Disaster Readiness Plan
A Template
For

Neighborhood Associations

Ad apted from t he Wellington Disaster Plan for:
Lancaster Disaster Plan, by Lancaster Neighborh ood Watch Committee,
2014 - Ki ngs Ridge Community, Clermont, Flori da
This resource m anual is based o n information from Am eri can Red Cross , Fed eral Em ergen cy Man ag em en t
A gen cy . www.floridadisaster.org. The Home Depot, National Association of Home Builders of th e
United States and United Way of Escambia County, Pensacola , FL

All collaborative partners assumes no respo nsibility for the action s of any who choose to respond to these guidelines or for any
damages arising from those actions. Individuals acting in times of disaster are offered certain protection by Florida Statues 768.13

and 768.1355 •
LANCASTER COMMUNITY MISSION STATEMENT:

The neighborhood Watch/Disaster Committee will be the organized and
cooperative vehicle within the complex for educating and supporting residents in
their efforts to prepare for and cope with disasters.
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INTRODUCTION

While it is true that emergency responders do an incredible job of keeping citizens safe, it
is also critical that individuals, neighborhood associations, and communities be prepared for
disasters of all types. All disasters are local, which means neighbors are often the first on the
scene of a disaster. It is important, therefore, that citizens know what to do in the event of a
disaster, and how to support first respond ers like police, fire, and other governmental agencies
like the Federal Emergency Management Agency (FEMA).
The templates included are adaptable to any community or association. An attempt has
been made to make this disaster readiness plan as easy as possible to develop and implement.
The plan is for response to significant events, such as tornados, chemical spills, floods,
hurricanes, etc. However, neighborhoods that have implemented the plan have found that the
knowledge has helped residents to be more aware of what is going on around them, making them
better able to identify potential problems with their neighbors, such as illness, household
accidents, etc., and then to provide neede d assistance.

Return to Table of Content
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STEPS FOR DEVELOPING A DISASTER PLAN
Step 1: Select a Disaster Plan Coordinator
The neighborhood home owners association board of directors should appoint a disaster plan
coordinator (sample job description on page 8). Although it is not necessary, it helps if the
coordinator has experience in disaster response.
Step 2: Develop Plan and Budget
Depending on the size of the neighborhood, the plan coordinator can develop the plan, based on
this template, or can recruit residents for a Disaster Readiness Committee who develops the plan
and takes it to the board for approval. Include a draft budget. Potential budget items include:
laminated "Help/Okay" signs for each residence, emergency vests for coordinators and *division
captains, Red Cross training for division captains/coordinator, disaster notebooks, printing of
notebooks, vial of life instructions, labels and door stickers, two-way radios.
Step 3: Identify Neighborhood Divisions
Using a map ofthe neighborhood, identify workable divisions or sections (sample on page 18).
Depending on the size of the neighborhood, as well as the number of captains you are able to
recruit, divisions are usually composed of eight to ten homes. Any more than that can make it
difficult for the captains to quickly assess damage after a disaster. The individual divisions will
then be assigned to a captain (job description, page 10). It is helpful if the homes are contiguous
as well as across from each other. For example, a division would not be eight homes in a row on
the same side of the street, but four homes on each side of the street.
Step 4: Recruit Division Captains
The best way to select division captains is to have a neighborhood meeting, inviting all residents.
Explain the plan, how the neighborhood will be divided and what will be expected of each
resident (e.g. completing forms, putting together a disaster supplies kit, etc.). Overview the
responsibilities of division captains and then provide opportunities for them to sign up. If you
are unable to recruit enough division captains at the meeting, identify individuals in each
division who might be qualified and then make phone calls.
Step 5: Conduct Training for Division Captains
A one to two-hour meeting initially is usually enough time to explain the duties of a division
captain and explain the plan in more detail. Encourage each division captain to recruit a back-up
person to cover for them ifthey are going to be out of town. It is also helpful to ask an
emergency responder to attend the meeting. This not only keeps communication lines open but
also reinforces to attendees how important their volunteer efforts are to the safety of their
neighborhood. Often neighborhood grocery stores will donate tote bags that can be given to
division captains. The disaster plan, resident information, two-way radio, vest, etc., are kept in
the tote bag so the items are readily available. The bags are also useful if the division captain is
going to be out of town. The bag of supplies is then given to the back-up division captain.

