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INTRODUCTION
What is CERT?

Community Emergency Response Team (CERT) is a nationally supported, locally
implemented program that teaches people how to be better prepared for hazards that
may affect their communities and trains them in basic disaster response skills such as
fire safety, light search and rescue, team organization, and disaster medical operations.
Local CERT programs train and organize teams of volunteers to safely assist their
families, neighbors, co-workers, and other community members during emergencies
when professional responders may not be immediately available to provide assistance.
During disasters, CERT volunteer teams perform basic response activities, including
checking in on their neighbors following an incident, distributing information to the
public, supporting emergency operations centers, and helping to manage traffic and
crowds. This allows professional responders to focus their efforts on more complex
tasks. CERT volunteers also support their communities by organizing, promoting, and
participating in emergency preparedness events, activities, and projects.

The Los Angeles Fire Department (LAFD) developed the CERT program after
examining the civilian response to disasters in Mexico and Japan in 1985. LAFD
recognized that citizens are likely to be on their own during the early stages of disaster
and that under these circumstances family members, co-workers, and neighbors will
often come to the aid of each other. While untrained volunteers can be very effective in
aiding others, their lack of training puts them at risk for injury or death. For example,
during the response to the 1985 Mexico City earthquake that claimed over 10,000 lives,
untrained volunteers saved 700 lives, but 100 volunteers died in the process. In
response, LAFD decided to develop and offer disaster response training to citizens so
that during disasters volunteers can assist in a safe, responsible, and effective manner.
LAFD piloted the first CERT training in 1986. Today, Federal Emergency Management
Agency (FEMA) administers the CERT program, which has spread to every state and
territory in the United States.

Each CERT program may organize, manage, and coordinate one or multiple teams of
volunteers within the area that it serves. The structure of each program varies: In some
communities, programs set bylaws and establish a leadership group with a president,
vice president, secretary, and treasurer. In general however, CERT team leaders report
to a program manager. Teams may meet periodically, but generally have a more
operational role, participating in emergency and non-emergency activities. When active,
teams may work individually or in concert at the direction and with the support of the
program manager.
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Purpose of Workplace CERT

A Workplace CERT program can support and enhance existing capabilities, and CERT
volunteers can participate in efforts to increase the preparedness and resilience of the
workplace and community. A Workplace CERT program equips employees with skills
that enable them to perform basic disaster response operations in an emergency.
Having trained volunteers available on staff helps protect the health, safety, and lives of
people at your workplace. Workplace CERT volunteers are trained using the CERT
Basic Training curriculum.

A CERT program can increase workplace resilience by increasing personal
preparedness, allowing employees to return to work more quickly after a disaster. For
organizations with a large public-facing component, such as grocery stores or shopping
malls, CERT can also help serve the public in the event of an emergency. CERT
training will ensure employees have the knowledge and skills to act quickly. Workplace
CERT volunteers can also support the non-emergency needs of the workplace. For
example, appropriately trained Workplace CERT volunteers can help manage traffic and
crowds at large events and functions. However, while CERT volunteers learn a variety
of skills, they are not professional responders and should not act beyond their training.

Federal, state, and local government officials generally expect Workplace CERT
programs to limit their activities, especially response activities, to workplace property.
However, Workplace CERT programs may be able to support CERT activities
elsewhere in the community at the invitation of a local government emergency response
organization (typically a police or fire department or emergency management agency),
or per the terms of a formal agreement between the business or organization that
oversees the Workplace CERT program and a local government emergency response
organization.

Some employers may be interested in making CERT training available to employees,
but not necessarily starting their own program. If that is the case at your workplace,
please reach out to your local CERT program or your state CERT program manager to
ask if they can provide training for employees. You can look up the contact information
for your local CERT program at www.fema.gov/cert and for your state program manager
by going to www.ready.gov/citizen-corps/find-my-state-program-manager and clicking
on “state/territory point of contact.”

Purpose of Workplace CERT Starter Guide

The Workplace CERT Starter Guide is designed to assist the individual or team
responsible for planning and implementing CERT in your workplace. Each Workplace
CERT program will be unique to the specific needs of the workplace it serves. This
guide should be a reference rather than a prescriptive how-to manual for starting a
Workplace CERT program.
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SECTION ONE: BUILDING SUPPORT

Evaluate Workplace Needs

Before you get started, think through how a CERT program can best serve your
workplace’s needs. Consider the hazards and threats that exist in your local community,
as well as the existing response resources in your workplace and/or in the surrounding
area.

Stakeholders who can help you with this process include:

e Workplace safety department(s), staff, and leadership.

e Emergency management and/or first responders in the local community.

e Local Citizen Corps Councils and CERT programs. You can find nearby Citizen
Corps Councils and CERT programs at http://www.ready.gov/citizen-corps/find-
your-nearest-council.

Every workplace is different, with unique hazards and preparedness requirements. You
should tailor your Workplace CERT program to address the specific needs and
requirements of your workplace and the hazards most likely to affect your area and to
support existing response capabilities. One planning technique that helps organizations
make more effective use of their CERT program is conducting a gap analysis.
Organizations use gap analyses to identify threats and hazards, assess existing
capabilities to prepare for or respond to those threats or hazards, and determine the
gaps that exist between the threats or hazards and current capabilities. To maximize the
value of your CERT program, you should prioritize CERT activities and create goals that
will help to address any gaps you identify. Conducting a hazard assessment is an
important early step in planning your Workplace CERT program.

