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I.	   INTRODUCTION.	  
	  
A.	   INTRODUCTION.	  
	  
1.	   This	  CEMP	  describes	  the	  basic	  strategies,	  assumptions	  and	  mechanisms	  through	  which	  the	  Town	  of	  Palm	  

Beach	   will	   mobilize	   resources	   and	   conduct	   activities	   to	   guide,	   coordinate,	   and	   support	   local	   emergency	  
management	  efforts.	  	  

	  
2.	   Each	  Department	  and	  non–governmental	  organization	  with	  a	  role	  or	  responsibility	   in	  the	   implementation	  

of	  the	  CEMP	  must	  become	  familiar	  with	  this	  Plan	  to	  insure	  efficient	  and	  effective	  execution	  of	  emergency	  
responsibilities.	   Each	   Department	   and	   participating	   agency	   must	   develop	   and	   maintain	   Departmental	  
emergency	  plans	  and/or	  standard	  operating	  plans.	  By	  being	  prepared,	  the	  Town	  of	  Palm	  Beach	  can	  better	  
serve	  it’s	  citizens.	  

	  
3.	   This	  is	  a	  strategic	  document	  that	  will	  continue	  to	  be	  evaluated,	  updated,	  and	  refined	  to	  meet	  our	  changing	  

needs.	   Town	   Departments	   have	   contributed	   to	   this	   plan.	   The	   Office	   of	   Emergency	   Management	   will	  
continue	  to	  coordinate	  input	  and	  updates	  to	  this	  plan	  and	  to	  work	  with	  Departments	  and	  Agencies	  in	  the	  
continuing	  emergency	  planning	  process.	  

	  
B.	   PURPOSE,	  SCOPE,	  ASSUMPTIONS.	  	  
	  
1.	   Purpose.	  
	  

To	  provide:	  
	  
a.	   Guidance	   in	  all	  phases	  of	  emergency	  management:	  mitigating/preventing,	  preparing	   for,	   responding	  

to	  and	  recovering	  from	  emergencies	  that	  threaten	  life	  or	  property	  within	  the	  Town.	  
	  
b.	   An	  organizational	  framework	  that	  will	  guide	  response	  and	  recovery	  actions.	  
	  
c.	   A	  mechanism	  for	  interagency	  and	  community–wide	  cooperation	  and	  coordination.	  

	  
2.	   Scope.	  	  
	  

a.	   This	  CEMP:	  	  
	  

(1)	   Establishes	   fundamental	   policies,	   program	   strategies,	   and	   assumptions	   for	   the	   Town’s	  

Comprehensive	  Emergency	  Management	  Plan	  CEMP	  
	  

Basic	  Plan	  
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comprehensive	  emergency	  management	  program.	  	  
	  
(2)	   Establishes	  a	  method	  of	  operations	   that	  spans	   the	  direction	  and	  control	  of	  an	  emergency	   from	  

initial	  monitoring	  through	  post-‐disaster	  response,	  recovery,	  and	  mitigation.	  	  
	  
(3)	   Defines	   the	  mechanisms	   to	   facilitate	   delivery	   of	   immediate	   assistance,	   including	   direction	   and	  

control	  of	  intraState,	  interState	  and	  Federal	  response	  and	  recovery	  assistance.	  	  
	  
(4)	   Assigns	   specific	   functions	   to	   appropriate	   Town	   Departments,	   as	   well	   as	   outlines	   methods	   to	  

coordinate	  with	  the	  private	  sector	  and	  voluntary	  organizations.	  	  
	  
(5)	   Addresses	  the	  various	  types	  of	  emergencies	  that	  are	   likely	  to	  occur;	   from	  local	  emergencies,	   to	  

minor,	  major,	  or	  catastrophic	  disasters.	  	  
	  
(6)	   Establishes	   operational	   goals	   and	   objectives	   for	   the	   preparedness,	   response,	   recovery,	   and	  

mitigation	  phases	  of	  the	  Town’s	  emergency	  management	  process.	  	  
	  
3.	   Assumptions.	  
	  

a.	   This	   plan	   is	   based	   upon	   the	   concepts	   that	   emergency	   functions	   for	   various	   groups	   involved	   in	  
emergency	   management	   will	   generally	   parallel	   their	   normal	   day-‐to-‐day	   functions.	   To	   the	   extent	  
possible,	   the	   same	  personnel	   and	  material	   resources	  will	   be	   employed	   in	  both	   cases.	   It	   is	   generally	  
true,	  however,	  that	  a	  disaster	  is	  a	  situation	  in	  which	  the	  usual	  way	  of	  doing	  things	  no	  longer	  suffices.	  It	  
is	  desirable,	  and	  always	  attempted,	  to	  maintain	  organizational	  continuity	  and	  to	  assign	  familiar	  tasks	  
to	  personnel.	  Day-‐to-‐day	  functions	  that	  do	  not	  contribute	  directly	  to	  the	  emergency	  operation	  may	  be	  
suspended	   for	   the	   duration	   of	   any	   emergency.	   Efforts	   that	   would	   normally	   be	   required	   of	   those	  
functions	  will	  be	  redirected	  to	  accomplish	  the	  emergency	  task	  by	  the	  agency	  concerned.	  	  

	  
b.	   Incidents	   will	   be	   operated	   under	   the	   Incident	   or	   Unified	   Command	   System	   in	   accordance	  with	   the	  

National	   Incident	   Management	   System	   or	   NIMS.	   In	   keeping	   with	   the	   nationwide	   strategy	   of	   the	  
Integrated	  Emergency	  Management	  System	  (IEMS),	  this	  plan	  is	  concerned	  with	  all	  types	  of	  emergency	  
situations	   that	   may	   develop.	   It	   also	   accounts	   for	   activities	   before,	   during,	   and	   after	   emergency	  
operations.	  	  

