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This template is for private, non-governmental use. Fairfax County does not access, collect, 
maintain or disseminate any information entered on this template. If you fill out this form 
electronically, data entered during your current session will not be saved automatically. If you 
need to stop working on your plan, please make sure to save your work. If you need assistance 
completing this plan, please contact the Fairfax County Office of Emergency Management at  
571-350-1000.

Neighborhood Disaster Plan Template

[Insert neighborhood name]

[Insert plan version number]

[Insert date of last revision]
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Template Instructions

This Neighborhood Disaster Plan Template is meant to serve as a framework for planners to 
build or refine a disaster plan for their neighborhood. This helpful resource provides direction [in 
brackets] where you can add neighborhood specific information.

This template is a simple tool that may be used in conjunction with the 5 Steps to Neighborhood 
Preparedness, which is a robust resource that contains detailed information regarding the type of 
information that should be included in a neighborhood disaster plan. 
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Plan Maintenance

Plan Maintenance and Update

 is responsible for maintenance and update 

of the plan. The plan will be updated annually and in response to lessons learned from exercises 

or actual disasters.

 

Plan Distribution

Printed copies of the initial plan and any future updates will be distributed to all residences of the 

area for which this plan was developed. 

The plan will also be posted on the  

website. 

Plan Modification Register

Changes made to the plan are reflected below.

Description of Change		  Page Number	 Date of Change	 Authorized Signature
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Acknowledgments 

[Include information regarding the people, agencies, and organizations that were involved in the 
development of your neighborhood disaster plan.]

This plan was developed by members of the (Name neighborhood council, or other group(s):

 

The following people participated in development of the plan (List Name & Organization): 

  

  

  	
			   (Name)					     (Organization)

The plan was completed on: 

 	  
(Month, year)

 

(Signature of Chair, or Leader of plan development team)
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Table of Contents

[Insert a table of contents once the plan is complete.]
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1.  Introduction

1.1 Background

As community members, we recognize that preparing for disasters and catastrophic events is not 
a luxury, it is an imperative. It is often said that disasters are not a matter of “if”, but “when”.

[Insert information about the area covered by the plan, the Board of Supervisor district, and the 
locations of the nearest fire station, police station, and hospital.]

 

 
1.2 Purpose

The primary purpose of the plan is to outline strategies that our neighborhood members can take 
to support ourselves in the event of a disaster. It is meant to cover large-scale disasters as well as 
smaller emergencies. The plan is based on the recognition that the first priorities in a disaster are 
self, family and neighbors. It is built on the concept of “neighbor helping neighbor” until outside 
help arrives. We hope that this plan will provide a mechanism for our neighborhood to sustain 
itself until County services and outside support can be obtained.

 
1.3 How The Plan Was Developed

[Discuss how the plan was developed (e.g. through a series of meetings), when it was developed, 
who it was developed by (general descriptions of those who worked on it, or specific names), and 
who led the project.]
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1.4  About Our Neighborhood

[Insert specific descriptive information about your neighborhood, to include its location in Fairfax 
County, the general addresses or blocks of the area, square mileage, the date the neighborhood 
was founded, the number of homes covered by the plan, the number of people residing in the 
neighborhood, its ethnic and cultural makeup, languages commonly spoken, and any community 
centers or significant landmarks.]

1.5 Organization of the Plan

This plan is organized into three parts:

33 A Basic Plan, which identifies threats and risks to the neighborhood, neighborhood assets, 
and a community disaster response strategy. The basic plan applies to all hazards.

33 Functional Annexes that detail how specific tasks, such as Communications, or Search and 
Rescue will be performed.

33 Hazard Specific Annexes that describe responses to specific hazards such as floods or 
earthquakes.
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2. Basic Plan

Refer to the 5 Steps to Neighborhood Preparedness for guidance and tips for filling out this template.

Step 1 – Define Your Area 
(See page 82 of the 5 Steps Guide)

The scope of our plan includes   

[Describe the geographic area covered by the plan using street names or other easily-understood 
features. If you are building a plan for units of a multi-story building, list the floors and unit 
ranges. Make a map or sketch of the area that you can add information to later.]