Conduct or Review Hazard Assessment

Consider starting by analyzing the risks to your workplace based on the people,
processes, and technology operating in your work environment. Within your
organization, current assessments may already exist, so start by reviewing what is
readily available. You may be able to find current assessments in your workplace’s
Business Continuity Plan, Business Impact Analysis, Emergency Operations Plan, or
Emergency Action Plan. The department or individual responsible for workplace safety
in your organization may be able to share these documents with you. Local emergency
managers and professional responders are also excellent resources for information
about the threats and hazards most likely to affect your area. Emergency management
and safety officials at your workplace and in the wider community may also be able to
share useful information about existing local capabilities to address relevant threats and
hazards.
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If you are not able to find an existing hazard assessment, you can conduct your own by
identifying and prioritizing your threats and hazards. When conducting your
assessment, include experts from within your organization, such as risk/continuity
managers, and from the community, including emergency managers and police, fire,
and emergency medical service responders. For more information about conducting a
hazard assessment, please see Appendix B.

Once you have completed or reviewed a hazard assessment, speak with staff members
and leadership responsible for workplace safety about your organization’s capabilities to
address relevant hazards. ldentifying gaps between existing capabilities and potential
threats and hazards may help you to prioritize strategic goals, objectives, and activities
for your CERT program that address these gaps.

The Pitch
Preparing for the Pitch

The support of your workplace leadership will be vital to the success of your program,
but there are several ways to prepare before you pitch CERT. While this section and the
following one on speaking with management and leadership offer some suggestions for
presenting your program, they are intended as general recommendations, not a
prescriptive formula for a pitch. In your own efforts to secure support for CERT, be
flexible and consider what will be most effective for your specific organization, given its
culture, structure, priorities, needs, and other contextual factors.

Consider speaking to the local CERT program manager first if there is a program in your
community. The local CERT program manager can help you prepare to discuss CERT
with your leadership. He or she may also be able to put you in touch with local
emergency services officials who can become advocates for developing a Workplace
CERT program. Establishing a relationship with the local CERT program manager can
help to ensure that your program will be regarded as an important partner in disaster
preparedness and response. This may also lead to future opportunities to cross-train
with their program’s instructors and volunteers, participate in local drills and exercises,
and support response and recovery efforts in the wider community in which your
workplace resides. You may conclude that it makes more sense for your Workplace
CERT to be a part of the local program, instead of a stand-alone program. But if you do
establish an independent Workplace CERT program that limits its activities to private
property (unless explicitly authorized or invited by a local government emergency
response organization to engage in activities in the wider community), it would be
beneficial to establish a relationship with the local CERT program. You will also need to
make sure a local government emergency response organization supports and
endorses your program. It is a good idea to cultivate a strong relationship with a local
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government emergency response organization early on, as they can be very valuable
partners as you establish and develop your program.

Other potential partners who may be able to help you prepare to speak with decision-
makers about CERT include other workplace safety programs in your area, including
any existing Workplace CERT programs, facility management personnel and
leadership, and managers and staff members responsible for workplace safety. These
partners may be able to help you tailor your pitch and address your intended audience
more effectively, identify decision-makers who will need to support your proposal, and
learn more about any formal and informal protocols for considering new initiatives at
your workplace.

In preparing to meet with decision-makers, it may be a good idea to research successful
CERT programs from throughout the country, including existing Workplace CERT
programs. For example, consider browsing previous editions of the CERT E-Brief
Newsletter on the National CERT website at http://www.fema.gov/community-
emergency-response-team-national-newsletter. You can also reach out to other CERT
programs throughout the country directly in communities facing similar threats and
hazards, and ask for their guidance, advice, lessons learned, and effective practices.

Delivering the Pitch

When starting your program, plan to meet early on with key stakeholders, including
management/leadership, to discuss your proposal. During your discussions, be ready to
describe in detail the potential benefits of the program to your workplace and try to
anticipate and preemptively address any concerns stakeholders may have. For
example, be prepared to discuss costs and resource requirements for the program.
Executive level and senior management support for your Workplace CERT program is
vital to its success. Their buy-in will permit the implementation of the program to move
forward, convey the importance of the program throughout your workplace, encourage
managers to permit employees to attend training, and make it easier to secure funding
and other resources for your program’s activities. Share your Workplace CERT
Business Plan (addressed in Section Two of this guide) with management/leadership
during your initial meeting.

Your organization’s leadership/management and any personnel responsible for
workplace safety will likely have many questions about Workplace CERT during your
initial discussions with them. The following are a few topics that you may want to model
your pitch around and potential questions to anticipate. This guide will help you to
develop appropriate responses for many of these.

March 2016 Page 5


http://www.fema.gov/community-emergency-response-team-national-newsletter
http://www.fema.gov/community-emergency-response-team-national-newsletter

Workplace CERT Starter Guide

Describe the Benefits

Begin by providing background information about the CERT program, as well as the
benefits of the program for participants and your organization.

e Explain that CERT is nationally recognized and supported by FEMA.

e Stress that safety is the first priority of the CERT program.

e Training and organizing employees into teams of volunteers will help them to
respond to emergencies in a safe, responsible, and effective manner when
professional response services may be delayed or limited.

e Volunteers can also enhance efforts to make the workplace safer by assisting
with emergency drills, addressing safety issues through peer mentoring, and
conducting emergency and fire safety education presentations.

e Volunteers may also be able to support non-emergency events (e.g. company
picnics and other functions) by helping to maintain situational awareness, direct
crowds and traffic, and provide basic medical care if necessary, for example.

® Establishing a Workplace CERT program may also help your organization’s
leadership/management demonstrate to employees and community members
they are committed to making your organization a safer place to work (and to

visit, if your workplace is accessible to the public).
e Workplace CERT might also present an avenue through which the organization

can strengthen its relationships with local professional response and emergency
management agencies and other stakeholders.

e Employees learn skills that will help them to be better prepared at home, which
may help them to return to work in a safer and timelier fashion in the event of a
disaster.

