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FOREWORD

One god of the Federd Emergency Management Agency (FEMA) is to develop, in partnership with
State and local governments, a naiond emergency management system that is comprehensive, risk-
based, and all-hazard in approach.

Crucid to this system are emergency operations plans (EOP), which describe who will do what, as well
as when, with what resources, and by what authority--before, during, and immediately after an

emergency.

This State and Locd Guide (SLG) provides emergency managers and other emergency services
personne with information on FEMA's concept for developing risk-based, al-hazard emergency
operations plans.

This Guide dlarifies the preparedness, response, and short-term recovery planning dements that warrant
incluson in State and local EOPs. It offers FEMA's best judgment and recommendations on how to
ded with the entire planning process--from forming a planning team to writing the plan. It dso
encourages emergency managers to address dl of the hazards that threaten their jurisdiction in a single
EOP ingtead of relying on sand-aone plans.

This Guide should help State and locd emergency management organizations produce EOPs that:

. serve asthe basis for effective response to any hazard that threatens the jurisdiction;
. facilitate integration of mitigation into response and recovery activities, and
. facilitate coordination with the Federa Government during catastrophic disaster

Stuations that necessitate implementation of the Federal Response Plan (FRP).

Emergency planners in the business and industry and anima care communities may find portions of this
Guide useful in the development of their emergency response plans. Industry planners may aso consult
FEMA-141, Emergency Management Guide for Business and Industry.

FEMA welcomes recommendations on how this Guide can be improved to better serve the needs of
the emergency management community. Comments should be addressed to FEMA, Attn:
Preparedness, Training, and Exercises Directorate, State and Locd Preparedness Divison,
Washington, DC 20472.

Kay C. Goss
Associate Director for Preparedness,



Training, and Exercises
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About This Document

Purpose

Applicability
and Scope

Super session

Authorities

Overview of
Contents

This Guide is meant to aid State and loca emergency managers (dso cdled
"emergency management coordinators') in ther efforts to develop and maintain
aviable dl-hazard emergency operations plan. The Guideisa " toolbox" of
ideas and advice, not a sample EOP. Each community's EOP must reflect
what that community will do to protect itsdf from its hazards with the
resources it has or can obtain.

This Guide is intended primarily for use by personne responsble for EOP
devdlopment and maintenance in State and loca emergency management
agencies. It is drictly a guide. It establishes no requirements, and its
recommendations may be used, adapted, or disregarded.

This SLG is new. It replaces Civil Preparedness Guide (CPG) 1-8, Guide for
the Development of State and Local Emergency Operations Plans (dated
September 10, 1990); CPG 1-8A, Guide for the Review of State and Local
Emergency Operations Plans, (dated October 1992); and CPG 1-10, Guide
for the Development of a State and Local Continuity of Government
Capability (dated July 27, 1987), which have been rescinded.

This SLG is issued under authority of the Robert T. Stafford Disaster Relief
and Emergency Assistance Act, as amended. In this law, Congress
recognizes emergency management as a joint responshility of Federd, State,
and locd government. For the Federd Government, Congress defines arole
that includes providing "necessary direction, coordination, and guidance” (Sec.
601) for the Nation's emergency management system, to include “technica
assistance to the States in developing comprehensive plans and programs for
preparation againgt disasters' (para. 201(b)).

Locd governments should use this Guide to supplement guidance from ther
States.

Chapter 1 explains what an EOP is & the State and local levels, why the EOPis
a necessary part of a comprehensve gpproach to emergency management, and
how the EOP relates to other aspects of the comprehensive, risk-based, al-
hazard approach.
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Revision
Process

Chapter 2 describes the approach FEMA recommends for a step-by-step
process of risk-based, al-hazard emergency operations planning. Chapter 3
suggests how to format the results of the planning process in awritten EOP.
Chapters 4 and 5 list and discuss dements that, if gpplicable for a jurisdiction,
should be addressed in its dl-hazard EOP.

Chapter 6 notes unique aspects of certain hazards, including associated
regulatory requirements. It suggests how to address these unique aspectsin the
dl-hazard EOP rather than in stand-alone plans. The chapter is not meant to
replace hazard-specific planning guidance issued by the Radiological Emergency
Preparedness (REP) Program of FEMA and the Nuclear Regulatory
Commisson (NRC), the Chemicd Stockpile Emergency Preparedness
Program (CSEPP), or the National Response Team (NRT).

Chapter 7 contains information on integrating State EOPs with the Federa
Response Plan, so that dl levels of government can provide a coordinated
response to communitiesin need.

Pease note that, unlike previous FEMA planning guidance, this Guide
addresses anima care and control and gives extensive treatment to resource
management (including donations management).

To be rdevant, FEMA's planning guidance had to reflect three basic changes:
(1) Congress diminated emphasis on the nuclear attack hazard and restated
Federa Civil Defense Act authorities in the Stafford Act; (2) FEMA and the
Federal Government have acquired a broader role in disaster response; and (3)
emergency management planning in the States and many locdities has matured
beyond the sample plans FEMA provided in earlier planning guidance. Also,
FEMA has taken a new gpproach to dedling with the States. Performance
Partnership Agreements (PPA). With Performance Partnership Agreements,
FEMA trades increased flexibility "up front" for increased atention to results.
This Guide fits the new way of doing business.

In July 1995, FEMA convened a group of locd, State, and Regiond planners
to offer suggestions on making al-hazard EOP guidance more useful given
"conditionsin thefidd." This Guide reflects many of their idess.

FEMA will revise this SLG as needed. Change pages will be issued through the
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FEMA publication digtribution system to organizations designated to receive this
Guide. Other holders of this document should contact their State or loca
emergency management organizaion or the FEMA Printing and Publications
Branch to get a copy of the change(s) or more copies of the Guide.
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Chapter 1

Preliminary Considerations

What an EOP Is

General

Local EOPs

State EOPs

A jurigdiction’'s emergency operations plan is adocument that:

> Assgns respongihility to organizations and individuds for carrying out
gpecific actions at projected times and places in an emergency that
exceeds the capability or routine responsibility of any one agency, eg.,
the fire department.

> Sets forth lines of authority and organizationd relaionships, and shows
how dl actions will be coordinated.

> Describes how people and property will be protected in emergencies
and disagters.

> Identifies personnd, equipment, facilities, supplies, and other resources
avalddle--within the jurisdiction or by agreement with other
juridictions--for use during response and recovery operations.

> Identifies steps to address mitigation concerns during response and
recovery activities.

As a public document, an EOP d<so cites its legd bass, states its objectives,
and acknowledges assumptions.

In our country's system of emergency management, locad government must act
firg to attend to the public's emergency needs. Depending on the nature and
sze of the emergency, State and Federal assistance may be provided to the
locd jurisdiction. The local EOP focuses on the measures that are essentia for
protecting the public. These include warning, emergency public information,
evacudtion, and shdlter.

States play three roles They assst locd jurisdictions whose capabilities are
ovewhemed by an emergency; they themsdves respond fird to certain
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emergencies, and they work with the Federa Government when Federa
assgance is necessary.  The State EOP is the framework within which local
EOPs are crested and through which the Federa Government becomes
involved. As such, the State EOP ensures that dl levels of government are
able to mobilize as a unified emergency organization to safeguard the well-being
of State citizens. The State EOP is of critical importance.

Why Your Jurisdiction Should Have an EOP

Government's When disasters threaten or strike a jurisdiction, people expect eected leaders
Reponghility to take immediate action to ded with the problem. The government is expected
for Emergency to marsha its resources, channd the efforts of voluntary agencies and private
Management enterprise in the community, and solicit assstance from outsde of the

jurisdiction if necessary.

In dl States and mogt locdities, that popular expectation is given force by
datute or ordinance. Congress aso recognizes State and locad emergency
management  respongibility in the Robert T. Stafford Disaster Reief and
Emergency Assistance Act, as amended:

> "It is the intent of Congress, by this Act, to provide an orderly and
continuing means of assstance by the Federa Government to State and
locd governments in carrying out their respongibilities to dleviate the
auffering and damage which result from [..] disasters (Sec. 101(b),
emphasis added).

> "The purpose of this title is [...] to vest responghility for emergency
preparedness jointly in the Federa Government and the severa States
and their politica subdivisons' (Sec. 601).

The dected leadership in each jurisdiction is legaly respongble for ensuring thet
necessary and appropriate actions are taken 1o protect people and property
from the consequences of emergencies and disasters.

Comprehengve Governments can discharge their emergency management responsibilities by
Emergency taking four interrdated actions. mitigation, preparedness, response, and
Management recovery. A systematic approach is to treat each action as one phase of a

comprehensive process, with each phase building on the accomplishments of the
preceding one. The overdl god is to minimize the impact caused by an
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Mitigation

Preparedness

emergency in the jurisdiction.

