy Number:
	

Insurance Type:
 	

Insurance Policy Number:
	

My emergency preparedness 
action plan
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My Communications Plan

We will inform our employees about our emergency plan in the following way: 

	

In the event of a disaster:  

We will communicate with employees in the following way:

	

We will update our customers on our business operations in the following way:	

	

Our employees/suppliers/customers can contact us by phone or email here:

	

My Cyber Security Plan

The following steps will be taken to protect our software (eg. computer program). 

(more at onguardonline.gov)

Use firewall

Use security software that updates automatically

Give personal info over trustworthy, encrypted websites only

Protect your wireless network by turning the encryption feature ON

My Back-up Records and Data

The following steps will be taken to protect our software (eg. computer program). 

(more at onguardonline.gov)

Back-up records and data are stored ON-SITE here:
 	

Back-up records and data are stored OFF-SITE here:
 	

If our accounting and payroll records are destroyed, we will provide for continuity in the following way:
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Evacuation Plan

These disasters could force us to evacuate:

	 	

	 	

	 	

We have located, copied, and posted building and site maps.

	 Exits are clearly marked. 

We have a fire alarm and pull station(s) are located: 

	 	

	 	

We will practice evacuation procedures 	  times a year.

	 Our neighboring businesses have a BEEP plan in place.

	 Smoke detector batteries will be changed 2 times a year. 

*TIP: replace batteries when the time changes occur*

Evacuation and Shut-Down Procedure:

Meeting Spot: 	

Person(s) in Charge: 	 	 	 	 	

	 	 	 	 	

Responsibilities Include: 	 	 	 	 	

	 	 	 	 	

*TIP: You cannot force customers to stay, but you can encourage them to take safety measures*
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“Stay Inside” Plan (Shelter-in-Place or Lockdown Scenario) 

These disasters/threats could force us to stay inside: 

	 	

	 	

	 	

	 We have talked to our employees about:

a. which emergency supplies the company will provide in the shelter location.

b. which supplies individuals might consider keeping in a personal on-site kit.

	 We have located, copied and posted building and site maps.

We will practice evacuation procedures 	  times a year.

In the event of a “stay inside” scenario, we will inform our staff by: 

	

“Stay Inside” Procedure: 	

	

“Stay Inside” Location: 	

Person(s) in Charge: 	 	 	 	 	

	 	 	 	 	

Responsibilities Include: 	 	 	 	 	

	 	 	 	 	

*TIP: You cannot force customers to stay, but you can encourage them to take safety measures*
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Checklist for Emergency Kit 

The following checklist includes workplace emergency kit basics. Store in an easily transportable bag  

(“grab and go” bag). See BEEP guide for more detail. 

Important Business Records 

(eg. insurance policies, contracts)

Software & Office Supplies 

(eg. pens, paper, stapler)

Emergency Supplies 

(eg. first aid, bottled water, non-perishable food,  

blankets, flashlights, cash, radio)

Sanitation  

(eg. garbage bags, toilet paper)

Individual Employees  

(eg. medications, change of clothing)

Tools and Supplies  

(eg. pocket knife, lighter, duct tape)

Checklist for Shelter-in-Place Kit

The following checklist includes the basics for a shelter-in-place kit:

*Important if you are located near hazardous material industries*

Battery operated/hand cranked radio 

Alternate lighting 

Duct tape for sealing cracks 

Papers, pens, important phone #s 

Plastic sheeting (pre-cut to fit doors/windows) 

Signage to post on all entrances 

Non-perishable snacks 

Towels to block bottoms of doors 

First-Aid kit 

Bottled water 

Telephone/Cell-phone	

How to Respond to a Threatening Situation 

Call 9-1-1: When lives or property  

are in immediate danger.

Run, Hide, Take Action: Evacuate the area if it is safe 

to do so. Hide yourself if you cannot evacuate safely. 

As a last resort, commit yourself to delay, block or 

overcome the threat. 
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Annual Review 

I will review and update My BEEP Plan on this day every year: 		 (date) 

During this annual review, we will replace expired items or restock our emergency kit (if needed). 