Be prepared for the following questions related to the benefits and management of a
CERT program:

e What can Workplace CERT volunteers do that emergency responders can’t?

e What additional activities does a Workplace CERT program do?

e What are the skills that employees will learn that could help them with other work
activities or activities outside of the office?

e What is the level of employee involvement required to keep a Workplace CERT
program running?

e What does a Workplace CERT program need from management?

Describe the Training

Next, provide information on the CERT Basic Training course and explain that this
course serves as the main training curriculum for all Workplace CERT programs.
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Provide general information about the CERT Basic Training course, including the
topics included in the curriculum and the amount of time needed to complete the
course.

Emphasize that FEMA has developed standard materials for the course available
online, including an instructor guide, participant manual and slide deck, and that
local programs are encouraged to tailor the materials as needed to address
community needs and priorities and relevant hazards.

Explain that properly trained volunteers can help direct others during evacuation
or shelter-in-place, and provide other assistance as needed, supplementing the
efforts of professional responders.

Discuss the value of training employees by identifying ways in which they could
assist in emergency response efforts, particularly if they can help your workplace
address any potential gaps in current capabilities.

Never assume the value of the training is understood and be explicit about its
benefits.

Be prepared for the following questions related to the CERT Basic Training curriculum:

What is included in the Workplace CERT curriculum?

How long is the training?

Won’t CERT training expose employee’s to additional risk during an incident?
Who will deliver the Workplace CERT training?

Describe the Costs

Explain the costs of a Workplace CERT program, including the cost of the training, and
emphasize that they are low.

If there is a CERT program in the same jurisdiction as the workplace, explain
how that program may be able to support efforts to establish and maintain a
Workplace CERT program. If not, mention that the state CERT program manager
may be able to offer guidance and technical assistance.

The local CERT program may be able to provide instructors or to invite
workplace participants to the training sessions they offer to the general public.
You may also be able to develop a cadre of trained CERT instructors among
your organization’s employees who can provide training for free.

Mention that the program may need funds to cover the initial expense of training
supplies and equipment.

Your organization may be able to make a suitable room at the workplace
available for free for training.

Printed materials for the training are available free of charge through FEMA.
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e Additional information on the costs of the program, and how to address them, will
be covered in greater detail later on in this guide.

Be prepared for the following questions related to costs of a CERT program:

e What is the cost for running a Workplace CERT program?

e What is the liability of the business or organization that establishes the program?

e What are the business’s/organizations financial commitments for establishing,
evaluating, and sustaining the program?

Understanding Potential Roadblocks

Program Fatigue

One of the most important issues that CERT program managers should recognize is
program fatigue. Over time, it can be challenging to maintain enthusiasm about a
program and keep things fresh, and managers of the program (and participants) can
also become burned out if they try to do too much too quickly. This happens to many
organizations. Acknowledge that the program does not run itself and active, consistent
engagement is necessary. But a healthy program is best served by sustainable efforts
guided by a long-term strategy.

Many CERT programs also have to work at keeping volunteers engaged. Volunteers
likely have many options for giving back to their communities, and if they feel as though
they are not being offered opportunities to use or at least practice their skills, they may
take their services elsewhere. Suggestions for engaging volunteers and keeping their
skills sharp will be covered in Section Four of this guide.

Liability

Be sure to address this issue at the very beginning of any efforts to establish a
Workplace CERT program. Stress that the first priority of CERT training is keeping
volunteers safe and that participants learn skills that can help them to mitigate their
personal risk during disasters. Instructors consistently tell participants “You are the most
important person to keep safe.”

Be wary not to exaggerate or diminish the importance of liability considerations, but
acknowledge them and emphasize the greater benefits of the program. CERT activities
involve a degree of risk, whether it is the training itself or the types of situations to which
CERT volunteers may be asked to respond. There is a risk of physical or emotional
harm to CERT volunteers and to survivors to whom volunteers provide assistance.
However, be sure to stress that during emergencies, people will proactively seek
opportunities to help whether they have received training or not. Providing proper

March 2016 Page 8



Workplace CERT Starter Guide

disaster response instruction to potential volunteers that emphasizes personal safety,
cooperating with professional responders, and working in teams is intended to reduce
the risk of physical or emotional harm to volunteers and those whom they assist,
resulting in better overall outcomes during emergencies.

Effective risk management can mitigate a number of potential risks associated with
CERT. You should consider proactively addressing any liability concerns and risks
associated with CERT participation by consulting with your organization’s legal experts
and following sound risk management policies. Guidance in this section does not
constitute legal advice; you should always begin by speaking with your organization’s
legal counsel. Here are some basic things to consider:

¢ Review existing organizational insurance policies to determine if supplemental
insurance is required to cover CERT program activities.

e Consult with legal counsel regarding the necessity of participant waivers; if used,
be sure to properly secure the waivers and retain them for the appropriate
amount of time.

e Use standard selection criteria for program participants, if applicable. Ensure
criteria are published and available to potential participants at the time of
application.

e Maintain written policies for all aspects of the program including activation,
operations, instructor selection/hiring, etc.

e Maintain thorough documentation, in accordance with your organization’s
standard practices in confidentiality and security, for all activities, classes, drills,
exercises, training, and activations.

e Ensure participants fully recognize the limitations of their training and understand
they are not obligated to respond during any emergency.

e Verify that instructors are qualified and properly credentialed for the trainings
they provide.

Many liability issues are state specific, so you should consult relevant state and federal
laws and regulations on the subject. The CERT Liability Guide: As Risk Management
Overview for Local CERT Programs, available at
https://www.fema.gov/library/viewRecord.do?id=6219, provides more in-depth
information about liability.

Resources

The costs of starting and maintaining a Workplace CERT program will depend on both
the size and scope of your program (e.g., How many people will be trained each year?
What supplemental tasks do you want your CERT volunteers to perform?) and the costs
of goods and services in your area.
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As you work through identifying your resource needs, consider the criteria that you will
use to evaluate whether your program is adequately funded and whether you are
effectively using the resources at your disposal. This information will also help you to
grow and promote your program.

