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Webinar Logistics
• Webinar is being recorded.
• The recording, transcript, and slides will be available in 7-10 

days on the HUD Exchange.
• Click the “Get Credit” button on the training page to add the 

course to your transcript. You must have a HUD Exchange 
account. 

• Presentation materials were sent prior to the webinar.



How do I ask questions?

Please submit your questions and comments in the chat box. 
We will answer questions in the chat throughout the presentation. 

If time allows, we will answer some questions live at the end of the 
presentation.

You can also send questions to housing.counseling@hud.gov
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Agenda
• Define emergencies and disasters
• Understand disaster preparedness
• Discuss three focus areas: 

1. The agency
• Guidelines agencies can use to create or revise their Emergency Response Plan and 

their Continuity of Operations Plan (COOP)
2. The counselor

• Tips on how to incorporate disaster preparedness and recovery into one-on-one and 
group education sessions

3. The client 
• Information to help locate and access community resources for individuals and 

families

• Resources
• Q&A



Types of 
Disasters



Emergency vs. Disaster

• The primary difference between 
an emergency and a disaster is 
the number of people it impacts

• Households should be prepared 
for both an emergency and a 
disaster

• An emergency and disaster can 
affect a family simultaneously 

• (Example: chemical spill as a result 
of a hurricane) 
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How is “emergency” defined?

Definition

• In its simplest 
form, an 
emergency is an 
unplanned event

How does it look?

• Death or injury 
(this can include 
people and pets)

• Physical damage 
to property

• Changes in 
housing status

Examples

• House fire
• Medical crisis
• Chemical spill
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How is “disaster” defined?

Definition

• Disasters are 
broader, 
community-wide 
events that affect 
hundreds or 
thousands of 
people.

How does it look?

• Debris blocking 
access to home 
or work 

• Washed out 
bridges and 
roads

Examples

• Floods
• Wildfires
• Hurricanes
• Industrial 

chemical 
releases

• Public health 
emergencies
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Two basic groups of disasters

Natural
• Earthquakes
• Volcanoes
• Hurricanes
• Floods
• Fires 

Source: 

• National Institutes of Health

Man-made
• War
• Pollution
• Nuclear explosions
• Fires
• Hazardous materials exposures
• Explosions
• Transportation accidents



Understanding 
Disaster 

Preparedness



What is preparedness?

Preparedness includes a set of measures undertaken in advance 
to better respond and cope with the immediate aftermath of an 
emergency or disaster, whether it be human-induced or caused 
by natural hazards.

• Preparedness can be undertaken by:
Individuals
Communities
Organizations
Governments
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Preparedness for 
Individuals & Communities
Individuals
• It’s important for families and individuals to create a plan in advance because 

they may not be together when disaster strikes. It is also essential to have a 
disaster supplies kit that includes basic items that are needed in an emergency

Communities
• local communities can provide a sense of connection and decrease the isolation 

and abandonment that is often felt among residents in times of disaster. Local 
residents and groups can best identify their immediate needs, coordinate 
preparations, supplement official response efforts, implement emergency 
response programs, and contribute to local decision making for future events. 

Source: A Community Approach to Disaster Preparedness and Response (psu.edu)



Preparedness for Organizations

Organizations
• local community organizations are presented with an 

opportunity and positioned to make a measurable impact on 
local well-being. 

• Facilitating local involvement in disaster preparedness and 
response is about far more than the provision of basic and 
logistical needs. 

• It ensures that local voices are heard, and local struggles are 
recognized 

Source: National Preparedness | FEMA.gov



Knowledge Check

What people do before a disaster can make a 
dramatic difference in their ability to cope with 
and recover from a disaster.

A. True

B. False



Knowledge Check 

What people do before a disaster can make a 
dramatic difference in their ability to cope with 
and recover from a disaster.

A. True

B. False



The Agency



Agency 
Operations: 
The agency 
work plan



Disaster 
preparedness/recovery 
in the agency work plan

• If disaster preparedness 
and/or recovery is not 
currently listed as a service 
in your agency’s work plan, 
then your agency will first 
need to modify their work 
plan



The agency work plan

• The housing counseling work plan provides an overview for all 
housing counseling programs

• The Housing Counseling Handbook 7610.1 (Section 2-2, O), 
Intermediaries and SHFAs must require that their affiliates 
participating in their HUD Housing Counseling Program 
maintain a work plan

• Section 3-1E of the handbook states that a participating agency 
must be in compliance, and deliver housing counseling services 
and education consistent with, its approved housing counseling 
work plan

Source: HUD Housing Counseling Handbook 7610.1 



The agency work plan 

The sections include:
1. Target Community
2. Housing Needs and Priorities
3. Affirmatively Furthering Fair 

Housing
4. Description of Services
5. Homeownership Counseling and 

Home Inspection
6. Impact and Scope of One-on-One 

Counseling Services
7. Formats for Delivery of Services

8. Client Follow-up
9. Fee Structure
10. Limited English Proficiency
11. Marketing and Outreach
12. Supervisory Monitoring/Quality 