Mitigation actions involve lagting, often permanent, reduction of exposure to,
probability of, or potentid loss from hazard events.  They tend to focus on
where and how to build. Examples indude zoning and building code
requirements for rebuilding in high-hazard aress, floodplain buyouts, and
andyses of floodplain and other hazard-related data to determine where it is
safe to build in norma times, to open shdters in emergencies, or to locate
temporary housing in the aftermath of a dissster. Mitigation aso can involve
educating businesses and the public on smple measures they can take to reduce
loss and injury, like fastening bookshelves, water hesters, and file cabinets to
walls to keep them from fdling during earthquakes.

Cost-effective mitigation measures are the key to reducing disaster lossesin the
long term.  In hazard-prone areas, mitigation can bresk the cycle of having to
rebuild and rebuild again with every recurrence of floods, hurricanes, or
earthquakes. Where there is a willingness to mitigate, opportunities can be
found. Ongoing efforts might include: educating the private sector about whet it
can do to mitigate at home and a work; reaching out to planning, zoning, and
development agencies to ensure that hazard conditions are considered in
comprehensive plans, construction permits, building codes, design approvals,
efc.; and creating inventories of existing structures and their vulnerabilities, to aid
mitigation planning. There is dso a need for planning to take advantage of
mitigation opportunities in the aftermath of an emergency or disagter, when
hazard awareness is high, funds may become avalable (with associated
requirements for mitigation), and disruption of the status quo makesit possible
to rethink design and location of some facilities and infrastructure.  Attention to
mitigation opportunities can make safer communities for usall.

While mitigation can make communities safer, it does not eiminate risk and
vulnerability for dl hazards. Therefore, jurisdictions must be ready to face
emergency threats that have not been mitigated away. Since emergencies often
evolve rgpidly and become too complex for effective improvisaion, a
government can  successfully discharge its  emergency  management
responsbilities only by taking certain actions beforehand. Thisis preparedness.

Preparedness involves establishing authorities and respongbilities for emergency
actions and garnering the resources to support them: a jurisdiction must assign
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Response

Recovery

Criticality of
All-Hazard

or recruit staff for emergency management duties and designate or procure
facilities, equipment, and other resources for carrying out assgned duties. This
investment in emergency management requires upkeep: the staff must receive
training and the fadilities and equipment must be maintained in working order.
To ensure that the jurisdiction's investment in  emergency management
personnel and resources can be relied upon when needed, there must be a
program of tests, drills, and exercises. Condderation dso must be given to
reducing or diminating the wvulnerability of the jurisdiction's emergency
response organizations and resources to the hazards that threaten the
juridiction.

Accordingly, preparedness measures should not be improvised or handled on
an ad hoc basis. A key ement of preparedness is the development of plans
that link the many aspects of a jurisdiction’s commitment to emergency
management.

The onset of an emergency creates a need for time-sendtive actions to save
lives and property, as wdll as for action to begin stabilizing the situation so that
the jurisdiction can regroup. Such response actions include notifying emergency
management personnd of the criss, warning and evacuating or sheltering the
population if possible, keeping the population informed, rescuing individuas and
providing medicd trestment, maintaining the rule of law, assessng damage,
addressng mitigation issues that arise from response activities, and even
requesting help from outside the jurisdiction.

Recovery is the effort to restore infrastructure and the socia and economic life
of a community to normd, but it should incorporate mitigation as a god. For
the short term, recovery may mean bringing necessary lifdine sysems (eg.,
power, communication, water and sewage, and trangportation) up to an
acceptable standard while providing for basic human needs (e.g., food, clothing,
and shdter) and ensuring that the societal needs of individuds and the
community are met (e.g., mantain the rule of law, provide criss counsding,
demongtrate that people do care and that help is becoming available). Once
some sahility is achieved, the jurisdiction can begin recovery efforts for the long
term, restoring economic activity and rebuilding community facilities and family
housing with attention to long-term mitigation needs.

The centerpiece of comprehensive emergency management is the EOP. Firg,
the EOP defines the scope of preparedness activity necessary to make the
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EOPs

EOP more than a mere paper plan. Training and exercises, in particular, depend
on an EOP. Training helps emergency response personnd to become familiar
with their respongbilities and to acquire the skills necessary to perform assigned
tasks. Exercising provides a means to validate plans, checklists, and response
procedures and to evauate the skills of response personnd.

Second, the EOP facilitates response and short-term recovery (which set the
stage for successful long-term recovery). Response actions are time-sengtive,
with little alowance for dday or "mid-course corrections,” and some post-
disagter mitigation issues such as rebuilding and placement of temporary housing
fecilities dso must be addressed quickly.  Advance planning makes this eesier.

Findly, an EOP that is flexible enough for use in al emergencies--induding
unforeseen events--provides a community with an emergency management
"bottom line" From there, a community can proceed confidently with long-term
mitigation efforts directed a specific hazards. Or, it can devote more
resources to risk-based preparedness measures (eg., Specidized training,
equipment, and planning). Whatever the initiative, an dl-hazard EOP helpsthe
community start from a postion of relative security.

What an EOP IsNot

Other Types
of Plans

Administrative
Plans

Those who draft an EOP must understand what it isnot. While this chapter has
cdled a jurisdiction's EOP--its response plan-the "centerpiece’ of its
comprehensive emergency management effort, that does not mean that the EOP
details al aspects of that effort.

Emergency management involves severd kinds of plans jud as it involves
severd kinds of actions.

Adminigrative plans describe policies and procedures basic to the support of a
governmental endeavor: typicdly they ded less with externd work products
than with internd processes. Examples include plans for financid management,
personne management, records review, and labor reations activities. Such
plans are not the direct concern of an EOP. However, if it is assumed that
provisons of an adminidrative plan goply in emergency Stuations, then the
adminigrative plan may be referenced in the EOP. Likewise, if exceptions to
norma adminidrtive plans are permitted in an emergency, that fact should be
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Mitigation
Plans

Preparedness
Plans

Recovery
Plans

noted in the relevant part of the EOP.

A juridiction may outline its strategy for mitigating the hazards it faces; in fact, a
mitigation plan is required of States that seek funds for post-event mitigation
after Presdentid declarations under the Stafford Act.  Exiging plans for
mitigating hazards are relevant to an EOP, paticularly in short-term recovery
decisorrmaking, which can affect prospects for effective implementation of a
mitigation drategy amed a reducing the long-term risk to human life and
property in the jurisdiction.

Preparedness planning covers three objectives: maintaining existing emergency
management cgpability in readiness, preventing emergency management
cgpabilities from themsdves fdling victim to emergencies, and, if possble,
augmenting the jurisdiction's emergency management capability.

Such plans would include: the process and schedule for identifying and meeting
training needs (based on expectations created by the EOP); the process and
schedule for developing, conducting, and evauating exercises, and correcting
identified deficiencies; and plans to procure or build facilities and equipment that
can withstand the effects of hazards facing the jurisdiction. Results of these
efforts should be incorporated in the EOP as assumptions. that certain
equipment and facilities are available, that people are trained and exercised, etc.

Operationa checks of equipment and communications systems, however, be a
part of each tasked organization’s standard operating procedures (SOP) for the
period between notification and impact of an emergency. Measures to
safeguard emergency management personnel, as well as vitd records and
existing equipment, should be part of an EOP.

Typicaly, an EOP does not spell out recovery actions beyond rapid damage
assessment and the actions necessary to satisfy the immediate life support needs
of disagter victims; the EOP should provide for atrangtion to arecovery plan, if
any exigs, and for a sand-down of response forces. However, some short-
term recovery actions are natural extensions of response and are covered by the
EOP. For example, meeting human needs would require maintaining logistica
support to mass care actions initiated in the response phase, with the addition of
crigs counsding; it would also involve restoration of infrastiructure "lifelines” and
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Plans Versus
Procedures

perhaps debris remova to facilitate response. At the State's discretion, its
disaster assstance plans for distribution of Federdl and State relief funds may be
annexed to the EOP. Disagter assistance plans would identify how eigible aid
recipients will be identified, contacted, matched to ad, certified, and issued
checks.

Beyond that lies long-term recovery, which is not drictly time-sendtive and can
sometimes be more ad hoc. Pre-disaster planning for long-term mitigation and
recovery would involve identifying draegic priorities for retoration,
improvement, and growth; here emergency management planning sarts to
intersect the community development planning of other agencies. FEMA
recommends and supports the development of State and loca hazard mitigation
plans to facilitate and expedite obtaining Federd mitigation funds during the
post-disaster recovery period.