*The term "division" is used in order to comply with national disaster readiness terminology.
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Step 6: Gather Resident Information
Give every resident a form (page 17) for them to complete. Be sure to give them a deadline for
completion of the form. Sometimes division captains will need to go door to door to get the
completed forms, or help the resident complete the form. This provides an opportunity for the
Division captain to introduce themselves to the residents, too. Assure residents that all
information is confidential and will be used for disaster response only.
Also encourage residents to sing-up for Smart 911, www.srnartv l l.com. The program allows
individuals to place important medical information, contact information, etc, in a confidential file
for the use of 911 responders. They have this information in hand prior to arrival at your home.
They have both a phone number and a website for more information.

Step 7: Give Disaster Readiness Items to Residents
While they are getting resident information, division captains can give residents the following:
• Lake County Special Needs Registration form (if the resident will need to be evacuated in
the event of a weather disaster)
• Vial of Life: Usually local drug stores will donate large, empty medicine bottles that can
be used by residents for their health issues and prescription list. An example of a label for
the bottle and a sample form for residents to complete are included beginning on page 3437. The Vial of Life bottles are placed in the resident's refrigerator, with a sticker placed
on a front window so first-responders know there is a Vial of Life bottle in the
refrigerator.
• Help/Okay sign (page 15-16): The sign should be print with "Help" on one side and
"Okay" on the other. Laminating them is also a good idea. The residents post these signs
in a front window AFTER a disaster to indicate whether or not they need help.
• List of disaster supplies (page 19). The list should also be posted on the neighborhood
association's website. It is also helpful to remind residents annually of the need to make
sure they have enough disaster supplies on hand. The list of evacuation shelter supplies
is included on page 21, and is for residents who will need to be evacuated in the event of
a weather disaster. A sample disaster plan for special needs and disabled residents is also
included (page 24).
Step 8: Compile Information
All completed forms should be given to the Plan Coordinator, who compiles the information into
a master list, with copies of each division's information given to the corresponding division
captain. This information should be updated annually.
Step 8: Identify Residents for Evacuation and Priority Contact
Identify residents who may need to be evacuated in the event of a disaster. Ask division captains
to provide these residents with the Lake County Special Needs Registration Form (page 22) as
well as the list of items to take with them to the shelter (page 21). It is not required that the
resident's social security number be included on the form: Be sure division captains know to
check on these residents first in the event of a predicted disaster (so they can be evacuated), or
after an event to make sure they are okay.

Return to Table of Content
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Step 7: Implement Plan
Develop strategies for alerts to residents (e.g. e-mail, flyers, etc.) if a potential weather disaster is
imminent. Post the plan on the association web site. Order any supplies needed, such as tote
bags for disaster supplies, two-way radios, vests or t-shirts for division captains, disaster plan
notebooks for division captains, Vials of Life, etc. Schedule annual meetings with division
captains to remind them to update resident information, make sure the batteries are working in
their radios, etc.

Hint: One neighborhood works with a welcoming committee to identify new residents, who are
given the name oftheir division captain, information on the disaster plan, the form to complete,
and other helpful information. The welcoming committee then passes the new resident info on to
the Plan Coordinator, who notifies the appropriate division captain ofa new resident.

Disaster Communications Plan
Effective communication during a disaster will incorporate three distinctive elements:
communications, command and control. It will be critical during a disaster that meaningful and
accurate information into and out of the affected area contribute to the saving of lives and the
protection of property.
The communication plan incorporates a dynamic, two-way radio communications system
consisting of three basic levels.

Incident Command Center Communicator

•
•
•

1 . . . . 1

Neighborhood Association Plan Coordinator - Disaster Functions

Neighborhood Association Division Captains - Disaster Functions

Residents
Disaster Readiness Plan, 2014
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Level I:
Levell Neighborhood Association division captains are provided with a sufficient quantity of
two-ray radios, either hand held or mobile. When conditions are declared safe by emergency
responders, division captains will do an inspection of their designated area (see Neighborhood
Damage Assessment Worksheet, page 12). Upon completion of the worksheet, the division
captains will deliver or relay information in person or by hand held device to the Level II
Communicator, the Neighborhood Association Plan Coordinator. If a resident in the designated
area needs emergency assistance the division captain will call 911, or if necessary, relay the
emergency information to the Level II Communicator.
Level II:
Level II Neighborhood Association Plan Coordinators are responsible for communicating
information from the Level I division captains to the Level III Incident Command Center. Level
II Neighborhood Association Plan Coordinators screen unnecessary radio transmissions to the
Incident Command Center, controlling the amount of incoming information to the Level III
Incident Command Center.
Level III:
The Level III Incident Command Center Communicator reports directly to emergency
responders and the disaster plan leadership. This individual is responsible for all aspects of
communication, internally (neighborhood associations plan coordinators) and outgoing, as well
as professional emergency responders such as:
Local Agencies:
Lake County Office of Emergency Management
Lake County Amateur Radio Emergency Services
Lake County Sheriffs' Office
Clermont Fire Department and Emergency Medical Services
Clermont Police Department
American Red Cross
The Salvation Army
(for a more complete list of local agencies see Division 1)