Section Two of this guide will cover additional information on securing resources for
your CERT program. FEMA also hosted a webinar on developing resources for CERT
programs, which is available here:
https://icpd.adobeconnect.com/p4zrhbigeml/?launcher=false&fcsContent=true&pbMode
=normal
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SECTION TWO: DEVELOPING THE PROGRAM

Planning and Budgeting Your Program

Once you have identified the needs that your Workplace CERT can address, you should
articulate the program’s overall purpose and plan for its implementation. A purpose
statement should succinctly describe the overarching goal of your program.

Sample Purpose Statement: “Workplace CERT supports our company’s vision of an
accident-free workplace by educating our employees about safety and preparedness,
and empowering them to mitigate hazards and respond to emergencies.”

These questions can help you to ensure that the design of your program aligns with its
overall purpose:

e Does your company have existing preparedness/response capabilities in place
that can be supported by a Workplace CERT?

e Will your Workplace CERT volunteers be encouraged to respond to daily
emergencies as they go about daily interactions with the public?

e Would Workplace CERT volunteers from one workplace location owned and
operated by your organization be expected to activate in response to an
emergency at another location owned and operated by your organization?

e Would Workplace CERT volunteers activate to assist the community at large in
the event of a major disaster? (Please ensure you discuss this with local
emergency management and professional responder organizations and secure
their formal permission first).

e Whatrole, if any, can Workplace CERT volunteers play in regular business
operations?

e Will your Workplace CERT engage in outreach and education efforts for
employees who are not part of CERT or for the community at large?

Document Goals and Objectives

Once you have established the overall purpose of the program, you can set objectives
for your Workplace CERT program.

Goals and objectives are specific outcomes that support the purpose statement. Goals
and objectives should be SMART (Specific, Measurable, Attainable, Relevant, and
Time-bound). When objectives are SMART, you are able to verify when they have been
achieved, track progress, set priorities when you have limited time and resources,
maintain focus, and ensure accountability.

Periodically, you will likely need to evaluate your program (discussed in Section 4) and
help ensure that you are effectively meeting your objectives. Setting SMART objectives
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will help to facilitate this process. Consider in advance how you will measure the goals
you have identified, and how frequently you will conduct your evaluation. Many
programs conduct evaluations annually, but you may decide to do so more or less
frequently depending on your program.

Before finalizing your purpose statement and objectives, you should discuss them with
your organization’s leadership and any other stakeholders that helped you to identify the
needs of your workplace and the surrounding community. This will help ensure your
proposed objectives align with the needs of your organization or the community. This
will also encourage buy-in, as stakeholders who feel some ownership of the program
will likely be stronger advocates.

Develop a Workplace CERT Business Plan

After developing a purpose and objectives, you should create a business plan, which
details how CERT will operate within your organization. This plan is most often an
internal document, presented to senior leadership and other key internal stakeholders. It
should do the following:

e |dentify the value of CERT to the organization and critical gaps CERT can help
address

e Discuss the proposed mission capabilities (purpose and objectives)

e Outline resource requirements including funding and personnel

e Present a draft timeline for implementation

The business plan is an important tool for promoting CERT within the organization and
securing top-level support. It can assist you in fully developing the program and should
be completed prior to meeting with senior leadership. For a sample outline of a business
plan, please see Appendix B of this document.

Set Policies and Procedures

Every CERT program should clearly establish, in writing, policies and procedures
regarding its management and operations. Documented policies and procedures
facilitate consistency in day-to-day operational activities. Programs may also find it
helpful to be able to refer to these guidelines whenever questions about the program
and its activities arise. In addition, policies and procedures help eliminate common
misunderstandings by defining roles and responsibilities and establishing boundaries,
and by setting expectations for what volunteers will and will not do.

CERT programs should consider developing policies and procedures related to the
following areas:

e Program Membership
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e Program Operation

e Training and Education
e Uniform

e Communications

e Equipment

e Insurance and Liability
e Privacy Protection

e Code of Conduct

e Applicable State, Local, and Workplace Policies
e Credentialing

e Activation

As you develop policies and procedures, you should seek input from your organization’s
workplace safety department personnel and leadership, as well as any other
stakeholders CERT volunteers may work with when activated. Periodically review and
re-evaluate policies and procedures to verify that they are still relevant and continue to
address the needs of your program, and update them as necessary.

Identify Resource Needs
Resources that you will need for your program may include, but are not limited to:

e Equipment, supplies, and training materials

e Facilities

e Other goods and materials

e Personnel

e Funding (generally to procure the resources listed above)

There are a variety of ways that you can develop resources to support your program,
but many CERT programs find establishing strategic partnerships with key supporters
and partners in the community to be an effective and sustainable approach.

Create a Budget

There are both one-time and on-going costs associated with starting and maintaining a
CERT program. The CERT program manager should calculate the short-term (start-up)
and long-term (program maintenance) costs associated with your program. It may also
be helpful to calculate per-class or per-participant costs, not only for budgeting
purposes, but also to help program partners understand the return on their investment.
It is important to identify the cost of individual resources and to properly attribute cost
savings achieved through donations and gifts in kind. Accurately recording the total cost
of the program supports future reports on effectiveness and outcomes and helps you to
calculate a value statement that demonstrates the continued benefit of the program.
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Identify Partners

Local businesses, non-profit and faith-based organizations, local government
emergency response organizations, Citizen Corps Councils, CERT programs,
foundations and philanthropic organizations, and others may be willing to donate
materials and other resources to your program. Your organization may be more willing
to support your program’s resource needs if you have strategically aligned your CERT
program to address the organization’s own specific needs and worked to make your
program an asset to leadership/management and any managers and personnel with a
role in workplace safety.