Although the digtinction between plans and procedures is fluid, writers of an
EOP should use it to keep the EOP free of unnecessary detall. The basic
criterion is. What does the entire audience of this part of the EOP need to
know, or have set out as a matter of public record? Information and "how-to"
indructions that need be known only by an individua or group can be l€ft to
SOPs;, these may be annexed to the EOP or referenced as deemed

appropriate.

For many responghilities in the EOP, it will be enough to assgn the
reponsbility to an individua or organization and pecify the assignees
accountability: to whom does he or she report, or with whom does he or she
"coordinate'? For example, an EOP that assgns respongbility for putting out
firesto the fire department would not detail what should be done at the scene or
what fire equipment is most appropriate: The EOP would defer to the fire
department's SOPs for that. The EOP would describe the relationship between
the Incident Commander (IC) and the central organization that directs the total
jurisdictiond response to the emergency, of which the fire in question might be
only a pat. Likewise, the EOP would not detail how to set up facilities for
emergency operations, leaving that for an SOP to be used by the responsible
organization(s).

The emergency manager should work with the senior representatives of tasked
organizations to ensure that SOPs needed to implement the EOP do in fact exist
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and do nat conflict with the EOP or one another.

This Guide does not edtablish requirements for the preparation of SOPs.
However, SOPs should be developed by each organization tasked in the EOP.
SOPs provide the means to trandate organizationa tasking into specific action
oriented checkligts that are very useful during emergency operations. They tell
how each tasked organization or agency will accomplish its assgned tasks.

Normaly, SOPs include checkligts, cdl- down rosters, resource listings, maps,
charts, etc. and give step-by-step procedures for notifying saff, obtaining
and usng equipment, supplies, vehicles obtaning mutud ad, reporting
information to organizational work centers and the emergency operating center
(EOC), communicating with staff members that are operating from more than
one location, etc. Development of certain procedures is required in REP,
CSEPP, and Emergency Panmning and Community Right-to-Know Act
(EPCRA) planning.
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Chapter 2

The Planning Process

I ntroduction
Normdly, the emergency manager serves as the "planning coordinator”
responsible for leading the jurisdiction's effort to develop an EOP. This chapter
offers the emergency manager suggestions for the process of developing an
EOP. This process may be more important and useful to the jurisdiction's
emergency management community than the find product itsdf. The
suggestions can be easlly tailored to the specific needs of ajurisdiction.

Principles
Deveoping an dl-hazard plan for protecting lives and property in the jurisdiction
may appear to be an extremey difficult challenge. It need not be if following
principles are gpplied.

Don't Renvent Emergency operations planning need not start from scratch. Planners should

theWhed take advantage of others experience.

Use Available The State is a vauable resource for the loca jurisdiction. States typicaly

Guidance and publish their own planning guides, conduct workshops and training courses, and

Training assign their planners to work with local planners. FEMA supports State training

Materials efforts through its Emergency Management Inditute (EMI), and offers courses.
FEMA aso publishes many documents relating to planning for specific functions
and hazards.

Build on What If the jurisdiction has an EOP or other contingency plans, they are the place to

Existsin the dart. Existing plans can point the planning coordinator to gpplicable authorities,

Jurisdiction perceptions of risk in the community, members of the jurisdiction's emergency

response organization, mutual aid agreements with other jurisdictions, and more,
The planning coordinator should review the exiging EOP for questionable
assumptions, inaccuracies, inconsstencies, omissons, and vagueness.  Critiques
of recent emergency operaions and exercises in the jurisdiction will help the
planning coordinator develop a sense of what needs to be done.
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Don't Golt
Alone

Benefits of the
Team
Approach

Potential
Team
Members

The planning coordinator's is only one view. If a coordinated emergency
response depends on teamwork, planning for response should involve the
jurisdiction’'s emergency "team." Documentary research should be supplemented
by interviews with key officids of the jurisdiction's response organization: They
may have information and ingghts that the planning coordinator lacks, aswell as
ideass that can spark credtive solutions to problems. Key officids dso
determine what gaff will be made avalable for planning meetings and what
priority emergency planning issues will have in day-to-day work, so it is
important to secure their commitment to the planning process.

FEMA recommends ateam approach to planning for these reasons:

> The EOP is more likely to be used and followed if the tasked
organizations have a sense of ownership, i.e, ther views were
considered and incorporated.

> More knowledge and expertise are brought to bear on the planning
effort.

> Closer professond relationships among response and recovery
organizations in the planning process should trandate into better
coordination and teamwork in emergencies.

The planning team should be drawn from various groups that have a role or
gtake in emergency response. The list below is not dl-indusive. The important
thing is for the planning coordinator to ensure that the planning team
membership represents a good cross section of the organizations involved in the
jurisdiction's emergency response effort.

> The Office of the Chief Executive.

> Law enforcement, firefrescue, and emergency medicd services
(including dispatchers/911 at the loca leve), public hedth and safety,
etc.

> Exiging planning agencies (eg., community development, economic
development, city planning commissons/municipa planners).
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> Hazard mitigation planner/coordinator.

> Locad Emergency Planning Committees (LEPC), for hazardous
materids (HAZMAT) informetion.

> Public works agencies and utility companies.

> Sociad service agencies and volunteer organizations (e.g., American Red
Cross (ARC), Salvation Army, €tc.).

> Area hospitals, emergency medica service agencies, medical examiner,
coroner, mortician, and other appropriate members of the medica
community.

> Educationa adminigtrators.

> Public Information Officer (P1O).

> Loca media

> Indudtria and military ingalationsin the area

> State aviation authority and/or others connected with provison of air
support.

> Port authorities, U.S. Coast Guard station.

> The juridiction's Chief Financid Officer, auditor, and heads of any
centralized procurement and resource support agencies.

> Juridiction's legd counsd.
> Labor and professond organizations.

> Organizations in the anima care and control community, including
Veterinary services.

> Amateur radio/CB goups, such as Radio Amateur Civil Emergency
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Don't Forget
the Chief
Executive
Official
(“CEQ")

Steps

Sarvice (RACES), Radio Emergency Associated Communications
Teams (REACT), etc.

> Emergency managers and agency representatives from neighboring
jurisdictions, to coordinate mutua aid needs.
> State and/or Federal representatives, as appropriate.

Potentid planning team members have many day-to-day concerns. For the
team to come together, potentiad members must be convinced that emergency
planning has a higher priority--and the person to convince them is the
jurisdiction's chief executive. The emergency manager has to enlist the chief
executive's support for and involvement in the planning effort. To do so, the
emergency manager must show the chief executive what is a dake in
emergency planning: share the hazard analysis for the jurisdiction, describe what
govenment and especidly the chief executive will have to do, color
presentations with imeges from disasters like those that could befal the
jurisdiction, discuss readiness assessments and exercise critiques, and remind
the chief executive tha planning ultimatdy facilitates his or her job in an
emergency. Any backing available from the chief executive's office will help the
emergency manager to obtain the respectful cooperation of other agency heads.

Resear ch

Review Law,
Plans,

Mutual Aid
Agreements,
and Guidance

Following are the basics for development and continua refinement of an EOP.
They may be adapted to the needs of ajurisdiction.

The first step is research. This congsts of reviewing the jurisdiction's planning
framework, andyzing the hazards faced by the juridiction, determining the
resource base, and noting characteristics of the jurisdiction that could affect
emergency operations.

Review locd and/or State laws, rules, regulations, executive orders, etc., that
may be conddered enabling legidation. Review Federd regulatory
requirements. Review guidance, existing plans for the jurisdiction, and the plans
of neighboring jurisdictions. Review agreements with neighboring jurisdictions,
military ingtdlations, private sector organizations, etc. Become familiar with the
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plans of higher levels of government that may be called on to provide assstance.

Conduct Hazard andysis is the basis for both mitigation efforts and EOPs.  From an
Hazard/Risk emergency operations planning perspective, hazard andyss helps a planning
Analysis team decide what hazards merit specid attention, what actions must be planned

for, and what resources are likely to be needed.

Comprehensve hazard andysis merits its own document-length discussion.
Chapter 6 offers some consderations for specific hazards, and the Bibliography
lists sources for both generd concepts and hazard-pecific information.
However, for purposes of emergency operations planning, basic considerations
of process, methods, and sources include the following:

> Process and Methods. Hazard andyss requires the planning team to:

Identify hazards, to know what kinds of emergencies have
occurred or could occur in the jurisdiction.

- Begin with a lig of hazards that concern emergency
management in your jurisdiction. Laws, previous plans,
and dected officids can help define the universe of
hazards which the planning team should address in the
dl-hazaed EOP. A lig of "traditiond” emergency
management concerns might include: arplane crash,
avaanche, dam failure, drought, earthquake, epidemic,
flood, HAZMAT release (in transport or from a fixed
fadlity), hurricane, landdide, muddide, power falure
(sustained), radiological release (in trangport or from a
fixed facility), subsdence, terorism, tornado, train
deralment, tsunami, urban conflagration, volcanic
eruption, wildfire, and winter sorm.