Step 2 – Recruit Leaders and Participants 
(See page 83 of the 5 Steps Guide)

Make a list of people you know in your neighborhood that have skills or experience that would be 
useful in developing a plan.

Name	 Skill or Experience	 Address and Telephone
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Step 3 – Scout Your Neighborhood

Threats and Risks
(See pages 84-85 of the 5 Steps Guide)

The threats and risks that our neighborhood is most susceptible to are listed here in order of 
likelihood.

[Include information that you prepared as part of the Threats and Risks section in step 3 of the  
5 Steps to Neighborhood Preparedness. List threats and risks and by likelihood of occurrence.]

Threat	 Likelihood of Occurrence1	 Level of Impact2

	 	  

	 	  

	 	  

	 	  

	 	  

	 	  

	 	  

	 	  

	 	  

	 	  

1 �Almost Certain: Greater than 90% chance ½ Likely: 50 – 90% chance ½ Moderate: 10 – 50% chance ½ Unlikely: 3 – 10% chance ½ Rare: 3% 
chance or less

2 �Minor: Some disruption of service possible. Little or no property damage, personal injury, or loss of life, injuries, and fatalities ½ 
Moderate: Disruption of some services. Minimum property damage, injury, and loss of life ½ Major: Many services disrupted and/
or structures severely damaged. Multiple personal injured and significant loss of life ½ Catastrophic: Disruption of most services. 
Widespread property damage. Many Injuries and fatalities
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Key Assets
(See page 86 of the 5 Steps Guide)

Identify the assets in your community that would help to respond to, or recover from a disaster. 
Our neighborhood assets are:

[Include information that you prepared as part of the Neighborhood Assets section in step 3 of 
the 5 Steps to Neighborhood Preparedness.]

Asset Type	 Asset description	 Asset Location  
		  or Contact Information3
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Make a Map
(See pages 87-88 of the 5 Steps Guide)
[Add detail to the map of your area prepared in Step 1 to include things like a Neighborhood 
Gathering Place, Triage area, and other important information that can be easily displayed on a 
map.]

Step 4 – Build Your Team
(See pages 89-92 of the 5 Steps Guide)

Using the list of people with special skills and experience you identified in Step 1, or others you 
may have identified in Step 3 as Neighborhood Assets, build teams that can help the neighborhood 
prepare for disaster and respond effectively if a disaster strikes. Using the organization chart on 
page 92 of the 5 Steps Guide, determine who might fill which of the roles depicted on the chart. Be 
sure to identify alternates in case the primary person(s) is unavailable.

Step 5 – Plan Your Approach 

(See pages 93-95 of the 5 Steps Guide)

[Detail how your neighborhood will respond. Write it down.]

Individual and Family Disaster Response Actions. Discuss the responsibilities of 
individuals and families in disaster response. Make sure to emphasize that the first priority is to 
ensure the safety of families, pets, property, and neighborhoods. Consider discussing such things 
as:

33 The need to check for unsafe conditions, such as downed power lines and gas leaks.

33 The procedure for shutting off gas valves that are not automatic (by turning the valve so that 
the “bar” is perpendicular to the gas line; also keeping a wired wrench to the gas meter).

33 The importance of tuning into the radio to emergency frequencies to obtain information and 
instructions.

33 The importance of donning protective gear such as a hard hat or bicycle helmet, steel-toe or 
other sturdy shoes, and leather or sturdy gloves.

33 During earthquake incidents, individuals should “drop, cover, and hold on.” Individuals who are 
unable to drop should cover their head and neck with their arms.

After ensuring one’s safety, regardless of the incident type, households should place the OK/
Help hanger on their front door or window so that it can be easily seen from the sidewalk or 
street. The red side means that help is needed; the green side means that everyone is OK. It is 
for use only after a disaster when 911 help is unavailable. Families should lock their doors, secure 
their belongings, and proceed to the Neighborhood Gathering Place.



appendices

108  |  Appendix E  |  Neighborhood Disaster Plan Template

Neighborhood Response. Once the neighborhood has gathered at the designated 
Neighborhood Gathering Place, the first task is to get organized. Then, a leader will be selected to 
direct the overall effort. An Action Plan will be developed to help the neighborhood decide what 
to do, how to do it, and what timeframe to do it in. Finally, the neighborhood should organize into 
teams, with a Team Leader for each team. Each team should have 3 to 7 people and a Team Leader.

