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MENTAL HEALTH ASSOCIATION IN ___________________
DISASTER RECOVERY OVERVIEW

Objective:  The purpose of MHA’s Disaster Recovery plan is to establish and maintain systems, processes, and resources to minimize the time it will take to re-establish operations, continue to provide service to program participants, and provide a safe work environment for employees.

MHA’s Disaster Recovery Procedure consists of two primary components:

1. Main Office Response Plan:

· Primary & secondary meeting places
· Key contact information (employees, consumers, vendors, and business partners)
· List of critical records
· Off-site storage
· List of critical items to be retrieved from the office
The purpose of the main response plan is to provide critical contact information and other resources to minimize downtime.

2. MHA’s Business Resumption Plan

· Business Recovery steps for both short and extended business interruptions
· Office checklist for critical operations
· Primary & Secondary backup operations sites
· Procedures to backup server
· Disaster Recovery follow-up and testing
BUSINESS RECOVERY STEPS FOR 
MENTAL HEALTH ASSOCIATION IN _____________________
1. Evaluate the building and/or notify staff not to come in, as appropriate.

2. Notify police and fire officials as appropriate.  Police (Phone #).  Fire – 911.
3. Executive Director or administrator in charge notifies Office Manager, President of the Board, Associate Executive Director, Managing Director and Director of Finance of business interruption. 
4. Associate Executive Director or administrator in charge notifies Dept. of Mental Health and NMHA.

5. Assemble at alternative location and review Disaster Recovery Plan.
6. Office Manager retrieves backup tapes in order to download information in the designated computer located at the alternative location. 
7. Office Manager, with the assistance of the Director of Finance insures that information from backup tapes is successfully and appropriately downloaded.

8. Director of Finance and Human Resource Manager will contact Payroll Service in order to inform them of disaster, the alternative location and necessary computer information so we can access payroll information on their server.
9. If business is interrupted for longer than three days, Office Manager will arrange for a new server will be installed in the alternative location, if necessary.  If existing server is not damaged and is retrievable, it will be relocated to alternative location.

10. All employees will be notified of the agency’s business recovery steps via telephone (snow chain phone list will be utilized).  In addition, Radio stations will be notified and appropriate announcements will be made to employees and program participants.

11. Employees may or may not be required to report to alternative locations or work from their homes, if necessary.

12. Office Manager will contact main vendors and business partners of business interruptions giving alternative means to contact MHA.

13. Office Manager will make arrangements to have incoming calls forwarded to alternative location so that calls could be handled seamlessly.  

14. All employees will process high priority transactions.

15. Critical resources to be retrieved:  Appropriate employees will be notified if there is a need to retrieve critical resources.  These resources will only be retrieved if it is safe to enter the facility following the incident and the items are not badly damaged.

16. To the extent possible, set-up normal operations at alternative location until main facility is available again.

MHA DISASTER RECOVERY PLAN

Executive Director:  ______________________
Office Manager:  ______________________
Address:
______________________


______________________
Phone #:
______________________
Helpline#:
______________________
Fax #:

______________________
Implementation Date:



Initial Office Training Date:

	
	Primary Location
	Secondary Location

	Meeting Place
	
	


Information Included:

· Key contacts (Employees, Vendors and Program Participants.

· Primary and Secondary location.

· List of Critical Records.

· Location Off-Site Storage.

· List of critical items to be retrieved.

Updates to Plan:
	Dates
	Comments

	
	

	
	

	
	

	
	


Mental Health Association in ______________________ Recovery Contacts:

· Name, Title, Home Phone, Cell 
· Name, Title, Home Phone, Cell 

Name, Title, Home Phone, Cell

· Critical Records
	Record Name
	MHA checks

	Description
	Used for all accounts payables.

	Contact Name
	

	Phone #:
	

	Storage Location
	

	Alternative Contact Person
	


	Record Name
	Payroll Checks

	Description
	

	Contact Name
	

	Phone #:
	

	Storage Location
	

	Alternative Contact Person
	


	Record Name
	Back-up Tapes

	Description
	

	Contact Name
	

	Phone #:
	

	Storage Location
	

	Alternative Contact Person
	


	Record Name
	

	Description
	

	Contact Name
	

	Phone #:
	

	Storage Location
	

	Alternative Contact Person
	


Critical Records
	Record Name
	Payroll Information

	Description
	

	Contact Name
	

	Storage Location
	

	Alternative Contact Person
	


	Record Name
	Hard copy of payroll information-Accounting Office

	Description
	

	Contact Name
	

	Phone #:
	

	Storage Location
	

	Alternative Contact Person
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CRITICAL RESOURCES TO BE RETRIEVED
The following materials should be retrieved if you are able to enter the facility following the incident and the items are not badly damaged.

	ITEMS TO BE RETRIEVED
	COMMENTS

	Hard copy of payroll information 
	Payroll Office

	HR/Personnel Information
	HR Personnel file 

	Client’s records:
	Located In: 


	Computer Server
	Located in:  


	Computers
	

	Printers
	

	Fax Machines
	

	Copiers
	

	Miscellaneous Items:  Microwave 
                                    Refrigerator
	


LIST OF MHA’S ATTORNEYS

LIST OF MHA’S ACCOUNTANTS

LIST OF MHA’S INSURANCE

COMPUTER CONSULTANTS

LIST OF LOCAL AGENCIES, STATE & LOCAL OFFICES

 COMMONLY IN CONTACT WITH

NMHA (National Mental Health Association)

2000 N. Beauregard Street 6th floor

Alexandria, VA

(703) 684-7722

ALTERNATIVE MEETING PLACES
In the event of an emergency the locations to meet are as follows:

Primary Location: (see map & directions)
Secondary Location:  (see map & directions)
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