Keep in mind that hazard lists pose two problems. Thefirst is the possibility of
exclusion or omission: there is always a potential for new and unexpected
hazards (which is part of why maintaining an all-hazard capability is
important). The second is that such lists involve groupings, which can affect
subsequent analysis. A list may give the impression that hazards are
independent of one another, when in fact they are often related (e.q., an
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earthquake might give rise to dam failure). Lists may group under one
category very different causes or sequences of events that require different types
of response. For example, "flood" might include dam failure, cloudbursts, or
heavy rain upstream. Lists also may group a whole range of consequences
under the category of a single hazard. "Terrorism," for example, could include
use of conventional explosives against people or critical infrastructure;
nuclear detonation; release of lethal chemical, biological, or radiological
material; and more. "Hurricane" might include not only high winds, storm
surge, and battering waves, but even the weakened, post-landfall tropical

page 2-6

storm system that can cause inland flooding. It may be necessary, as the
hazard analysis evolves, to refine the list of hazards.

- For each of these potentid emergencies, determine
whether it has happened or could happen in the
juridiction. Some can be diminated by common sense
(e.g., where mountains do no exig, volcanic eruption is
not likely). For the redt, there are three lines of
investigation: higtory (induding datistica compilations),
expert opinion, and maps--which summarize results of
the firgt two.

Profile hazards and their potential consequences, to have
the information necessary for the next two steps (and to set the
dage for other gpplications of the hazard andyss). The
categories of information and the precison of the daa will
depend on severd factors. One is the kinds of decisions the
anadysis is meant to support. For example, to decide that one
hazard poses more of a threat than another may require only a
quditative esimate (eg., "High" vs "Medium")--but to plan for
health and medica needs the planning team would want to have
an esimate for likdly fatdities and injuries. Another factor isthe
avalability of information and time. It may be necessary to take
along view of hazard andyss, and have each verson build on
the preceding one as part of a"research agenda’ for emergency
management.

- Deveop information on each of the hazards identified
for the community. Of paticular interest are the
hazard's frequency of occurrence (both historical and
predicted or probable, as available), magnitude and
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intensity, location (if the hazard is associated with a
fecility or landscape feature) and spatial extent (either
around the known location of the hazard or as an
edtimate for nonlocdized hazards like tornado),
duration, seasonal pattern (based on month by
month historica occurrence), speed of onset, and
availability of warning.

Develop information on the potentia consequences of
the hazard. This depends on identifying a vulnerable
zone (if the hazard is locdlized) or reaing the estimated
gpatiad extent of the hazard to the jurisdiction (by a
ample ratio of the hazard's extent to the jurisdiction’'s
area, to get gross estimates of lives and property at risk,
or by "overlaying" the etimated spatid extent of the
hazard on a portion of the jurisdiction and determining
what would be affected). Severd kinds of
consequences can be investigated; response planning
would be concerned with effects on people (totd
affected, likely deeths and injuries), criticd facilities and
community functions, property, and Stes of potentid
secondary hazards (eg., dams, chemica processng
plants). The planning team can use both higorica
information and modding to arive a edimates for
planing. In modding, the generd process is to
consder what is exposed to a given intendty of the
hazard, how susceptible it is to a type of damage or
consequence (e.g., death, for people; destruction, for
property; days of service loss or repair time for critica
fecilities), and some measure of loss (eg., dollars, for
property). Over time, collection of this information can
be made easer by sectoring the jurisdiction (optimaly,
in sectors that will aso be used for damage assessment)
and developing a profile of each sector: eg., rough
number of gructures fdling into different classes of
condruction, number of different kinds of critica
facilities, rough number of peoplein different age groups
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or having specid needs, €tc.

Compare and prioritize risks to determine which hazards
merit goecid atention in planning (and other emergency
management  efforts).  The planning team must consder
frequency of the hazard and the likely or potentia severity of its
consequences, to develop a single indicator of the threet: This
dlows comparison and sdting of priorities. While a
mathematical approach is possble, it is easer to manipulate
quditative ratings (eg., "High', "Medium", "Low") or index
numbers (e.g., reducing quantitative informationtoalto 3, 1 to
5, or 1 to 10 scale, based on defined thresholds) for different
categories of information used in the ranking scheme. Some
gpproaches involve condderation only of frequency and
consequences, and treat the two categories as equdly
important. In other gpproaches, potential consequences receive
more weight than frequency.

Create and apply scenarios, to brainstorm needed hazard-
gpecific planing provisons and esimate hazard-specific
resource requirements. While it is important to have a sense of
megnitudes involved (whether the single indicator used to rank
hazards, or estimated numbers of people affected), these are
gatic. Planning is concerned with actions that take place in
time. For the top-ranked hazards, or hazards that rate above a
certain threshold, the planning team should consider scenarios.
Using information from the profile, the planning team should
think about how the hazard occurrence would develop in the
juridiction. Starting with a given intendty of the hazard, the
team can imagine the hazard's development from initid warning
(if available) to its impact on a specific part of the jurisdiction
(as identified through andyss) and its generation of specific
consequences (e.g., collapsed buildings; loss of critica services
and infragtructure; degth, injury, or displacement). Through this
initid braingorming--which can be refined in forma tabletop
exercises--the team will decide what actions and resources will
become necessary. It will aso become conscious of the
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planning assumptions to be used in functiond annexes and
hazard- specific gppendices to the EOP (discussed in the
following chapters of this Guide).

Sources.  Sources of maps for hazards would include
compilations of hazard information made by FEMA and State
emergency management agencies, the U.S. Geologicd Survey
(USGS) and State geologica surveys, and the Nationd
Weather Service (NWS) and its loca offices. For more
locdlized hazards, maps from the Federd Insurance
Adminigration (FIA), maps of 10- and 50-mile Emergency
Panning Zones (EPZ) around nuclear power plants, and any
maps of HAZMAT dtes prepared by the LEPC would be
ussful. For historicd investigation, many potential sources exist.
Consult Federal or State hazard analyses, as appropriate, to
see if the higtoricad occurrence of the hazard is tabulated by
jurisdiction. Also interview representatives from organizations
on the planning team about their experience. Check local ARC
disaster records. Check police, fire, and other responder
records. Research area newspapers at the library. Check with
utilities and businesses/facilities that have operated in the area
for some time. Involve the loca or State historical society, and
perhaps area universties (eg., depatments of history,
sociology, geography, engineering). Professond or business
asociations (e.g., of insurers, engineers and builders, etc.) may
have ussful informetion. Long-time community resdents can
even contribute. For expert opinion on hazard potentid, the
sources are gmilar.  Federd, State, and local agencies,
academic, industria, and public interest group researchers (or
private consultants specidizing in hazard andyss); and
professona associations concerned with the hazards on your
lig should be ade to help, ether through interviews or
publications.  Sources for information on the community and
possible consequences to it vary. ldedly, work dready will
have been done regarding potentia consequences of certain
fadlity-based hazards--and it is a maiter of checking with the
facility and the agency (locd, State, Regiond, or Federd) that
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regulates that kind of facility. For demographics, Census data
ae avalable, as ae off-the-shelf computer products that
organize such data by ZIP code. The planning team aso should
make extensve use of the information about the jurisdiction that
is condantly developed within the juridiction. The loca
planning and zoning commisson or department, for example,
probably has extensve data on demographics, on land use, on
numbers and types and--with the tax assessor and/or locdl
realtors association--vaue of buildings, and on

the dructurd integrity of buildings (or at least on the code to
which they were to be built, and what that code was and was
not designed to do regarding hazard effects). The loca public
works (or civil engineering) department and utilities are the
obvious sources for information on potentid damage to and
redoration time for the critica infrastructure threatened by
hazard effectss.  The Chamber of Commerce may offer a
perspective on damage to business and generd economic loss.
Other sources of information mentioned previoudy--emergency
sarvice logs and reports, universities, professond associations,
etc.-- aso apply.

Use of Standard Loss Estimation Methodologies and Gl S-Based M ethodology
Software HAZUS for Conducting Hazard/Risk Analysis: FEMA and the States
have committed to the development of an all-hazard risk assessment capability
as a Mitigation objective under the PPA. Therefore, in the near future, the
process of analyzing and defining the risk associated with a given natural
hazard and making a scientifically and technically valid assessment of the
impact on a given area or region, will be feasible by using standard, nationally
applicable loss estimation methodologies and a methodology software
program called HAZUS developed by FEMA. Sate and local emergency
managers will find these methodologies and HAZUS to be valuable toolsto aid
them in all phases of emergency management--preparedness, response,
recovery, and mitigation.