Additional Notes/Next Steps:

*To learn more about business preparedness,

 Click the link to reach Vancouver’s BEEP guide*

http://vancouver.ca/emergencypreparedness 

Prep My Biz

*To learn more about individual preparedness,  	  

and emergency kits, click here:

http://vancouver.ca/emergencypreparedness

Prep Me  
& My Staff

*For additional CoV resources on hazards,

 preparedness, response & recovery, click here*

http://vancouver.ca/emergencypreparedness

Co resources  
on hazards
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My Suppliers and Contractors (Additional Sheets)

*Print off as many of these as you need!*

The following is contact information for our main suppliers and contractors:

Company Name: 
	

  Current Supplier/Contractor       Back-up Supplier/Contractor

Street Address: 
	

City: 
	

Province: 
	

Postal Code: 
	

Email: 
	

Phone: 
	

Fax: 
	

Contact Name: 
	

Account Number: 
	

Material/Services Provided: 
	

Company Name: 
	

  Current Supplier/Contractor       Back-up Supplier/Contractor

Street Address: 
	

City: 
	

Province: 
	

Postal Code: 
	

Email: 
	

Phone: 
	

Fax: 
	

Contact Name: 
	

Account Number: 
	

Material/Services Provided: 
	

Company Name: 
	

  Current Supplier/Contractor       Back-up Supplier/Contractor

Street Address: 
	

City: 
	

Province: 
	

Postal Code: 
	

Email: 
	

Phone: 
	

Fax: 
	

Contact Name: 
	

Account Number: 
	

Material/Services Provided: 
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My Personal Preparedness  

*Print off one for each of your employees*

These checklists will help you become better prepared for a disaster.

Home Emergency Kit Checklist

	 Drinking Water - for at least 3 days; 4 L per day/per person

	 Food - for at least 3 days; requires minimal equipment/water/heat source  

(eg. canned foods, granola bars, food for pets)

	 First Aid Kit – including manual

	 Sanitation Supplies (eg.garbage bags and cans, personal hygiene products)

	H andwashing Station (eg. liquid soap, water, paper towels, bucket)

	T ools (eg. duct tape, crowbar, multi-blade knife, can opener)

	 Safety and Comfort (eg. sturdy shoes, flashlight, batteries, blankets, light sticks, alternate heat source, work 

gloves, tarp/plastic sheeting, children’s toys)

	 Can’t Do Withouts  (eg. battery operated radio, necessary medication for you or family members, extra batteries, 

out of area contact cards, chargers, extra keys, copies of important documents)

Have You:

	 Determined the hazards in your region?

	T alked to your family about having a meeting spot in the event of a disaster?

	 Chosen somebody to be your out-of-province contact (and do your family members know their phone number)?

	 Explained to family members where the emergency kit, fire extinguisher, utility valves and safe exits are?

	 Considered an emergency kit for your car?

Acknowledgements 
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the content of this guide in conjunction with the School of Community and Regional Planning at the University of 

British Columbia. Thank you to NSEMO for generously sharing and allowing the adaptation of this valuable resource 

within the City of Vancouver.

My BEEP Plan | Start Small, Think Big – Prep Your Biz | The City of Vancouver / Page 17