Possible local businesses you may want to approach include, but are not limited to:

e Big box stores

e Grocery stores

e Hardware stores

e Printing companies
e Utility companies

Possible local non-profit organizations you may want to approach include, but are not
limited to:

e Chamber of Commerce

e Faith-based organizations

e Kiwanis and rotary clubs

e Neighborhood and homeowners associations

e American Legion

e Veterans of Foreign Wars

e American Red Cross

e Voluntary organizations active in disasters (VOADS)
e Teacher, police, and fire unions

Remember that support is not limited to materials or equipment. For example, a local
utility company may be able to offer training in gas and electric safety for

volunteers. Some individuals may also be willing to donate their time to support your
program in very valuable ways. For example:

e Professional responders may be able to serve as instructors for parts of the
training.

e Employees or others may be able to provide volunteer support for administrative
tasks.

If you involve employees in resource development efforts, you may be able to organize
a fundraiser or solicit donations at your workplace, though you should check with
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management and legal counsel about requirements for, or restrictions against,
fundraising.

Determine Incentives for Potential Partners and Create Tailored
Pitches

Identify potential sponsors or volunteers and think about what might motivate them to
contribute to your program. Consider the following questions before approaching a
potential supporter:

e What does the organization do? What are its goals?

e What is the organization’s interest in disaster preparedness in their community?
How does the organization’s mission align with CERT (and vice versa)?

e How can CERT benefit the organization?

e What might the organization offer CERT?

e If applicable, what relationships does the organization have with emergency
management and professional response agencies?

e What is their fiscal year cycle?

e What is their current and historic charitable and donation activity?

Potential free marketing or publicity on Workplace CERT materials can be a big
incentive for partners, so be sure to think about how you can publicly acknowledge
those who support your program. For example, you could offer to place their logo on
products and materials provided or paid for by them that will be distributed to or seen by
the public. Keep in mind that efforts that increase your program’s visibility and
showcase its value, including drills, exercises, competitive events, and other activities,
may also attract the attention of potential sponsors and new recruits for the program.

Record keeping is vitally important for any CERT program. Maintaining accurate records
will help you to track and maintain the budget, and records will document partner-
provided resources and their uses. This will be helpful for developing progress reports
for partners so that you can provide them with feedback on the impact of their
contributions. This guide will cover record keeping in greater detail in Section 4:
Maintaining the Program and in Appendix B.

Identify information that you can use to strengthen your pitch. If possible, consider using
both quantitative and qualitative data:

Quantitative:

¢ Number of participants trained

e Number of activations (if applicable)

e Survey data (for example, awareness of emergency preparedness at your
workplace)
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Qualitative:

e Testimonials and anecdotes (for example, support from professional responders
or from others who have utilized or worked with Workplace CERT teams or
volunteers)

If you are just starting your program, you may not have much data on hand. You should
consider presenting success stories and data from existing nearby CERT programs, or
from national reports like Preparedness in America, which can be found at:
http://www.fema.gov/media-library/assets/documents/71100.

You should consider tailoring your pitch for specific groups and individuals. Discuss how
your program will benefit the community and help address its needs, and describe your
program’s purpose and objectives. Be very specific about your program’s needs,
whether it is related to funding or another resource. For example, instead of saying that
you need “supplies,” specify which items you need. If a potential supporter knows your
needs, they may be able to identify where they can offer resources. Discuss the
anticipated impact of their support and how this will help you to achieve your program’s
goals. For example, if you are asking for personal protective equipment for 30
participants, explain that 30 participants will be physically safer during emergency
operations and easier to identify for professional responders.

You should also explain the value and return on investment for the potential supporter,
making it clear how they will benefit from supporting your program. Discuss a process
for reporting results so that you can assure partners that you will be able to demonstrate
tangible results and provide accurate and timely progress reports. Try to anticipate any
potential issues or questions that may come up and address them preemptively in your
pitch.

Meet with Potential Supporters in Person

In-person meetings are the best way to present your program to potential partners. If in-
person meetings are not feasible, conference calls and read-ahead materials can be
helpful as well. Consider presenting your Workplace CERT Business Plan to potential
partners, and be explicit in identifying the benefits that the program offers to them and to
the community as a whole. Based on feedback from potential partners, you may wish to
revise your plan.

If you will be discussing resources with a partner, you should make it clear what you are
asking for and hone in on your needs. Go to meetings with a clear plan, but be open to
accepting resources that you might not have asked for and other opportunities that may
present themselves during discussions.
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Be sure to always thank partners, donors, and sponsors, and publically recognize them
for their support. For example, you can thank them for their contribution on your website
or in any promotional materials you may develop, such as a newsletter.

Identifying a Program Manager

An effective CERT program manager is often essential to the program’s success.
Recommend that your organization designate an individual to serve as the Workplace
CERT program manager. Ideally, the program manager should have a background in
emergency management. FEMA recommends that all CERT program managers
complete the CERT Program Manager course, which is offered at the Emergency
Management Institute (EMI) and by some state and local governments. Participants in
courses offered at EMI in Emmitsburg, MD may be able to be reimbursed for their travel
expenses. The training materials for the CERT Program Manager course are available
online at: http://www.fema.gov/community-emergency-response-teams/training-
materials.

CERT program managers:

e Develop strategic plans

e Tailor the program to address the needs of the community it serves

e Promote the program

e Work with CERT volunteers and instructors

e Establish the process for acquiring and managing program resources
e Plan and manage the delivery of safe training and exercises

e Develop policies and procedures

e Develop program evaluation processes

e Sustain the program long-term
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SECTION THREE: CONDUCTING TRAINING

Preparing Curriculum

The CERT Basic Training is a standardized national curriculum, but it may be beneficial
to add specific information about your workplace. Talk with your course instructor(s)
about any additions to the curriculum that would make sense for your workplace.