As early as January 1997, FEMA's standard Earthquake Loss Estimation
Methodology and HAZUS will be available to Sates. This GlS-based software
program can be used to generate an estimate of the consequences of a
“ scenario earthquake” --that is, an earthquake with a specified magnitude and
location--and provide a “ loss estimate” that describes the scale and extent of
the damage and disruption that may result. To achieve an all-hazard risk
assessment capability, FEMA is currently developing loss estimation
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Determine the
Resource Base

Note Special
Facets of the
Planning

Environment

Development

methodologies for other hazards, such as flood, wind, and hurricane, that will
expand the capability of HAZUS. These are expected to be available in the next
two or three vyears. In return, States are encouraged under the
PPA/Cooperative Agreement process to collect digital building inventory and
hazard data from State, local, and private sources and to incorporate that data
into HAZU S with the objective of refining the results of loss estimates and other
analyses conducted using HAZUS.

Therefore, local jurisdictions may wish to consult with FEMA or their State
Emergency Management Agency when they begin to develop an EOP to
determine whether their State has obtained and implemented HAZUS and, if so,
how it can be used to help them identify potential hazards and characterize
risk associated with the occurrence of those hazards.

Agency heads and other potentiad members of the planning team should know
what kinds of resources they can bring to emergency response and recovery.
The problem isto quantify and list them, and compare the resources available to
the resources needed for an effective emergency response.  Shortfals may
require negotiating agreements with private suppliers or other jurisdictions.
Determination of the resource base also should include a consderation of what
facilities are vita to emergency operations and how they might be affected by
hazards. Problems that cannot be mitigated should be taken into account in the
EOP, not assumed away.

The planning team should note geographic and topographic features that may
affect operations--for example, dependence on a single main trangportation
artery in and out of the jurisdiction. Planners dso should identify specid needs
groups (non-English speskers, the aged, the disabled) and where they are
concentrated (especidly inditutions such as nursng homes). Findly, the
planning team should be dert to demographic and other trends in the jurisdiction
that affect assumptions.

Research leads to a written EOP through steps smilar to these:
> Develop arough draft of the basic plan, functiond annexes, and hazard-
specific appendices to serve as a point of departure for the planning

team.

> Develop agendas and invitation ligs for first cycle of planning mestings,
perhaps ddiver invitations in person and conduct preiminary interviews
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Validation

Plan Review

with key officids
Brief the “CEQ” and perhapsinvite him or her as a keynote speaker.

Conduct a presentation meeting, establish committees for parts of the
EOP, appoint committee chairs, and schedule a follow-up mesting.

Work with committees on successive drafts.
Prepare necessary graphics (e.g., maps, organizational charts).

Produce a find draft and circulate the draft to the planning team for
review and comment.

Hold a meeting to incorporate fina changes, discuss an implementation
drategy and necessary didtribution, and obtain (informa) commitments
to provide information that could necessitete revison.

Obtain concurrence from organizations with identified respongibilities for
implementing the EOP.

Present the EOP to locd eected officids and obtan officid
promulgation of the EOP (advise the local mediain advance).

Print and digtribute the EOP, with a copy (or press release) to loca
media Maintain a record of the organizations and persons tha
received a copy (or copies) of the plan.

The written EOP should be checked for its conformity to gpplicable regulatory
requirements and the standards of Federal or State agencies (as appropriate)--
and for its usefulness in practice.  Further, conduct of a "table top" exercise
involving the key representatives of each tasked organization may serve as a
practica and useful meansto help vdidate the plan.

Consult the next level of government about its EOP review cycle. Plan reviews
dlow responsible agencies to suggest improvements in an EOP based on their
accumulated experience.  States may review loca EOPs, FEMA Regiond
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Plan Testing

Maintenance

Remedial
Action
Process

Revision
Process

Implementing
Documents

offices may assst States in the review of EOPs, upon request. Hazard-specific
Federal programs (such as the REP program) require periodic review of certain
sections of the dl-hazard EOP, and may require review of associated SOPs.

To evduate new or revised EOP, use functiona and full scae emergency
management exercises. Exercises offer the best way, short of emergencies, to
determineif an EOPisunderstood and "works."

The EOP is a living document. Problems emerge, Stuations change, gaps
become apparent, Federd requirements are dtered--and the EOP must be
adapted to remain ussful and up-to-date.

A remedid action process can hep a planning team identify, illuminate, and
correct problems with the jurisdiction’'s EOP. A remedid action process
captures information from exercises, post-disaster critiques, self-assessments,
audits, adminidrative reviews, and the like, which may indicate that deficiencies
exig. It then brings members of the planning team together to discuss the
problem, and to consder and assign responsbility for remedies. Remedid
actions may involve revisng planning assumptions and operationa concepts,
changing organiztiond tasks, or modifying organizationd implementing
ingructions (SOPs). They aso may involve refresher training on performance of
tasks assgned by the EOP to an organization’s personnel. The final component
of a remedid action process is a means to track and follow up the assigned
actions.

Establish a process for review and revison of the EOP. Review should be a
recurring activity, accomplished on at least an annua basis. As appropriate,
ggnificant issues and problems identified through a remedia action process
and/or the annua review should provide the information needed to alow the
planning team to make the necessary revison(s) to the plan.

Ensure that each tasked organization or individua develops the SOPs necessary
to facilitate the accomplishment of assigned tasks. The EOP does not anticipate
every detall of the tasks it describes--but the detals are important to its
implementation.
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Chapter 3

Emergency Operations Plan Format

I ntroduction

A planning team's chief concern will be to include dl essentid information and
indructions in the EOP. Poor organization of that information can limit the
EOP's effectiveness.

FEMA does not mandate a particular format for EOPs. In the find analyss, an
EOPsformat is"good" if the EOP's users understand it, are comfortable with it,
and can use it to extract the information they need. When that test is not met--in
training, exercises, actud response, plan review and coordination meetings, and
the like--some change of format may be necessary.

In desgning a format for an dl-hazard EOP and in reviewing the draft, the
planning team should consder the following:

>

>

Organization. Do the EOP subdivisons hdp users find what they
need, or must users sft through information that is irrdevant? Can
sngle subdivisons be revised without forcing a substantia rewrite of the
entire EOP?

Progression. In any one section of the EOP, does each dement seem
to follow from the previous one, or are some items grikingly out of
place? Can the reader grasp the rationae for the sequence and scan for
the information he or she needs?

Consistency. Does each section of the EOP use the same logicd
progression of dements, or must the reader reorient himsdf or hersdf in
each section?

Adaptability. Is information in the EOP organized so that the EOP
may be used in unanticipated situations?

Compatibility. Does the EOP format promote or hinder coordination
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with other jurisdictions, including State and/or Federd Government?
Are problems in this area more easily solved by

reformetting the EOP or by making a chat of the coordination
relationships (i.e,, a"crosswak™)?

This chapter outlines a format based on FEMA's experience with these
concerns. Again, the format is not mandated.

A Functional Approach to the Overall Structure of the EOP

Concept

Components

The Basic Plan

While the causes of emergencies vary gredtly, the potentid effects of
emergencies do not. This means that jurisdictions can plan to ded with effects
common to severd hazards, rather than devel op separate plans for each hazard.

For example, earthquakes, floods, and hurricanes al can force people from
their homes. The jurisdiction can develop a plan and an organization around the
task, or function, of finding shelter and food for the digplaced--with minor
adjusments for the probable rapidity, duration, location, and intengty of
different hazards if desired. It can do the same for other common tasks (see
Chapters 5 and 6 for a discusson of selected functions and of hazard- specific
adjusments that can be made). In fact, a critical aspect of planning for the
response to emergency Stuations is to identify dl of these common tasks, or
functions, that must be performed, assign responsibility for accomplishing each
function, and ensure that tasked organizations have prepared SOPs that detall
how they will carry out critical tasks associated with the larger function.

However, the plans for performing each function should not be created in
isolation.  Since the jurisdiction's god is a coordinated response, task-based
plans should fallow from a Basic Plan that outlines the jurisdiction's overdl
emergency organization and its policies (see Chapter 4).

EOPs deveoped usng the functional approach condst of a Basc Pan,
functiond annexes, and hazard-specific appendices. These are supplemented by
the SOPs and checklists necessary for implementation of the EOP.

The Basc Plan is an overview of the jurisdiction's emergency response
organization and policies. It cites the lega authority for emergency operations,
summarizes the Stuations addressed by the EOP, explains the general concept
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Functional
Annexes

Hazard-
Soecific
Appendices

SOPs and
Checklists

Options

of operations, and assgns responshilities for emergency planning and
operations.