State Agencies:

Office Emergency Management - Tallahassee
Florida State National Guard

Federal Agencies:

Department of Homeland Security
FEMA (Federal Emergency Management Agency)
NWS (National Weather Service)
USCG (United States Coast Guard)
National Communications System
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Job Descriptions

Title: NEIGHBORHOOD ASSOCIATION PLAN COORDINATOR

Selected and Evaluated by: Neighborhood Association Board of Directors
Reports to: Neighborhood Association Board of Directors
Term: Three years, with one additional term of three years for a maximum of six years.
Responsibilities:
Selection, coordination and monitoring of Neighborhood Association Division Captains;
1. Review of disaster manual;
2. Assignment of captains to specific homes to monitor;
3. Disbursement of bulletins to residents on supplies needed, pending disasters, etc.;
4. Annual updating of division captain information;
5. Annual collection of completed Neighborhood Registry & Assessment
Worksheets from division captains
6. In the event of a disaster, fulfills duties as stated in emergency instructions,
including transmission of information from division captains to Incident
Command Communicator;
7. After a disaster, transmission of completed Neighborhood Damage Assessment
Worksheets to emergency responders;
8. Notification to Neighborhood Association Board of Director if going to be out of
town, specifically during hurricane season.
Time Commitment:
Disaster Preparedness - A minimum of two meetings per year and review of the
disaster manual (approximately 10 hours per year);
Disaster Res onse - Depends on the
e and len h of disaster.

Instructions for Neighborhood Association Plan Coordinators
Before the Disaster
Step #1:
Make sure your own disaster kit and equipment are re-stocked and stored in an easily accessible
location, including your emergency vest, master list of residents, contact information for
Division captains, and disaster manual.
Step #2:
If you will be out of town during the projected hurricane, be sure to get someone to fulfill your
duties while you are gone. It is recommended you ask one of your Division captains, or a
Neighborhood Association board member to fill in for you.
Step #3:
Identify locations of emergency two-way radios, set them to agreed upon channel, and make sure
you will have access to radio during the disaster.
Disaster Readiness Plan, 2014
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Step #4:
Call or e-mail all division captains to make sure they will be available during the time frame of
the hurricane. If they will be gone, get another division captain or board member to cover their
area as well as their own.

Step #5:
If division captains indicate there will be a need to transport frail individuals to a shelter, assist
with arrangements if needed. (Note: Major evacuations will be handled through the Lake
County Emergency Management).
Step #6:
Monitor the progress ofthe storm on a weather radio and television.
After the Disaster:
Step #1:
Call 911 for injuries, reports of people being trapped in their homes, or security breaches.
Step #2:
Communicate with the Incident Command Communicator (ICC) any reports from division
captains of fallen trees, major damage to homes, individuals needing to be evacuated because of
damage to their homes or medical problems. If electricity is out, walk, use your golfcart or try
to use your two-way radio to convey info to the ICC.
DO NOT GO OUT INTO THE STORM

Return to Table of Content
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Title: NEIGHBORHOOD ASSOCIATION DIVISION CAPTAINS
Selected and Evaluated by: Neighborhood Association Plan Coordinator
Reports to: Neighborhood Association Plan Coordinator
Responsibilities:
Annual completion of Neighborhood Registry & Assessment Worksheets (page 17), which are
given to the Neighborhood Watch Coordinator (NWC);
1. Review of disaster manual;
2. Disbursement of bulletins to residents;
3. Disbursement of "Vial of Life," disaster supplies list, etc., to residents;
4. Encourage residents with disabilities or special needs to complete Lake County
Special Needs Registry
5. In the event of a disaster, performs duties as stated in emergency instructions
including transmission of completed Neighborhood Damage Assessment Worksheets
to Plan Coordinator;
6. Identification of a back-up division captain;
7. Notification to back-up division captain or Plan Coordinator if going to be out of
town, specifically during hurricane season;
8. Attendance at meetings established by Plan Coordinator
Time Commitment:
Disaster Preparedness - A minimum of two meetings per year and review of the
disaster manual (approximately 10 hours per year);
Disaster Response - Depends on the type and length of disaster.