FEMA also offers supplemental training modules specifically for CERT that cover a
variety of topics, including a Traffic and Crowd Management Module and Flood
Response Module. Additional trainings are also available through FEMA or through
other organizations, such as the American Red Cross. Consider the role(s) you
anticipate for your CERT program at your workplace, and plan the training accordingly.
Materials for CERT supplemental training modules are available for download at
http://www.fema.gov/community-emergency-response-teams/training-materials.

Continued training is necessary to keep skills sharp and is an excellent way to keep
CERT volunteers engaged. Based on your training needs, you should create a training
plan that outlines the number and types of trainings you intend to hold throughout the
year. A training plan helps you manage your program costs, secure instructors, and
ensure continued engagement of your volunteers. It is also an excellent tool to support
recruitment and provides participants with a better understanding of the level of
commitment required by your program.

Using Training Materials

Workplace CERT uses the same training materials—the instructor guide, participant
manual, and slide deck—as other CERT programs. All materials are available for
download on the national CERT website and you can order hard copies of the instructor
guide and participant manual from the FEMA Warehouse. The state CERT program
manager can help you process your order. However, you may want to customize
materials to reference local hazards, disasters, and sites. Photos of the workplace will
also make the training more relevant to participants.

There is a list of training props and supplies at the beginning of each unit in the
instructor guide for the CERT Basic Training course. You may be able to ask local fire
and police departments, or the local CERT program, to provide some of these materials.

Selecting Instructors
Identifying Instructors

Consistent, high quality training is an essential component of a successful CERT
program. You should recruit and select instructors based on their working knowledge of
the content and skills required for each unit of the curriculum. The CERT Train-the-
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Trainer course can help prepare instructors to deliver the curriculum. If possible, CERT
instructors should complete the Basic Training course as well.

FEMA recommends the following for all CERT instructors:

e At least two instructors should jointly conduct each unit of the curriculum. One
should be a subject matter expert who knows the detailed content of the session
while the other should be an instructor with a full knowledge of the CERT model
and the entire curriculum.

e Because Units 3 and 4 of the CERT Basic Training address disaster medical
operations, licensed or certified paramedics, emergency medical technicians, or
nurses should lead these units.

e Skilled fire and rescue instructors who have completed the CERT Train-the-
Trainer course should conduct all other units.

e Instructors should also be knowledgeable about:

o The CERT model and the Basic Training curriculum.

o The types of hazards that present the greatest risk to the workplace and
surrounding community.

o On-site and nearby buildings and other structures that present the
greatest potential hazards in the event of a disaster (e.g., power plants).

©  The emergency operations plans for the workplace and the surrounding
community.

Bear in mind that some state and local governments may require additional
gualifications for CERT instructors in their jurisdictions. You may also want to set
additional requirements for instructors for your specific program.

There are a number of people you can approach about serving as instructors. A local
CERT program or Citizen Corps Council may have a list of recommended instructors,
as may your state CERT Program Coordinator. You can also ask local emergency
management staff members or first responders (either from among your own staff, if
applicable, or from the local community).

You should consider potential instructors’ credentials to determine whether they
possess both the knowledge and skills to effectively convey the material they will be
teaching. In CERT, hands-on training is particularly important, so instructors should be
comfortable with this teaching method. Depending on the number of people that will be
trained and the training schedule you have established, you may want to use multiple
instructors for each class. Dividing the course between different instructors ensures
people are able to teach to their expertise and exposes participants to different training
styles.

Please reference the CERT Train-the-Trainer materials for additional information on
gualities of an effective instructor. Those materials are available at

March 2016 Page 19



Workplace CERT Starter Guide

http://www.fema.gov/community-emergency-response-teams/training-materials. The
Train-the-Trainer materials also include guidance on preparing for the training,
managing the classroom, and maximizing learning.

Orienting and Training Instructors

Your CERT program will not need to provide CERT training if your employees will be
participating in an offsite training course provided by a state or local CERT program.
However, large organizations may choose to conduct their own training events for their
volunteers in one of two ways. One possibility is working with a local government
emergency response organization to arrange for a CERT instructor to lead an internal
training course. Conversely, you may identify and train your own instructors prior to
launching your first training. You will want to hold an orientation with potential instructors
to discuss your expectations, as well as to introduce them to or update their knowledge
of the CERT concept and the purpose and goals of your specific Workplace CERT
program. You should also consider cross-training instructors, so they can step in for
each other as needed. As your program develops, you may want to have potential
instructors (or current instructors interested in cross-training) observe or co-teach some
of the classes, so they can develop and broaden their expertise.

In preparing for launching your CERT program, you may want to conduct practice
training sessions with the instructors. You may want to run through the whole
curriculum, or allow each instructor to practice at least one session’s worth of material.
Conducting a practice session will allow you to identify any issues in advance (e.qg., is all
equipment working? Do the exercises run effectively as planned?) and will help your
instructors to become more comfortable with presenting their material. Make the
practice session as realistic as possible. For example, instructors can serve as
participants/audiences for each other, ask questions, and run through the planned
exercises and activities included in the curriculum. The more familiar your instructors
can become with the content during practice, the more effective they will be during
actual training sessions.

Scheduling

Once you have completed your training plan and identified instructors, you will need to
schedule classes. In some cases, it may make sense to spread the course over a
period of several weeks, scheduling 2-4 hour time blocks, or you may electto do it as a
series of consecutive full days. In either case, ensure you have adequate space for
classroom and hands-on training. During the CERT Basic Training, you will need
adequate space to create a mock disaster area for the final training exercise where you
can operate without disturbing others.
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You can opt to invite CERT Basic Training graduates back to participate in the drills and
exercises that take place over the course of subsequent trainings to keep their skills
sharp; they can also portray mock survivors.