33 [List the communications systems you plan to use. For radios, be sure to list the frequencies. 
Designate one person to collect all radios once response efforts have concluded.]

33 [Prepare a notification chart and “call down” procedures, as shown in the Notification Annex 
on the following pages. There should be a “master” notification chart to make sure the leaders 
you have identified are notified, and each Block Captain should develop and maintain a 
notification chart for residents in his/her area. It is a good idea to include email addresses, too. ]

33 [Create a list of capabilities needed for each area of response, and designate people to fill those 
roles. For example, the Triage and Treatment area will need people who are trained in First 
Aid, and the Animal Evacuation Site will need someone to conduct a formal check-in with 
written documentation and photographs. Roles should be reviewed and confirmed at every 
other neighborhood meeting to accommodate for new people and to maintain preparedness for 
disasters.]

33 [List Key Locations:]

•	 Our Neighborhood Gathering Place is: [Include primary and alternate] 

 

•	 Our Triage Area is: [Include primary and alternate] 

 

•	 [List Key Personnel. Include primary and alternates for each position, and 24/7 contact 
information:]

•	 Our Incident Commander is: 

  

•	 Our Block Captains are:  

  

•	 Our Communications leader is:  

  

•	 Our Mass Care leader is:  
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•	 Our Materials and Supplies leader is: 

  

•	 Our Search and Rescue leader is: 

  

•	 Our Transportation leader is:  

  

33 [Determine which Support Annexes and Hazard Specific plans should be prepared and added to 
the basic plan in the future (see pages 94-95 of the 5 Steps Guide)]

33 [Describe how your neighborhood will maintain your plan, and document special 
considerations in the planning process. Include specific training and exercise recommendations 
(e.g., types of training/exercise events, frequency, etc.)]

33 [Describe the way that you will share this plan (e.g., distribute door to door, post on website, 
etc.).]
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Functional Annexes 

[These annexes focus on specific responsibilities, tasks, and actions. An early and very important 
planning task is to identify the functions that are critical to successful emergency response. These 
core functions become the subjects of the separate annexes.]

[Planners should ensure that specific concerns of population segments, such as children and 
individuals with access and functional needs, are addressed.]
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[Include information that you prepared as part of the Put it in Writing section in step 5 of the 
5 Steps to Neighborhood Preparedness. Consider functions such as Communications, Search and 
Rescue, Animal Care, and Triage and Treatment. Examples of functional annexes are provided on 
the following pages, Annexes A.2 and A.3.] 

A.1 Neighbor Survey

A.1.1 Summary of Survey Results
[Summarize the results of the Neighborhood Survey that was distributed and collected from 
neighborhood residents. This Survey included as Appendix F of this document.] 

A.2 Notification Annex

A.2.1 Purpose
The purpose of this annex is to outline the methods that will be used to notify community 
members of a disaster.

A.2.2 Notification Procedure
[Detail who is responsible for contacting who, and the method and alternate method(s) of 
contact, such as phone, radio, and/or door-to-door contact.]

Consider the following:

1.	 The person at the top will start the notification process. It may be helpful to have a brief script 
complete with the specific action.

2.	 Ask the person to get paper and pencil to write specifics.

3.	 Give facts about the event.

4.	 Be sure that you have alternative phone numbers and radio frequencies, so you can reach a 
person if he/she is out of home/office.

5.	 If nobody is answering, leave a message and then try using the alternate method of contact. If 
contact is still not made, contact the next person. This should ensure that everyone gets the 
information in a timely fashion.

6.	 Confirm they will be making contact with the next person(s) on the chart.

7.	 Prearrange with staff at the end of the list to contact the person at the top once they receive 
the message. The LAST person on the notification chart should CONTACT THE FIRST 
person to ensure that the chart is completed and that the message was accurate. 
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Consider providing a list of phone numbers and radio frequencies in this Annex. Phone numbers 
should be updated regularly. Call-downs should also be exercised regularly.