IN CASE OF .\ DISAS rER
Instructions for Neighborhood Association Division Captains
Before the Disaster:
Step #1:
Make sure your own disaster kit and equipment are re-stocked and stored in an easily accessible
location, including your emergency vest and disaster manual.
Step #2:
If you will be out of town during the projected hurricane, be sure to get someone to fulfill your
duties while you are gone. It is recommended you ask another division captains to fill in for you.
Step #3:
Identify locations of emergency two-way radios, set them to specified channel and make sure
you will have access to a radio during the disaster.
Step #4:
Identify individuals in your designated area that are disabled or frail and who might need help
during and after the hurricane. Give them copies of the emergency plan for special needs or
disabled resident, which begins on page 20.
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Step #5:
Identify individuals who might need/want to be evacuated to a shelter prior to the storm. If they
do not have transportation to a shelter, contact the coordinator if you need help.
Step #6:
Identify residents who have critical emergency equipment (this includes generators, First Aid
kits, two-way radios, fire extinguishers, etc.) and see ifthey will be home during the storm.
Step #7:
Assist in installation of plywood on windows, or find someone else who can do it.
Step #8:
Monitor progress of storm on a weather radio
DO NOT GO OUT INTO THE STORM
After the Disaster:
Step #1:
Report to Plan Coordinator any disabled, frail or other residents who might need help or need to
be evacuated after the storm. If electricity is out, walk to coordinators home, take your golf cart,
or communicate via two-way radio.
Step #2:
Encourage residents to stay in their homes until you have checked to make sure the
neighborhood is safe.
Step #3:
Walk through your designated area (wearing sturdy shoes, comfortable clothes and your vest),
checking for downed trees, major damage to homes, blocked roads, etc. Use Neighborhood
Damage Assessment Worksheet, and then report to NA Plan Coordinator or emergency
personnel.
Step #4:
Be alert for unknown or unidentifiable individuals roaming the neighborhood and report their
presence immediately to emergency personnel or to the Plan Coordinator.
Step #5:
CALL 911 FOR ALL INJURIES, PEOPLE TRAPPED IN THEIR HOMES OR
SECURITY BREACHES. If phone lines are down, use two-radio or drive to the NA Plan
Coordinator's location to report and to request help.

Return to Table of Content
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:\ElGHBORHOOD DA\L\GE ASSESS\IE.'\T \\ORKSHEET
(from NPP Guide bv United Way of Escambia County)
Date:
Person Reporting:
Time Begun:

Page #

Person Receiving:
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*Damage: h=heavy, m=moderate, I=light
ImpactJDamage Assessment - Complete as many forms as necessary for your neighborhood and return completed forms
to the Neighborhood Plan Coordinator or emergency personnel immediately upon completion of assessment.
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RESIDENT DAMAGE SeRVEY
PROPERTY NAME:

Kings Ridge

Home Owner's Name:
Address:
Phone Number:
rNSPECTED BY:

Date :

_

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _---e

BUILDING EXTERIOR
• Roof Damage 0 Yes
0 No
_ _ _ _ _ _Leaking
_ _ _ _ _ _Roofing material missing
_ _ _ _ _ _Other (describe),

•
Window Damage
Have you already repaired? D Yes
_ _ _ _ _Broken panes of glass

_

DYes

DNo

DNo
(how many)

_

Locatiorus)

_

_ _ _ _ _Window frame damage (how many)

_

Location (s)

_

Locations(s),---:• Sliding Glass Door Damage
0 Yes
Have you already repaired? DYes
_ _ _ _ _Broken Glass
_ _ _ _ _ Damaged Frames/Tracks
•
Patio Damage
(describe),

_
0 No
D No

BUILDING INTERIOR
• Drywall Damage
0 Yes
D No
_ _ _ _ _Hole or warping of wall/ceiling (describe)

_

_

_ _ _ _ _Paint stains only
_ _ _ _ _No interior damage
Describe any other damage that you want to report.

_ _Yes, I have taken photographs which the Association may utilize.