Class Size

Optimum class size often depends on a number of different considerations, including
physical classroom size (e.g., including enough floor space to accommodate hands-on
skill practice in the classroom) and the availability of instructors, training equipment, and
supplies. Successful CERT training typically includes team-building, hands-on practice,
and effective coaching. Groups that are too large can reduce the benefit of these
important factors.

Recruiting Participants

There are a number of ways you can recruit participants for your Workplace CERT
program. Your organization may require participation by certain employees based on
the nature or location of their jobs. In other cases, you may need to actively recruit
volunteers to join the program. If you need to recruit volunteers, think about why people
might be interested in joining the program. Possible motivations for joining or supporting
your Workplace CERT program include:

e Being prepared to respond if they encounter an unexpected or dangerous
situation at the workplace, or one in which immediate assistance is required, but
professional help is not readily available

e Maintaining a safe work environment and learning skills that will help them to
prepare for and respond to emergencies at work and at home

e Enhancing the capacity of the workplace to respond to and recover from
emergencies or disasters

Possible ways to promote the program to staff include:

e Emails explaining the program, the benefits, and how to get involved
e One-on-one outreach to staff members who are likely to be interested
e Presentations at staff meetings

e Flyers left in staff mailboxes

Note that if you are planning to hold training sessions and exercises during work hours,
employees may need permission from their supervisors to participate. Be sure to
establish a process for securing those permissions.

Consider tracking information about the effectiveness of your recruitment efforts,
particularly if you have program objectives related to the number of participants you
recruit. When you conduct your program evaluation, this information can help you
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assess the effectiveness of recruitment efforts and continually make improvements over
time. Sample materials that you can use and tailor to recruit participants are available in
Appendix A: Outreach Materials.

Application Process

If the participants of your Workplace CERT are not going to be assigned to the program,
or the training is not open to everyone, you may need a process for selecting
volunteers. You can allow people to sign up on a first-come, first-served basis (e.qg.,
post a sign-up sheet in the break room) or you may establish a formal application
process that evaluates applicants on information such as why they would like to join the
CERT program and what skills and experiences they would bring to the team. If you
choose to use a formal application, then you need to create an application form and a
selection process. Be sure not to base the application on any criteria that could be
considered discriminatory, and have the screening process reviewed by human
resources staff and/or legal counsel.

Accessibility

Remember that CERT teaches skills that are beneficial to everyone. You should provide
reasonable accommodation for individuals with disabilities and others with access and
functional needs. Be upfront about the CERT program and what it entails, but also be
aware that there are steps you can take to make the training accessible to everyone.
Open a dialogue with anyone who has concerns or questions and work with them to
provide a positive, respectful, and worthwhile training experience.

FEMA hosted a webinar featuring practices and recommendations for including
individuals with disabilities and others with access and functional needs in CERT
programs. You can view a recording of that webinar at:
https://icpd.adobeconnect.com/plonuoh5wic/. FEMA has also developed an All Abilities
Annex that provides guidance to CERT instructors on how to work with people with
disabilities and others with access and functional needs to ensure inclusive CERT
training sessions. That is available here: http://www.fema.gov/training-materials.
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SECTION FOUR: IMPLEMENTING AND MAINTAINING THE
PROGRAM

Keeping Volunteers and Supporters Engaged

Sustaining a program is an ongoing effort. It is especially important to keep participants
engaged. If you do not periodically provide volunteers with opportunities to practice,
their skills (and interest in the program) can easily fade over time. Use ongoing training
and communication to keep participants informed and involved. You should also
consider how to best stay in contact with key stakeholder and partners who provide
resources and other forms of support to your program and continually demonstrate the
return on their investment.

Drills, Exercises, and Competitive Events

Drills and exercises can help volunteers to sharpen their skills, increase the
effectiveness of teamwork, and keep participants enthusiastic and engaged in the
program. Tailor workplace exercises to reflect relevant hazards, settings, and scenarios.
Drills and exercises may also increase awareness about the Workplace CERT program
and draw interest from potential new participants and partners. You may wish to invite
local media to any exercises that could offer good photo opportunities. You should also
coordinate with the local CERT program to discuss opportunities for joint trainings and
exercises.

Competitive events can offer CERT volunteers the chance to validate, practice, and
reinforce their skills and procedures in a challenging, fun, and competitive but friendly
environment. The events typically consist of numerous skill and demonstration stations,
with each team rotating from station to station, and usually involve multiple CERT
programs. FEMA hosted a webinar on CERT competitive events, which is available at:
https://icpd.adobeconnect.com/p5Spmxcpkwym/?launcher=false&fcsContent=true&pbMo
de=normal.

FEMA has also developed a series of materials to help programs organize their own
drills, tabletop exercises, functional and full-scale exercises, and competitive events.
These are available online at http://www.fema.gov/library/viewRecord.do?id=6214. You
also may want to develop your own exercises, tailored to local threats and the needs of
your workplace. The exercise held at the end of the CERT Basic Training course can
serve as a model for periodic exercises.

Local fire and law enforcement agencies may be able to help facilitate any drills or
exercises you plan and organize at your workplace. They may also be able to invite
Workplace CERT participants to portray survivors in their own drills and exercises. This
provides a valuable resource for professional responders and a unique learning
experience for CERT participants.
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Additional Training Opportunities

Training is an excellent opportunity to bring volunteers together and increase the
functional capabilities of your program. There are a variety of training topics outside the
CERT Basic Training curriculum that may be applicable to CERT volunteers. Trainings
are available through FEMA and a number of other organizations, including the
American Red Cross, which offers courses in first aid, cardiopulmonary resuscitation
(CPR), and the use of an automated external defibrillator (AED). You may also consider
re-training/refreshing on specific skills within the curriculum, like those in the disaster
medical operations units. Rotate training days and times to provide the greatest
opportunity for volunteers to participate.

e Supplemental trainings available from the CERT program can be found at
http://www.fema.gov/community-emergency-response-teams/training-materials:

CERT Animal Response Module |

CERT Animal Response Module I

CERT Emergency Communications Module

CERT Tools for Leadership Success Module

CERT Traffic and Crowd Management Module

Flood Response for CERTs

CERT Firefighter Rehab

o CERT Exercise Swaps

e Through EMI, FEMA offers a variety of trainings. They can be found at
http://training.fema.gov/EMI/.

e A number of local, state, and national organizations offer training that may be
applicable to Workplace CERT programs. Ask your local emergency
management and professional response agencies about other trainings that may
be available for participants in your Workplace CERT program.