Name & Ph# Name & Ph#

Name & Ph#

Name & Ph#

Name & Ph#

Name & Ph#

Name & Ph#

Name & Ph#

Name & Ph#

Name & Ph#

Name & Ph#

Name & Ph#

Name & Ph#

Phone Tree leader Name & Ph#
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A.3 Search And Rescue Annex

A.3.1 Purpose
The purpose of this annex is to detail procedures that will be followed once it is determined 
that there is a need to perform a Search and Rescue mission in the area following a disaster or 
emergency incident.

A.3.2 General Procedures
Search and Rescue are really two separate activities. During the Search phase, the team 
systematically inspects the area for victims. In the Rescue phase, the team aims to free victims 
from confinement.

The objectives of Search and Rescue include:

33 Maintain rescuer safety.

33 Rescue the greatest number of people in the shortest amount of time.

33 Rescue the lightly trapped victims first.

If the neighborhood has members trained in CERT, then CERT teams will be responsible for 
initiating Search and Rescue procedures and assigning teams to specific areas.

Key strategies and themes include:

33 Designate rescuer safety as a priority.

33 Be alert for hazards.

33 Wear safety equipment (hard hats, goggles, sturdy shoes).

33 Never enter an unstable structure.

Following a disaster or during an emergency, the CERT team or other designated leaders will 
assemble at the Neighborhood Gathering Place and designate Search and Rescue Teams. One or 
two Disaster Animal Rescue Team (DART) members should accompany each Search & Rescue 
team to ensure that animals are rescued and cared for. Consider assigning a scribe to each Search 
and Rescue Team to ensure that the proper forms are completed and that important information 
is documented.

Simple steps for conducting a Search
33 Check for red or green door tags. Red tags mean that residents are requesting assistance.

33 Use the lists of “persons needing assistance” created by the neighborhood.

33 Conduct an initial damage assessment to identify hazard areas and prioritize Search & 
Rescue operations. Search & Rescue teams should notify victims they pass during the damage 
assessment that they will return to rescue them.

33 Call out. Begin by shouting “If you can hear my voice, come out!”

33 Be systematic. Use a search pattern to ensure that all areas of a building are covered. For 
example, start searching on the bottom floor and work up, or move from the right to left across 
a house.

33 Listen carefully. Stop frequently and listen for voices or tapping sounds.
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33 Use the buddy system. Work together -- two rescuers can search a structure more effectively 
and safely.

33 Mark searched areas. Make a single diagonal slash on or next to the door just before entering. 
Make an opposite slash (creating an “X”) when all occupants have been removed and the search 
of that area is finished.

33 Document results. Keep records of removed victims and victims who remain trapped.

Effective rescue operations have three functions: (1) create a safe rescue environment, (2) triage 
and stabilize victims, and (3) remove victims to safe rescue zone.

Simple steps for conducting a rescue
33 Gather necessary tools and equipment. This can be anything that will be helpful to move debris 
and large objects.

33 Remove debris and lift objects out of the way. Wear gloves to protect your hands.

33 Remove victims. Some will be able to move on their own once the path is cleared. Others will 
need assistance.

The following procedures should be followed regarding deceased victims
33 Deceased victims found in unoccupied residences should be left undisturbed, and information 
as to the number of deceased victims and location marked on the front entry.

33 Deceased victims in residences that will continue to be occupied should be moved to a separate 
area of the dwelling.

33 If possible, deceased victims should be wrapped in plastic sheeting (e.g., paint drop cloths, 
tarps, etc.) and secured with rope or twine.
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Hazard Threat and Incident Annexes

[The contents of hazard-, threat-, or incident-specific annexes focus on the special planning needs 
generated by the subject hazard. Include information that you prepared as part of the Put it in 
Writing section in step 5 of the 5 Steps to Neighborhood Preparedness. Consider hazards such as 
a power outage, wildfire, flood, earthquake, and any other hazard that threatens your community.] 
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