Return to Table of Content
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DEFINITIONS & TYPES Of DISASTERS
Block Captain: A volunteer who is responsible for disaster preparedness and response in a specific neighborhood
and who reports to a coordinator.
Disaster: Any natural or man-made event that threatens life or property.
Disaster Committee: A group ofvolunteers who are responsible for the development, disbursement,
implementation and update of a comprehensive disaster plan.
Hazardous Materials Release: The accidental discharge into the air on to the ground of chemicals or other
materials that could be dangerous to humans, pets and or plants.
Hurricane: Intense low pressure with winds rotating around the center in a counterclockwise direction at speeds of
74 mph or more.
Hurricane Warning: A warning that sustained winds of74 mph or higher are expected in a specified area within
24 hours.
Hurricane Watch: An announcement for specific regions that hurricane conditions pose a threat. When a
hurricane watch is issued, all precautions should be taken immediately.

Incident CommandCommunicator; A designated individual who serves as the key communicator between
emergency response organizations and neighborhood coordinators during and after a disaster.
Neighborhood: An area determined by the Neighborhood Association to be the area of responsibility for Plan
Coordinators or Division captains.
Neighborhood Association: A designated neighborhood monitored and organized by a board of directors who is
responsible for the appointment of neighborhood plan coordinators.
Neighborhood Plan Coordinator: A volunteer who is responsible for the recruitment, training and coordination of
a specific number of Division captains in one or more neighborhood associations.
Shelter-in-Place: The strategy for responding to a Hazardous Materials Release whereby residents, businesses and
schools stay inside the building until given the "all clear" by officials.
Tropical Depression: Counterclockwise rotation of air at speeds of 38 mph or less. A clearly defined low-pressure
area is emerging.
Tropical Disturbance: No strong wind. Area of showers and thunderstorms.
Tropical Storm: A low-pressure system with wind speed of 39 to 73 mph. The storm receives a name.
Tropical Storm Warning: A warning that tropical storm conditions, including sustained winds of 39 to 73 mph are
expected within 24 hrs.
Tropical Storm Watch: An announcement for specific areas that tropical storm winds pose a possible threat.

Return to Table of Content
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215 - LANCASTER NEIGHBORHOOD RESIDENT DATA FORM May 19, 2020 UPDATE

The Lancaster Emergency/Disaster Committee, based on guidelines from the Clermont Police Department,
requests update to contact information for our residents which may be used in an emergency. We respect
your privacy. Completion of this survey is voluntary. A copy of this form is for the Block Captain and the
Lancaster Emergency/Disaster Committee Coordinator or shared with the Police, if necessary.
Date: ____________First & Last Names of Owners: ______________________ ______________________
Other occupant name(s): ______________________ ______________________
Address: ____________________ (circle one) (Dobson St. / Grafton Ave.), Clermont, Florida 34711
Home Ph: ______ - ______ - ________ Work Ph: ______ - ______ - ________ Cell Ph: ______ - ______ - ________
Email address: ______________________ @ ______________________
Are you a year-round resident: YES / NO_______ If “NO”: Months away: ______________________
Contact phone (AWAY)

: ______ - ______ - ____________

Do you have a “ VIAL OF LIFE” ?: YES / NO
Would you like information on the program ?: YES / NO
Are you registered with LAKE COUNTY’S SPECIAL NEEDS PROGRAM? YES / NO
PEOPLE TO CONTACT IN CAST OF AN EMERGENCY:
Nearest Relative or Contact: ______________________ ______________________ Has Key? YES / NO
(relationship)
Address: ______________________________ _______ ___________ Phone: ______ -_______ - ________
(street)
(state)
(zip code)
Phone: ______ - _______- ________
Nearest friend/neighbor in or near Kings Ridge that may assist you in an emergency: Has Key? YES / NO
________________________ ______ _______________________
(name)
(address)

Phone: ____ - ____ - ________

HOME OWNERS INSURANCE INFORMATION: ________________________ _______________________
(company)
(policy #) (Optional)
__________________________________________
Phone: ____ - ____ - ________
(agents name)
Other emergency information:
Will you need transportation in an emergency?
Do you have Emergency Response Training?
Do you have an emergency generator?
Do you have a propane barbecue?
Do you have a weather alert radio?

YES / NO
YES / NO
YES / NO
YES / NO
YES / NO

Do you have first aid training? YES / NO
Do you have two-way radios? YES / NO
Do you have fire extinguishers? YES / NO
Do you have a first aid kit?
YES / NO

Will you loan/share any of the above items for the good of the Community?

For neighborhood watch coordinator use:

YES / NO

Copy to: _____________________________________
(Block Captain and Coordinator) Police only in emergency)