Functiona annexes are plans organized around the performance of a broad
task. Each annex focuses on one of the critica emergency functions that the
jurisdiction will perform in response to an emergency. The number and type of
functiona annexes included in the EOP may vary from one jurisdiction to
another, depending on needs, cgpahiilities, and organization. Since functiond
annexes are oriented toward operations, their primary audience conssts of
those who perform the tasks. They do not repest genera information contained
inthe Basic Plan.

Hazard-specific appendices provide additiona detailed information gpplicable
to the performance of a particular function in the face of a particular hazard.
They are prepared when hazard characteristics and regulatory requirements
warrant and are attached to the relevant functiona annex(es).

SOPs and checklists provide the detailed instructions thet an organizetion or an
individua needs to fulfill respongbilities and perform tasks assigned in the EOP.
They may be attached to the EOP or referenced as deemed appropriate.

Cregting a different plan for each hazard is an option, but not one that FEMA
recommends. The functiona approach:

> Avoids duplication of the planning effort for every hazard and for every
task, by dividing the EOP into four levels of specificity (Basic Plan,
functiona annexes, hazard- specific appendices, and SOPs).

> Saves in dl hazard Stuations, even unanticipated ones, by organizing
the EOP around performance of "generic’ functions.

> Permits emphasis on hazards that pose the greatest risk to a
jurisdiction, through the use of hazard-specific appendices.

A Task-Based Approach to Each Section of the EOP

Concept

A sandard format for the Basic Plan, functiond annexes, and hazard-specific
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Components

Options

gppendices will make the EOP easier to use. The parts of an EOP can be
structured around the problem to be solved, the objective to be attained, or the
task to be performed. The following format is based on an easily understood,
common-sense gpproach:  definition of

objective, characterization of the Situation, generd plan of action, delegation of
responghbilities, and information on resources and adminidirative support
necessary for accomplishing the tasks.

FEMA recommends a format condding of: Purpose, Stuaion and
Assumptions, Concept of Operations, Assgnment of Responghilities,
Adminigration and Logigtics, Plan Development and Maintenance, and
Authorities and References. Chapter 4 describes these components in
more detail.

This is a common, proven plan format that is easily understood. Possble
modificationsinclude:
> Liding al agencies involved in an annex immediately after the purpose

gtatement, to permit even fagter scanning of who does what.

> Setting forth "policies’ in a section separate from those on Situation and
assumptions or concept of operations.

Conggtent gpplication of this or a Smilar format throughout the EOP will help
the reader scan the document quickly for necessary informetion.
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Chapter 4

Basic Plan Content

I ntroduction

The Basic Plan, as defined in Chepter 3, provides an overview of the
jurisdiction's gpproach to emergency operations. It details emergency response
policies, describes the response organization, and assigns tasks. Although the
Basic Plan guides development of the more operationaly oriented functiona
annexes, its primary intended audience consigts of the jurisdiction's chief
executive, his or her aff, and agency heads. The Basc Plan dements ligedin
this chapter--not necessarily in the order presented or under the headings given
here--should meet the needs of this audience while providing a solid foundation
for development of functiond annexes.

Elements of the Basic Plan

Introductory
M aterial

Promulgation
Document

Sgnature
Page

The EOP should be prefaced by certain items that enhance accountability and
ease of use. Among these are the promulgation document, the signature page,
the dated title page and the record of changes, the record of distribution, and
the table of contents.

The promulgation document enters the EOP "in force”; it gives the EOP officid
datus and provides both authority and responshbility for organizations to
perform ther tasks. The promulgation document is usudly aletter sgned by the
jurisdiction's chief executive. In it, the chief executive might declare smply that
the EOP is in force, perhgps citing the legd bass for his or her authority to
make that declaration. However, the promulgation document aso should
mention tasked organizations responsibility to prepare and maintain SOPs and
commit them to the training, exercises, and plan maintenance efforts needed to
support the EOP.  The promulgation document also alows the chief executive
to affirm his or her support for emergency management.

Some jurisdictions may choose to include a Signature page to show that, prior to
seeking the chief executive's signature, al response organizations tasked in the
EOP have coordinated in the plan's development and are committed to its
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Dated Title
Page and
Record of
Changes

Record of
Distribution

Table of
Contents

Purpose

Situation and
Assumptions

effective implementation.

The title page should bear the date of publication; arecord of changes can be a
chart containing a number assigned to any change, a description of the change
and/or the affected part of the EOP, the date of the change, the date of its
actua entry into the EOP, and the signature or initids of the person responsible.

These items should be included so users of the EOP can be certain that
everyone is using the most recent version of the EOP.

Thisis alig of individuas and organizations that receive a copy of the EOP.

The record of digtribution can be used to provide evidence that tasked
individuals and agencies have had the opportunity to read and understand their
responghilities, which is a basic assumption of an EOP. To that end, copies
may be numbered and the record may show both a date of transmitta and a
date on which receipt is confirmed. The record of distribution so servesasa
convenient checkligt for distributing later revisons to the plan. Note that the list
need not be limited to response organizations. Since the public has an interest in
emergency preparedness measures, copies of the EOP (without SOPs, call-
down ligs, and other sengtive information) can be made avalable to public
libraries, as well as to media contacts. Neighboring jurisdictions dso should
receive copies of the EOP. For the sake of convenience, a long record of

digtribution may be treated as a stand-aone annex and placed at the end of the
EOP, or kept separate as an "adminigtrative" document.

A table of contents makes finding information easier. It provides a quick topica
overview of the EOP. The table of conterts should ligt dl sections of the EOP
and be supported with clearly labeled tabs for each section.

The res of the EOP flows logicdly from its purpose. The Basic Plan should
contain a general statement of what the EOP is meant to do. The Statement
should be supported by a brief synopsis of the Basc Plan, the functiond
annexes, and the hazard- specific appendices.

After the broad statement of purpose, the dtuation and assumptions section
narrows the scope of the EOP by outlining what hazards the EOP addresses,
what characterigtics of the jurisdiction may affect response activities (and how),
and what information used in preparing the EOP must be trested as assumption
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Stuation

Assumptions

Concept of
Operations

rather than fact.  Policies dso circumscribe and affect response activities, and
could be trested either as part of the Situation or in a separate section, if
desired.

The dtuaion section characterizes the "planning environment”--and so makes
clear why emergency operaions planning is necessary. The Stuation section
should, a a minimum, draw from the jurisdiction's hazard identification and
andyds. The Situation section may include relative probability and impact of the
hazards, geographic aress likely to be affected by particular hazards, vulnerable
critica facilities (nurang homes, schools, hospitas, etc.), population digtribution,
characteristics and locations of specid populations (indtitutionalized persons, the
elderly and disabled, those who spesk languages other then English, etc.),
critical resource dependencies on other jurisdictions, and more. The leve of
detall is amatter of judgment; some information may be deemed useful to afew
gpecific functional annexes and presented there. In any event, maps should be
included (as tabs) to support the Situation description.

Assumptions are smply that: what, in developing the EOP, has been treated as
true for the EOP's execution. These should be included to show the limitations
of the EOP, dlowing EOP users (and others) to foresee that some
improvisation or modification may become necessary. It is valid to include even
“obvious’ assumptions: that identified hazards will occur (scenarios, if used, can
be outlined), that individuas and organizations are familiar with the EOP and will
execute their assigned responsibilities, that assistance may be needed, and that--
if 0--assgtance will be available.

The audience for the Basic Plan needs to picture the sequence and scope of the
planned emergency response. The concept of operations section explains the
jurisdiction's overdl approach to an emergency Studtion, i.e, what should
happen, when, and at whose direction. Topics should include: division of locd,
State, Federal, and any intermediate interjurisdictiona responghilities; activation
of the EOP, "action levds' and ther implications (if formdized in the
jurisdiction); generd sequence of actions before, during, and after the
emergency Situation; who requests aid and under what conditions (the necessary
forms being contained in tabs); and, for States, who agppoints a State
Coordinating Officer (SCO) and how the SCO and the State response
organization will coordinate and work with Federd response personnd in
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Organization
and Assgnment
of
Respongbilities

Chief
Executive
Official

(“ CEO")

accordance with the FRP (see Chapter 7).  The concept of operations will
touch on direction and control, dert and warning, or continuity of operaions
matters that may be dedt with more fully in annexes.