O O 0 O O O O

Community Outreach Events

CERT volunteers can be great advocates for preparedness in the workplace and the
wider community by planning or participating in activities that encourage workplace or
personal preparedness, such as:

e Conducting preparedness presentations at company lunches.

e Sharing preparedness information on bulletin boards or in public areas.

e Communicating preparedness information through the company blog or
newsletter.

e Sending periodic emails with information specific to applicable threats (for
example, sharing fire prevention information during Fire Prevention Week).

e Distributing preparedness kits branded with your company logo at industry
events.
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e Setting up informational booths at community events, such as fairs or races.

Communication

You should also consider how you can maintain consistent communications with CERT
volunteers. This will help make them feel that they are part of an ongoing program,
rather than an isolated training event. Consider asking for their feedback on the
program, how it can be improved, and what they want to get out of it.

A periodic newsletter, an email distribution list, or a Workplace CERT webpage are all
good ways to keep in contact with your volunteers, stakeholders, and other interested
parties. Use these channels to share program successes, publicize upcoming trainings
or other activities, recognize volunteers (and sponsors!) for their efforts and
contributions, and generally keep stakeholders up to date on the program’s activities.
Encourage CERT volunteers to participate in maintaining these communication outlets.

Flyers in your workplace location, information sessions each quarter, or a booth in the
building lobby (after getting permission from your supervisor) are all ways to share
information about your program. You could even consider running a periodic
preparedness column in your workplace communications, written by CERT volunteers.
Social media outlets can also increase awareness of your program and its activities.
Local media may also be interested in your program. Instead of waiting for them to
come to you, consider proactively sharing your stories and building relationships with
those outlets.

Integrating CERT into the Workplace Environment

By making Workplace CERT an integral fixture of where you work, you can help
increase its likelihood of surviving and thriving. One of the most effective ways of
ensuring that your Workplace CERT endures is to incorporate the CERT into your
workplace disaster response plan and/or emergency operations plan. If you think this
would benefit your workplace and your CERT program, be sure to work closely with
managers and personnel responsible for workplace safety. Local emergency managers
and CERT programs may also be able to help with this process. But keep in mind that
not all places of work may want to incorporate CERT into their emergency response
plans.

There are several other ways you can enhance the visibility of CERT in the workplace
and make it a part of the culture of your business or organization. For example, trained
employees may be able to support workplace safety drills, identify hazards, and fulfill
specific roles during planned events and emergencies. Basic training graduation
ceremonies are an excellent way to not only recognize accomplishments, but also to
involve leadership and increase their engagement with the program and its volunteers.
If possible, ask an executive at your workplace, or even an official from your local fire
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department or emergency management agency, to speak at the ceremony and
congratulate participants. You can also invite representatives of local media and any
employees who are responsible for workplace communications.

Planning for Activation

Whether you plan to activate CERT volunteers for emergency events, non-emergency
events, or both, it is very important to develop an activation plan. Ensure that the
activation plan is comprehensive and that you share it with CERT volunteers so that
they are clear on any rules and expectations. You should also develop your activation
plan in very close coordination with managers and personnel responsible for workplace
safety. Make sure that workplace safety leadership reviews and approves the plan prior
to implementation, as they will most likely be responsible for activating volunteers and
coordinating their efforts. Consult with your local jurisdiction if you would like your
Workplace CERT volunteers to be eligible to support CERT activities in the surrounding
community.

Some questions to consider in developing your plan include:

e Under what circumstances and based on what criteria will the Workplace CERT
be activated?

¢ Who can activate the Workplace CERT?

e How will the activation be communicated to Workplace CERT volunteers?

e How will Workplace CERT volunteers be identified? Will they be issued badges?

e Do you have an established rendezvous point or staging area? Where?

e How will Workplace CERT volunteers be assigned to roles/teams during
activation?

e How does the Workplace CERT interact with professional responders?

e What is the jurisdiction for the Workplace CERT program? Are Workplace CERT
volunteers able to respond to incidents in the surrounding community, or are they
limited to workplace property?

e In the event of a widespread disaster, will the Workplace CERT coordinate with
CERTs or professional responders in the surrounding community? How?

¢ How will teams communicate (both within and between teams) during activation?

e How and when does an activation end?

¢ How will you debrief and follow-up with volunteers after an activation? Will you
hold a group meeting or conduct a phone/online survey?

Activation Debriefing

In the event that your workplace activates CERT volunteers, you should conduct a
debriefing meeting, or “hotwash,” after the event. The feedback from these meetings
can help you refine your program going forward. This information is very important for
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program evaluation and can help drive that process. You will likely want to identify what
worked well during the activation, as well as what could be improved for next time.
Discuss any concerns CERT volunteers had about the activation. You can also use the
results of this conversation to identify any additional training that may be valuable for
your program. If there is a community-wide debrief with responders from a variety of
agencies or programs, you should request that a representative from your organization
be invited to attend the meeting to discuss lessons learned with the entire response
community. A sample after-action report is available in Appendix B of this guide.

Maintaining a Connection with the Local Community CERT

Local CER