	Business name: 
	undefined: 
	undefined_2: 
	undefined_3: 
	1: 
	2: 
	1_2: 
	2_2: 
	3: 
	4: 
	5: 
	6: 
	7: 
	8: 
	9: 
	10: 
	11: 
	12: 
	13: 
	14: 
	15: 
	16: 
	17: 
	18: 
	19: 
	20: 
	21: 
	22: 
	23: 
	1_3: 
	2_3: 
	3_2: 
	4_2: 
	5_2: 
	6_2: 
	7_2: 
	8_2: 
	9_2: 
	10_2: 
	11_2: 
	12_2: 
	13_2: 
	14_2: 
	15_2: 
	16_2: 
	17_2: 
	18_2: 
	19_2: 
	20_2: 
	21_2: 
	22_2: 
	23_2: 
	1_4: 
	2_4: 
	3_3: 
	4_3: 
	5_3: 
	6_3: 
	7_3: 
	8_3: 
	9_3: 
	10_3: 
	11_3: 
	12_3: 
	13_3: 
	14_3: 
	15_3: 
	16_3: 
	17_3: 
	18_3: 
	19_3: 
	20_3: 
	21_3: 
	22_3: 
	23_3: 
	1_5: 
	2_5: 
	3_4: 
	4_4: 
	5_4: 
	6_4: 
	7_4: 
	8_4: 
	9_4: 
	10_4: 
	11_4: 
	1_6: 
	2_6: 
	3_5: 
	4_5: 
	5_5: 
	6_5: 
	7_5: 
	8_5: 
	9_5: 
	10_5: 
	11_5: 
	1_7: 
	2_7: 
	3_6: 
	4_6: 
	5_6: 
	6_6: 
	7_6: 
	8_6: 
	9_6: 
	10_6: 
	11_6: 
	12_4: 
	13_4: 
	14_4: 
	15_4: 
	16_4: 
	17_4: 
	18_4: 
	19_4: 
	20_4: 
	21_4: 
	22_4: 
	23_4: 
	1_8: 
	2_8: 
	3_7: 
	4_7: 
	5_7: 
	6_7: 
	7_7: 
	8_7: 
	9_7: 
	10_7: 
	11_7: 
	12_5: 
	13_5: 
	14_5: 
	15_5: 
	16_5: 
	17_5: 
	18_5: 
	19_5: 
	20_5: 
	21_5: 
	22_5: 
	23_5: 
	1_9: 
	2_9: 
	3_8: 
	4_8: 
	5_8: 
	6_8: 
	7_8: 
	8_8: 
	9_8: 
	10_8: 
	11_8: 
	12_6: 
	13_6: 
	14_6: 
	15_6: 
	16_6: 
	17_6: 
	18_6: 
	19_6: 
	20_6: 
	21_6: 
	22_6: 
	23_6: 
	1_10: 
	2_10: 
	3_9: 
	4_9: 
	5_9: 
	6_9: 
	1_11: 
	2_11: 
	3_10: 
	4_10: 
	5_10: 
	6_10: 
	name: 
	Phone: 
	1_12: 
	2_12: 
	3_11: 
	4_11: 
	5_11: 
	1_13: 
	2_13: 
	3_12: 
	4_12: 
	5_12: 
	Company name: 
	undefined_4: 
	undefined_5: 
	undefined_6: 
	undefined_7: 
	undefined_8: 
	undefined_9: 
	undefined_10: 
	undefined_11: 
	undefined_12: 
	undefined_13: 
	Company name_2: 
	undefined_14: 
	undefined_15: 
	undefined_16: 
	undefined_17: 
	undefined_18: 
	undefined_19: 
	undefined_20: 
	undefined_21: 
	undefined_22: 
	undefined_23: 
	Company name_3: 
	undefined_24: 
	undefined_25: 
	undefined_26: 
	undefined_27: 
	undefined_28: 
	undefined_29: 
	undefined_30: 
	undefined_31: 
	undefined_32: 
	undefined_33: 
	Company name_4: 
	undefined_34: 
	undefined_35: 
	undefined_36: 
	undefined_37: 
	undefined_38: 
	undefined_39: 
	undefined_40: 
	undefined_41: 
	undefined_42: 
	undefined_43: 
	Company name_5: 
	undefined_44: 
	undefined_45: 
	undefined_46: 
	undefined_47: 
	undefined_48: 
	undefined_49: 
	undefined_50: 
	undefined_51: 
	undefined_52: 
	undefined_53: 
	Company name_6: 
	undefined_54: 
	undefined_55: 
	undefined_56: 
	undefined_57: 
	undefined_58: 
	undefined_59: 
	undefined_60: 
	undefined_61: 
	undefined_62: 
	undefined_63: 
	1_14: 
	2_14: 
	3_13: 
	1_15: 
	2_15: 
	3_14: 
	1_16: 
	2_16: 
	3_15: 
	1_17: 
	2_17: 
	3_16: 
	1_18: 
	2_18: 
	3_17: 
	4_13: 
	5_13: 
	1_19: 
	2_19: 
	3_18: 
	4_14: 
	5_14: 
	1_20: 
	2_20: 
	3_19: 
	4_15: 
	5_15: 
	6_11: 
	7_9: 
	8_9: 
	9_9: 
	10_9: 
	1_21: 
	2_21: 
	3_20: 
	4_16: 
	5_16: 
	6_12: 
	7_10: 
	8_10: 
	9_10: 
	10_10: 
	1_22: 
	2_22: 
	3_21: 
	4_17: 
	5_17: 
	6_13: 
	7_11: 
	8_11: 
	9_11: 
	10_11: 
	Other: 
	1_23: 
	2_23: 
	3_22: 
	1_24: 
	2_24: 
	3_23: 
	Backup records and data are stored OnsitE here: 
	undefined_64: 
	these disasters could force us to evacuate 1: 