This section of the Basic Plan establishes the emergency organization that will be
relied on to respond to an emergency Stuation. It includes alisting by position
and organization of what kinds of tasks are to be performed; such a liging
permits a quick grasp of who does what, without some of the procedura details
included in functiond annexes. When two or more organizations perform the
same kind of task, one should be given primary responsibility and the other(s)
should be given a supporting role.  For the sake of clarity, a matrix of
organizations and areas of responshility (including functions) should be included
to show a a glance the primary and supporting roles (see Table 41 for an
example). However, shared generd respongbilities--such as developing SOPs-
-should not be neglected. The liding by organizations might aso include
organizations not under jurisdictiona contral, if they have defined respongibilities
for responding to emergencies that might occur in the jurisdiction.

The fallowing are examples of the types of tasking that should be assgned to
agencies, organization chiefs, and individuas in the Basic Plan (but please note
that specific tasking related to the critical operationd activities each organization
is respongble for accomplishing are detailed in each of the functiond annexesto
the EOP and are addressed in Chapter 5 of this Guide).

> Sets policy for the emergency response organization.

> Assumes responsbility for the overal response and recovery
operations.

> Authorizes the mitigation strategy for recovery.

> |dentifies by title or pogtion the individuas responsble for serving as
IC(s), EOC Manager, Hedth and Medicd Coordinator,
Communications Coordinator, Warning Coordinator, PIO, Evacuation
Coordinator, Mass Care Coordinator, and Resource Manager.
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> Identifies by title or pogtion the individuas assgned to work in the
EOC during emergencies.
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Fire
Department

Police
Department

Health and
Medical
Coordinator

Public Works

Warning
Coordinator

Manages fire department resources and directs fire department operatiors.

Manages law enforcement resources and directs traffic control and law
enforcement operations.

> Coordinates the use of hedth and medica resources and personne
involved in providing medicd assstance to disaster victims.

> Meets with the heads of local public hedth, emergency medicd (EMYS),
hospita, environmenta hedth, menta hedth, and mortuary services, or
their designees, to review and prepare emergency health and medica
plans and ensure ther practicdity and interoperability.  When
appropriate, includes local representatives of professona societies and
associaions in these meetings to gain their members understanding of
and support for hedth and medica plans.

> Meets with representatives of fire and police departments, emergency

management agencies, military departments, State and Federd
agencies, and the ARC to discuss coordination of disaster plans.

> Manages public works resources and directs public works operations
(e.g., water supply/treatment, road maintenance, trash/debris removal).

> Coordinates with private sector utilities (e.g., power and gas) on
shutdown and service restoration.

> Coordinates with private sector utilities and contractors for use of
private sector resources in public works-rel ated operations.
> Determines warning resource requirements.

> Identifies warning system resources in the jurisdiction that are available
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to warn the public.
> Performs a survey to establish warning Sites.

> Identifies areas to be covered by fixed-dte warning systems.

> Develops procedures to warn aress not covered by existing warning
systems.

> Develops specid warning systems for those with hearing and sight
dissbilities.

> Develops means to give expedited warning to custodid indtitutions (e.g.,
nursing homes, schoals, prisons).

> Coordinates warning requirements with the locad Emergency Alert
System (EAS) gations, and other radio/TV dationsin the jurisdiction.

> Develops a chat of various warning systems, gpplicability of each to
various hazards, and procedures for activating each.

> Coordinates planning requirements with the EOC Manager.
EOC Manager (Note: In many juridictions, this function is performed by the emergency
manager.)
> Manages the EOC as a physcd facility (eg., layout and set-up),
oversess its activation, and ensures it is Staffed to support response

organizations needs.

> Oversees the planning and development of procedures to accomplish
the emergency communications function during emergency operations.

> Ensures a sufficient number of personnd ae assgned to the
communications and Information Processing sections in the EOC.

> Oversees the planning and development of the warning function.
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Emergency >
Manager

Reviews and update ligings incdluding phone numbers of emergency
response personne to be notified of emergency Stuations.

Designates one or more facilities to serve as the jurisdiction’s dternate
EOC.

Ensures that communications, warning, and other necessary operations
support equipment is readily available for usein the aternate EOC.

Coordinates with the Communications Coordinator, Warning
Coordinator, PIO, Evacuation Coordinator, Hedth and Medica
Coordinator, Resource Manager, and the Mass Care Coordinator to
ensure necessary planning considerations are included in the EOP.

Coordinates with the local chapter of the ARC, Savation Army, other
public service non-profit organizations, the School Superintendent, etc.,
as appropriate to identify a lead organization, if possible, and personnel
to perform mass care operations jobs.

Coordinates volunteer support efforts to include the activities of
volunteers from outsde the jurisdiction and the assstance offered by
unorganized volunteer and neighborhood groups within the jurisdiction.

Works with the PIO to develop emergency information packets and
emergency indructions for the public.

Coordinates planning requirements with the emergency management
gaff in neighboring jurisdictions that have been identified as potentidly
hazard-free and have agreed to house evacuees in their mass care
fadlities

Coordinates the provison of mass care needs for personne performing

medica duties during catastrophic emergencies.

Assists, as appropriate, the anima care and @ntrol agency daff's
efforts to coordinate the preparedness actions needed to protect and
care for animals during and following catastrophic emergencies.
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> Asssts the Resource Manager as needed to prepare for response
operations:
. Convenes planning meetings for the function in consultation with

(or on the advice of) the Resource Manager.

Dedgnates Emergency Management Agency daff to serve in
key posts, as appropriate. (Whether the Resource Manager
should be an emergency management officid--given the
emergency resources focus--or a Department of Generd
Services person isleft to the discretion of the jurisdiction.)

> Advocates that mitigation concerns be addressed appropriately during

response and recovery operations.
Communications > This individua is responsble for the management of al emergency
Coordinator communications sysems and will st emergency systems operaions
protocol for dl emergency communications operations.  The
coordinator:

Assembles a team of representatives from the government
departments and public service agencies involved in emergency
operations to develop a communication procedure that will be
responsive to the jurisdiction's needs and compatible with the
communication procedures used by emergency response
organizations.

Identifies communications and warning resources in the locd
government available to the EOC.

Identifies and designates private and public service agencies,
personnel, equipment, and facilities that can be used to augment
the jurisdiction's communications capabilities. For example,
developing procedures with RACES or other available loca
communications resources and aranging for emergency
augmentation of communications capabilities.
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Public >

Information

Officer (PIO)
>
>
>
>

Designates personnd to serve on the Communications Section
Team.

Surveys communi cations equipment Sites for power sources and
locations.

Anayzes equipment locations in relaion to potentid hazards
and disaster conditions.

Coordinates emergency communications and  warning
frequencies and procedures with EOCs a higher leves of
government and with neighboring communities

Identifies a repar capability avalable under emergency
conditions and coordinates repair and maintenance activities.

Arranges traning programs for dl communications daff,
induding volunteers and repair personnd.

Advises the Emergency Manager and “CEQO” on matters of emergency
public information (EP).

Egtablishes and maintains aworking relationship with locd media.

Prepares a call-down lig for disseminating EPI to groups that do not
have access to norma media (e.g., schoolchildren).

Prepares emergency information packets for release; distributes
pertinent materids to local media prior to emergencies, and ensures that
information needs of visudly impaired, hearing impaired, and non
English spesking audiences are met.

Coordinates with the anima care and control agency to obtan
information for dissemination to the public on the gppropriate action that
should be taken to protect and care for companion and farm animds,
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and wildlife during disagter Stuations.

Evacuation > Coordinates dl evacuaion planning activities with the Emergency
Coordinator Manager.

> |dentifies high-hazard areas and determines population at risk; prepares
time estimates for evacuation of the people located in the different risk
area zones. Accomplishment of these tasks requires the preparation of
a threat summary, based on the jurisdiction's hazard andyss. The
summary quantifies the specific evacuation needs of the jurisdiction. It
addresses the evacuation planning needs that are gpplicable to the
hazards that threaten the people living in the jurisdiction. Typica thrests
include: hazardous materids accidents involving the facilities that use,
store, manufacture, or dispose of them and the trangport modes (planes,
trains, boats, trucks, pipdines, etc.) used to move them; flooding as a
result of snow mdt or torrentid rains in flood prone and/or low lying
aress subject to flash floods; coastal and inland flooding caused by tidal
surge and rain, and the wind damage associated with hurricanes and
tropical storms; flooding of locations downstream from dams, aress
subject to wildfire; areas subject to mgjor seismic activity; areas within a
10-mile radius of nuclear power plants, populations at risk to war-
related threats including attacks involving nuclear, chemicd, or
biologica wegpons, and other Stuationsinvolving terrorist activities.

> Identifies transportation resources (e.g., public trangit, school buses,
etc.) likely to be avalable for evacuation operations, prepares an
inventory of vehicle resources (public and private buses, public works
trucks, commercia bus companies, trucking companies, truck renta
companies, ral services, marineferry, ar sarvices, ambulance sarvices,
etc.).

> Assds facilities that provide care for specid needs populaions to
develop afacility evacuation plan.