Control Plan
13. Emergency Response and 

Continuity of Operations Plans

There are 13 sections of the work plan

Source: Developing a Housing Counseling Work Plan for HUD Approval



The agency work plan  

• Agencies are encouraged to include both Emergency Response 
Plans and Continuity of Operations Plans (COOP) in their work 
plans

• It is important to note:
• Both plans assist agencies to effectively prepare for, respond to, and 

recover from a disaster in their organization
• The Emergency Response Plan guides the agency until activities 

identified in the COOP are triggered



The agency work plan   

• The work plan should be revised as needed and serves as a 
basic operations manual

• The work plan includes the agency’s projections for section 8 
and 9 of the Housing Counseling Agency Activity Report (form 
HUD-9902) 

• This section matches the types of counseling described under 
the housing counseling service section of the plan



Modifying the agency work plan

Here a few reasons why an agency would change their work 
plan:
• There is a change in how the agency will address needs and 

problems of the target population
• There is a change in the types of services offered, including:

• Expansion or reduction of services

• There is a change in fee structure
• There is a change in the geographical area to be served

Source: Agency Work Plan Modifications



Modifying the agency work plan     

• It’s important to note that all work plan changes must be 
approved by HUD (or your Intermediary or SHFA) prior to 
implementation of the changes

• These changes should first be submitted to your intermediary, then 
your intermediary will submit those changes to the HUD POC for final 
approval

• When modifying a work plan, an agency must:
• Reach out to their Intermediary or SHFA describing the desired 

modification
• Provide an explanation of the proposed changes and supporting 

documentation/information



Modifying the agency work plan 

• In some cases, HUD may not 
approve a work plan 
modification, if there is: 

• Lack of trained staff or staff 
capacity to undertake a new 
service

• Insufficient resources in a 
larger geographic area to serve 
clients



Disaster preparedness as a service type
Form HUD-9902

Group Education



Form HUD-9902

One-on-one 
counseling Source

• Housing Counseling 
Agency Activity Report 
(Form HUD-9902)



The 
Emergency 
Response 

Plan and the 
Continuity of 
Operations 

Plan: 
Essential 
Elements



The Emergency Response Plan

• HUD defines an Emergency 
Response Plan as a 
framework for responding to 
major emergencies or 
disruptions that may threaten 
health and safety

• The Emergency Response 
Plan prepares the agency 
before the event occurs

Source: https://files.hudexchange.info/resources/documents/OHC-DR-Toolkit-Emergency-Response-Plan-Guidance.pdf



Continuity of Operations Plan (the COOP)

• A COOP is a plan for 
recovering and continuing 
operations in response to 
emergencies

• The COOP helps ensure that 
all personnel, facilities, and 
information are protected so 
that necessary functions and 
normal operations can 
resume rapidly following the 
emergency

Source: https://www.hudexchange.info/programs/housing-counseling/the-bridge/2020-quarter-4/creating-and-implementing-a-coop/



Continuity of Operations Plan (COOP)

• The COOP should address the following:
• Critical functions that an agency must perform, regardless of the 

emergency
• Personnel and resources needed to perform these functions
• What to do if an agency is unable to perform regular housing 

counseling services
• How to get up and running again after the emergency



COOP Template



Emergency Response Plan vs. Continuity of 
Operations Plan (COOP)

Continuity of Operations Plan (COOP)Emergency Response Plan
• Continue operating throughout the recovery 

process following an emergency/disaster. 
• The plan helps ensure that all personnel, facilities, 

and information are protected so that necessary 
functions and normal operations can resume 
rapidly.

• Prepare and respond when an 
emergency/disaster occurs to ensure the safety 
of staff and clients. 

• The plan details the immediate actions 
necessary to protect lives, avoid injuries, and 
stabilize the incident. 

Purpose

Both plans should be developed in conjunction with the agency work planTiming

• Identify critical functions the agency must perform, 
regardless of the emergency and identify services 
that may be needed

• Identify personnel and resources needed and 
establish procedures if the agency is unable to 
perform regular housing counseling services or 
elects to add new serves

• Develop a process to get the agency up and 
running after the emergency/disaster

• Develop a procedure for notifying HUD

• Identify types of emergencies/disasters and their 
potential impact on your agency

• Coordinate planning with federal/state/local 
community emergency response entities

• Develop protection actions for the safety of 
human life

• Develop specific emergency/disaster 
procedures-who declares it for the agency, how 
is it communicated, what is expected of staff

Components

This plan is implemented once the agency and its staff 
are stabilized and the agency begins to operate again.

This is a short-term plan that starts once the 
emergency/disaster occurs and is in effect until the 
agency triggers the activities identified in the COOP. 