	these disasters could force us to evacuate 2: 
	these disasters could force us to evacuate 3: 
	1_25: 
	2_25: 
	3_24: 
	Exits are clearly marked: Off
	We have a fire alarm and pull stations are located 1: 
	We have a fire alarm and pull stations are located 2: 
	1_26: 
	2_26: 
	times a year: 
	Our neighboring businesses have a BEEP plan in place: Off
	Smoke detector batteries will be changed 2 times a year: Off
	undefined_65: 
	undefined_66: 
	undefined_67: 
	undefined_68: 
	undefined_69: 
	1_27: 
	2_27: 
	3_25: 
	4_18: 
	1_28: 
	2_28: 
	3_26: 
	4_19: 
	these disastersthreats could force us to stay inside 1: 
	these disastersthreats could force us to stay inside 2: 
	these disastersthreats could force us to stay inside 3: 
	1_29: 
	2_29: 
	3_27: 
	We have talked to our employees about: Off
	We have located copied and posted building and site maps: Off
	We will practice evacuation procedures: 
	stay inside Procedure 1: 
	stay inside Procedure 2: 
	undefined_70: 
	undefined_71: 
	undefined_72: 
	undefined_73: 
	undefined_74: 
	1_30: 
	2_30: 
	3_28: 
	4_20: 
	1_31: 
	2_31: 
	3_29: 
	4_21: 
	Company name_7: 
	Current supplierContractor: Off
	Backup supplierContractor: Off
	street address: 
	undefined_75: 
	undefined_76: 
	undefined_77: 
	undefined_78: 
	undefined_79: 
	undefined_80: 
	undefined_81: 
	undefined_82: 
	undefined_83: 
	Company name_8: 
	Current supplierContractor_2: Off
	Backup supplierContractor_2: Off
	street address_2: 
	undefined_84: 
	undefined_85: 
	undefined_86: 
	undefined_87: 
	undefined_88: 
	undefined_89: 
	undefined_90: 
	undefined_91: 
	undefined_92: 
	Company name_9: 
	Current supplierContractor_3: Off
	Backup supplierContractor_3: Off
	street address_3: 
	undefined_93: 
	undefined_94: 
	undefined_95: 
	undefined_96: 
	undefined_97: 
	undefined_98: 
	undefined_99: 
	undefined_100: 
	undefined_101: 
	Drinking Water  for at least 3 days 4 l per dayper person: Off
	Food  for at least 3 days requires minimal equipmentwaterheat source: Off
	First aid kit  including manual: Off
	Sanitation Supplies eggarbage bags and cans personal hygiene products: Off
	handwashing Station eg liquid soap water paper towels bucket: Off
	tools eg duct tape crowbar multiblade knife can opener: Off
	Safety and Comfort eg sturdy shoes flashlight batteries blankets light sticks alternate heat source work: Off
	Cant Do Withouts  eg battery operated radio necessary medication for you or family members extra batteries: Off
	Determined the hazards in your region: Off
	talked to your family about having a meeting spot in the event of a disaster: Off
	Chosen somebody to be your outofprovince contact and do your family members know their phone number: Off
	Explained to family members where the emergency kit fire extinguisher utility valves and safe exits are: Off
	Considered an emergency kit for your car: Off
	My communication plan – Q01: 
	My communications plan - Q02: 
	My communications plan - Q03: 
	My communications plan - Q04: 
	Record Back-up Payroll Continuity Procedures: 
	Evac - shutdown procedure: 
	"Stay-in" Scenario staff inform details: 
	date: 
	Notes: 


