
Are you ready?

9ways to protect 
your business  
before, during and 

after an emergency.
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Four ways to protect your business and secure the future of your company

Establishing a plan to safeguard your business 

You probably already know from experience that business owners face threats from every direction. And emergencies and 

natural disasters can make running a business even more challenging. 

Small businesses face the same risks as larger ones but generally do not have the same legal and risk management 

resources to address them. However, there are steps you can take as a business leader to address risks by preparing for 

emergencies and disasters and protecting your employees.

No business is immune to risk. But with risk management guidance, you can receive professional assistance with designing  

an effective plan of action to prepare for a wide range of situations.

Prepare your company for disaster-related risks

Fires, storms, tornadoes, lightning and earthquakes take business owners by surprise every day throughout the world. 

Nothing can stop the forces of nature, but with preparation you can increase your chances of getting back to business 

quickly after a disaster. Here are some steps you can take before disaster strikes:

 1.  Consider a detailed business continuity plan — According to a recent survey, 31% of small businesses don’t 
  have a business continuity plan.1 A business continuity plan gives you a blueprint to follow at a time when you’ll 
  need to focus all your attention and energy on getting back to work. Your business continuity plan should include:

Post-emergency responsibilities for management and employees

Customer and vendor communications (to notify them of temporary closure)

An alternate contact for your business during the disaster

A plan to temporarily stop the delivery of materials to your business 

A plan to receive large amounts of replacement stock to get back to business after the emergency

A plan to secure legal documents by making copies and storing them  offsite/electronically

A plan to regularly back up computer files and secure them at offsite locations

 In general, a simple process for designing and implementing a business continuity plan works best.2

 Some businesses may need to plan an alternate facility to keep the business going during recovery so customers  

 keep coming back. In some cases, manufacturing or packaging may need to be contracted out while your facilities  

 are being restored. 

 Remember, employees are affected by disasters too. Communicate your business continuity plan to your employees 

 as soon as it’s established. Informing them of the plan in advance will allow them more time to prepare themselves and 

 your business. It’s also a good idea to design a communication tree to inform employees of business updates — 

 including closures and weather updates.
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 2. Review your insurance policies — Insurance documents aren’t the most interesting thing to read, but it’s 
  important to make sure you know the basics, like what’s covered and whom you should contact. Here are  
  key provisions to review:

The name and phone number of your insurance company

Deductible amounts

What perils or causes of loss your policy covers, and what’s not covered

The types of records and documentation your insurance company will want to see

Whether or not you’re covered for loss of revenue in the event of business interruption due to disaster —  
 and for how long

 3. Take inventory of your assets — To fully recover your assets, you’ll have  to document them. Get pictures and  
  videos of your goods and materials. Make multiple copies of these and store them offsite.

 4.  Gather accurate contact information — Keeping in touch can help  you weather any kind of storm. Make  
  sure your business has updated phone numbers of employees and vendors — and keep this information handy.  
  It’s also a good idea to keep the phone numbers of employees’ family members on file. 

 5. Assemble a disaster kit — It pays to be prepared, and you can take the first step by putting together essentials  
  such as a flashlight, extra batteries, a portable battery-operated radio, a first aid kit and emergency food and  
  water. These things may come in handy later.

 6.  Practice and prepare — As the old saying goes, practice makes perfect. This is just as true for emergency  
  preparedness as it is for piano lessons. Periodic emergency drills are important since they can identify unexpected 
  problems, which are much easier to face before an emergency occurs. Inviting local emergency response personnel 
  to participate in your drills and visit your facility is also a good idea. 

 We all hope it never happens, but when a disaster is imminent (such as an approaching storm), there are a number 

 of things you can do to secure your business.

 7. Monitor the weather — You’ll need to know exactly when to close your business, so keep an eye on the weather. 
  Once the decision is made, immediately enact your business continuity plan. 

 8. Secure your assets and building — Protecting your place of business  can be time-consuming and labor intensive, 
  so you’ll want to accomplish as much as possible in advance. Here are some tips to keep in mind:

Water damage from blown out windows is a major source of loss; place wood or metal covers over  
 windows and doors

Secure first-floor doorways with sandbags, water resistant duct tape and heavy plastic to protect  
 your business from possible flooding

Inspect all emergency equipment (like fire extinguishers)

Move materials away from windows and doors, and raise equipment from the floor 

Train personnel to shut down non-essential power, and designate  
 employees to execute shut-down procedures

Secure roof mounted items like HVAC, lights, signs, banners and any other equipment
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 9. Protect your peace of mind — In addition to protecting your employees from physical danger, there  
  are steps you can take to keep them emotionally healthy. Employees may need additional relief to help them  
  through trying times. An Employee Assistance Program (EAP) is a confidential, short-term counseling and 
  referral service designed to provide professional guidance to help employees in times of stress or trouble. 

 EAPs can help with:

Financial difficulties
  Stress, anxiety and depression
  Crisis intervention
  Any other emotionally troubling issue

 As an employer, you benefit when your employees use an EAP. It can enable them to get productive again so you 
 can get your business up and running shortly after a disaster. It can also help boost morale and help employees  
 deal with personal issues that may affect their performance at work.
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About Gevity 

Gevity (NASDAQ: GVHR) is a leading provider of HR solutions. We help businesses nationwide maximize 

performance by providing world-class HR expertise and services — including payroll, benefits, administrative 

processing, risk management, policies and procedures, new hire support, performance management, and 

employee development and retention. For more information, visit gevity.com.

1 Survey commissioned by HP (NYSE: HPQ) and conducted by GCR Custom Research.

2 Survey: “Business Continuity and Availability Solutions a High Priority for Corporate Spending in 2006,” press release issued April 12, 2007.

Be prepared for emergencies. Preparing ahead of time makes  

getting back to business easier if disaster strikes. Develop an emergency and business 

continuity plan, and make sure your employees are ready to implement it. 
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