Implementation

AnnuallyAnnuallyReview/Update



The Counselor



Disaster related topics: One-on-one 
sessions

• Disaster Preparedness Assistance
• Preparing and implementing an emergency plan
• Tools and information necessary to prepare
• Home and family preparedness

• Disaster Recovery Assistance
• Relocation/referrals
• Rehousing
• Rebuilding



Identifying areas of assistance
Certified Housing Counselors are trained to address issues such 
as:

• Connecting homeowners to FEMA and other relief efforts
• Coordinating with case management agencies on non-housing issues
• Reviewing income and expenses and addressing credit and debt 

issues
• Recognizing and avoiding scams
• Negotiating mortgage and rent forbearance
• Explaining insurance options
• Planning for the next disaster

Source: Housing Counseling Disaster Program Guide



Disaster Preparedness in a group 
education setting
Housing Counseling Agency Guide for Delivering Group Education on Emergency 
and Disaster Preparedness

• The Guide has accompanying presentation templates and emergency scenario 
handouts which can be customized

• The current version has 49 slides

• The presentation covers several preparedness topics such as: 
• Preparing for different situations
• General tips and safety tips
• Preparing your supplies
• Preparing your documents and finances
• Responding to and emergency/disaster

• The presentation can be used in a group education setting

Source: Emergency and Disaster Preparedness Group Education Materials



Housing Counseling Disaster Field Guide



Training Opportunities

• HUDexchange.info

• OHC Funded Partner Training
• Housing Action Illinois
• National Community 

Reinvestment Coalition (NCRC)
• Neighborhood Stabilization 

Corporation (NSC)
• NeighborWorks
• Rural Community Assistance 

Corporation (RCAC)
• UnidosUS



The Client



Preparing for 
a disaster: 

Helping 
individuals 

and families 
create a plan



Tips for creating a disaster preparedness plan

• No two disaster plans are the same
• Take into consideration your family composition and unique circumstances
• Think about the ages of each resident, mobility of each person ,and layout of 

home

• Be aware of the emergencies that happen in your area
• This includes weather related as well as man-made, like chemical plant or 

power station

• Know the dangers in and around your home
• Blocked exits
• Old appliances
• Leaning trees

Source: Making a Disaster Plan for Your Family



Tips for creating a disaster preparedness plan 

• Create a supply kit
• Make a list of everything you may need
• General rule is to include supplies for at least three days and up to two 

weeks
• Create a supply kit for your car
• If someone in your house has special needs, include information on 

needs, medications, back-up equipment, etc.

• Identify your shelter plan
• Know where to go for safety
• This can change depending on the situation (flood vs. tornado vs. fire)



Tips for creating a disaster preparedness plan  

• Make an evacuation plan
• Ensure everyone in the house knows where to go
• Imagine you could only take one suitcase, what would you take?

• Assign responsibilities
• Decide who is in charge of the family pet
• Have a back up if responsible person isn’t home

• Know your evacuation routes
• Be aware of roads and routes that are likely to close



Tips for creating a disaster preparedness plan   

• Designate a meet-up location
• Decide on where your family will meet-up

• Learn your utilities
• Know how to turn utilities off and on (water, gas, electric)

• Make sure you have the right insurance before disaster strikes
• Homeowners insurance, renter’s insurance, auto insurance, disability 

insurance, life insurance
• Review your beneficiaries



Preparation for the whole family

Each household member has different needs when preparing for 
disasters. 

• Children

• Older Adults

• People with Disabilities

• Pets

Source: Factsheet: Home and Family Preparedness



Tips for children

• Disasters can be frightening for adults and traumatic for children

• Children can feel assured knowing there's a plan in place 

• Talk about emergency preparedness with your family so that 
everyone knows what to do

• Discussing ahead of time helps reduce fear, particularly for 
younger children

• Keep in mind that a child’s response may be shaped by yours



Tips for older adults

• Learn about community response plans

• Sign up for alerts and warnings to receive info before and after

• Understand how your medical, physical and cognitive needs 
affect your ability to respond

• Talk about the help you may need and who could assist you

• Identify helpers (family, friends, neighbors, caregivers)

• Meet with your helpers

• Plan how you will communicate with helpers



Tips for people with disabilities

• Create a personal support network

• Build a question-and-answer session for your network that 
describe capabilities and address what you may need before, 
during and after a disaster

• Plan should include details on daily living (Ex: personal care, 
equipment, accessible transportation, assistance with errands, service 
animals, pets)



Tips for pets

• Prepare supplies for your pet in your emergency kit
• Ex: food, drinking water, medications, current photo, pet beds, toys, 

carrier

• Identify a safe place to take your pets

• Include your pet in evacuation drills

• Use a rescue sticker alert to let people know that pets are inside 
your home



Resources



Disaster preparedness templates

• American Red Cross - Family Disaster Plan

• Ready.gov - Family Emergency Communication Plan

• CFPB – Your Disaster Checklist



Resources 

• Housing Counseling Disaster Resources

• Emergency Response Plan Guidance

• Continuity of Operations Plan (COOP)

• Disaster Recovery Flyers

• Developing an Agency Workplan for HUD Approval

• Ready.gov Resources



OHC Disaster Operations SOP

• Provides detailed about the roles 
of HUD-approved HCAs, 
Certified Housing Counseling 
Professionals, and OHC staff in 
HUD’s disaster assistance and 
recovery activities

• Published on HUD.gov: OHC 
Disaster Operations Standard 
Operating Procedures



Final Thoughts?
Questions?
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Thank you 
for joining us!  

Email questions to housing.counseling@HUD.gov