> Deveops information for evacuees use on the availability and location
of mass care facilities away from the threat of further hazard-induced
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problems.

> Assdls, as appropriate, the anima care and control agency daff's
coordination of the preparedness actions that are needed to prepare for
the evacuation of animal's during catastrophic emergencies.

Mass Care > Surveys buildings to select the safest and best possible for use as mass
Coordinator carefadlities.

> Pearesalid thet identifiesthe bulldngsthet have been sdedted for useas messcare
fadliiesand the number of pegplethet canbehoused ineech

> Compares mass care facility locaions with potentid hazards and
disaster conditions.

> Prepares a resource list that identifies the agencies that are responsible
for providing the resources (cots, blankets, beds, food, water, candles,
medica and sanitation supplies, communication gear, backup power
sources, €tc.) required to set up and sustain operations in each mass
carefadlity.

> Makes provisons to ensure the following items are available in sufficient
quantities for use in mass care facilities, when opened (these stocks may
be pre-positioned or ddivered a the time of need):
Food supplies.
Water and sanitary supplies.
Clothing, bedding, and other supplies.
First Aid/medica supplies, as appropriate.
> Prepares necessary agreements to guarantee access to those non

government owned facilities that have been designated for mass care
use during emergencies.
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> Dedgnates a mass cae fadlity manager and identifies daffing
requirements for each mass care facility.

> Makes necessary arrangements to ensure mass care staff members are
trained.

> Prepares a manager's kit for the designated manager in each mass care
fadlity.

> Coordinates with the Emergency Manager and PIO to develop a public
information program to make citizens aware of availability and location
of mass care facilities.

> Develops a mass care operations organization chart.

> Manages mass care activities during emergencies.

> Coordinates mass care activities with the Emergency Manager.

> Asssts, as gppropriate, the animal care and control agency daff's
coordination of the preparedness actions that should be accomplished in

order to feed, shelter, and provide medica treatment for animals during
and after catastrophic emergencies.

Resource > Manages and directs resource support activities during large-scde
Manager emergencies and disasters.

> Chairs planning meetings for the function.
> Ensures that resource listings and/or the resource database is current.

> Ensures that necessary agreements and gppropriate public information
materias (e.g., regarding donations) are in place.

> Coordinates resource planning activities with the Emergency Manager.
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Education > Develops and periodically exercises a student evacuation plan.
Department/

Superintenden > Coordinates with the Evacuation Coordinator to work out arrangements
t of Education to use school buses to trangport school children and other evacuees.

> Coordinates with the Mass Cae Coordinator to work out
arrangements to use schools and/or their food stocks for mass care.

> Coordinates with the Mass Care Coordinator for the transport of
school children to mass care facilities.

Animal Care > (Note:  In some jurisdictions the respongbilities assgned to this

and Control organization may be performed by the State, nonprofit, or volunteer

Agency organizations.  For example, the State might assgn the State
Veterinarian or someone from the Department of Agriculture to assume
respongbility for this activity, whereas a locd jurisdiction might assgn
respongbility to a governmenta anima control department or contract
with a non-profit or volunteer organization, such as the Humane Society
or Society for the Prevention of Cruelty to Animas (SPCA).)

> Coordinates the services and assistance provided to the animal victims.
Activities may include the protection, care, and disposal (if appropriate)
of animd victimsimpacted by disagters.

> Coordinates preparedness activities with the appropriate public and
private sector organizationd representatives.  These activities include
planning that addresses provisons for protection of companion and
fam animds, wildlife, animds in zoos and aguarium parks, anima
shdlters, animd research fadilities, universty medica and anima science
centers, pet dores, etc. Note that extensve coordination with
State/local agencies such as fish and game departments, farm buresus,
wildlife, natura resources, and agriculture departments, game wardens,
the jurisdiction's Emergency Management Agency saff; the individuas
tasked in the EOP to serve as the Evacuation and Mass Care
Coordinators, PIO, Hedth and Medica Coordinator, Resource
Manager, etc. and other non-government organizationa representatives
from the ARC, Humane Society, American Veerinay Medicd
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Asociation, State veterinarians associdions, veterinary  technician
associgtions, live stock and horse associations, kennel clubs, and other
animd protection volunteer groups will be necessary to ensure the
needs of animals are met during disagter Stuations.

> Forms emergency response teams (evacuation, shelter, medica
treatment, search and rescue, etc.) that includes trained professionals
and volunteers to accomplish necessary actions during
response operations.  Team members may include animd care and
control staff, Humane Society staff, veterinarians, veterinary technicians,
livestock ingpectors, game wardens, farmers, kennel owners, volunteers
from animal protection organizations, ec.

All Tasked ("All tasked organizations' includes those identified above, and dl other
Organizations government or private sector organizations that have been assigned tasking in
the EOP to perform response functions.)

> Maintain current internal personnd notification rosters and SOPs to
perform assigned tasks.

> Negotiate, coordinate, and prepare mutual aid agreements, as
appropriate.

> Andyze need and determine specific communications resource
requirements.

> Work with EOC communications coordinator to ensure equipment and
procedures are competible.

> |dentify potential sources of additiona equipment and supplies.
> Provide for continuity of operations by taking action to:
Ensure that lines of succession for key management positions

are established to ensure continuous leadership and authority for
emergency actions and decisonsin emergency conditions.
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Protect records, facilities, and organizationa equipment deemed
essentid for sustaining government functions and conducting
emergency operations.

Ensure, if practicd, that dternate operating locations are
available should the primary location suffer damage, become
inaccessible, or require evacuation.  Alternate operaing
locations provide a means to continue organizationd functions
during emergency conditions.

Protect emergency response staff. Thisincludes actions to:

- Obtain, as appropriate, al necessary protective
respiratory devices and clothing, detection and
decontamination equipment, and antidotes for personne
assigned to perform tasks during response operations.

- Ensure assgned personnd are trained on the use of
protective gear, detection and decontamination devices,
and antidotes.

- Provide security at facilities.

- Rotate staff or schedule time off to prevent burnout.

- Make stress counsdling available.

Ensure the functioning of communications and other essentid
equipment. Thisincludes actionsto:

- Test, maintain, and repair communications and warning
equipment.

- Stockpile supplies and repair equipment.

Adminidration This section covers genera support requirements and the availability of services
and Logigtics and support for dl types of emergencies, as well as generd policies for
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Plan
Development
and
Maintenance

Authorities
and
References

managing resources. Mutua aid agreements should be referenced; authorities
for and policy on augmenting staff by reassgnment of public employees and
soliciting volunteers, dong with reevant liability provisons, should be
addressed.  The section should provide the jurisdiction's generd policies on
keeping financiad records, reporting, tracking resource needs, tracking the
source and use of resources, acquiring ownership of resources, and
compensating the owners of private property used by the jurisdiction.

The ovedl agpproach to planning, including the assgnment of planning
responsbilities, should be discussed in the Basic Plan. Statements should focus
on the planning process, participantsin that process, and how development and
revison of different "levels' of the EOP (Basc Plan, annexes, appendices, and
SOPs) are to be coordinated. This coordination task should be assigned to the
appropriate person. Provison should adso be made for a regular cycle of
testing, reviewing, and updating the EOP.

The Basic Plan should indicate the legd basis for emergency operations and
activities. Laws, autes, ordinances, executive orders, regulations, and forma
agreements relevant to emergencies should be liged. The legd basis should
include predelegation of emergency authorities, i.e., enabling measures sufficient
to ensure that specific emergency-related authorities can be exercised by the
elected or appointed leadership or their designated successors. It is important
to specify the extent and limits of the emergency authorities granted to the
“CEQ,” the circumstances under which these authorities become effective, and
when they would be terminated.

Citing reference materids--including related plans of other levels of government-
-can be vauable for indicating what has influenced the writing of the EOP.
References dso help reduce the size of an EOP by directing the user to the full
text of procedures, data andyses, and other pertinent information.
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Chapter 5

Functional Annex Content

Content

Annexes are the parts of the EOP that begin to provide specific information and
direction. Annexes should focus on operations: what the functionisand whois
respongble for carrying it out. While the Basic Plan provides informetion
relevant to the EOP as a whole, annexes should emphasize responshilities,
tasks, and operationd actions that pertain to the function being covered.
Annexes should cover, in generd terms, the activities to be performed by
anyone with a responghility under the function. An annex should identify
actions that not only ensure effective response but dso ad in preparing for
emergencies and disasters.

Annexes should clearly define and describe the policies, processes, roles, and
respongbilities inherent in the various functions before, during, and after any
emergency period. To ensure adequate planning for al agppropriate
contingencies, it may be necessary to spend time projecting the consequences
of various emergencies