	  
C.	   OBJECTIVES.	  
	  
The	  objectives	  of	  the	  Town	  of	  Palm	  Beach	  CEMP	  are	  to	  protect	  public	  health	  and	  safety	  and	  prevent	  loss	  of	  life,	  
to	  preserve	  property	  and	  the	  environment,	  to	  assure	  continuity	  of	  government	  and	  government	  operations,	  to	  
restore	  the	  community	  to	  normal,	  to	  mitigate/prevent	  the	  causes	  of	  damage,	  and	  prepare	  the	  Town	  in	  advance	  
of	  an	  emergency.	  Specifically,	  the	  Town	  strives	  to:	  
	  
1.	   Protect	   Public	   Health	   and	   Safety	   and	   Prevent	   Loss	   of	   Life:	   includes	   efforts	   to	   save	   human	   life,	   treat	   the	  

injured,	  warn	  the	  public	  to	  avoid	  further	  casualties,	  evacuate	  people	  from	  impacted	  area,	  direct	  people	  to	  
shelter	  and	  mass	  care,	  coordinate	  mass	  prophylaxis	  (prevention)	  if	  warranted,	  monitor	  and	  regulate	  safety	  
of	  food	  and	  water.	  
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2.	   Preserve	   Property	   and	   the	   Environment:	   includes	   measures	   to	   save	   property	   from	   destruction,	   prevent	  
further	  loss,	  provide	  security	  for	  property,	  especially	  in	  evacuated	  areas,	  and,	  prevent	  contamination	  to	  the	  
environment.	  

	  
3.	   Assure	  Continuity	  of	  Government	  and	  Government	  Operations:	  provides	  for	  lines	  of	  succession	  for	  elected	  

and	   appointed	   officials,	   and,	   assures	   that	   critical	   functions	   of	   government	   can	   be	   reconstituted	   and	  
conducted	  with	  minimal	  interruption.	  

	  
4.	   Restore	  the	  Community	  to	  Pre-‐incident	  Conditions:	  restore	  essential	  infrastructure,	  the	  social	  fabric,	  as	  well	  

as	  the	  economic	  basis	  of	  the	  community.	  
	  
5.	   Mitigate/Prevent	  the	  Causes	  of	  Damage:	  implement	  mitigation	  measures	  to	  prevent	  damage	  from	  a	  similar	  

emergency	  that	  may	  occur	  in	  the	  future.	  
	  
6.	   Prepare	  the	  Town	  in	  Advance	  of	  an	  Emergency:	  includes	  developing	  action	  plans	  on	  how	  to	  respond	  to	  and	  

recover	  from	  emergencies,	  training	  staff	  on	  how	  to	  perform	  the	  duties	  and	  responsibilities,	  exercising	  the	  
plans	  and	  modifying	  the	  plans	  based	  on	  the	  experiences.	  

	  
D.	   METHODOLOGY.	  
	  
1.	   This	  plan	  was	  developed	  by	  a	  planning	  process	  coordinated	  by	  the	  Office	  of	  Emergency	  Management.	  
	  
2.	   This	  plan	  is	  promulgated	  by	  administrative	  procedure	  pursuant	  to	  the	  Town	  Code	  of	  Ordinances.	  
	  
3.	   Departmental	   letters	  of	  acknowledgment	  accepting	  the	  planning	  process	  and	  the	  plan	  responsibilities	  are	  

on	  file	  in	  the	  Town's	  Office	  of	  Emergency	  Management.	  
	  
4.	   Plan	  maintenance	  and	  record	  of	  changes.	  	  
	  

a.	   The	   Town's	   Office	   of	   Emergency	  Management	   insures	   that	   necessary	   changes	   and	   revisions	   to	   the	  
plan	  are	  prepared,	  coordinated,	  published	  and	  distributed.	  

	  
b.	   This	  plan	  will	  undergo	  revision	  whenever:	  
	  

(1)	   Information	  errors	  or	  omissions	  have	  been	  identified;	  
(2)	   New	   issues,	   requirements,	   or	   supplementary	   material	   have	   been	   identified	   which	   are	   not	  

adequately	  addressed;	  
(3)	   There	  has	  been	  a	  change	  in	  information,	  data,	  or	  assumptions	  from	  those	  on	  which	  the	  Plan	  was	  

based;	  
(4)	   The	  nature	  or	  magnitude	  of	  identified	  risks	  have	  changed;	  	  
(5)	   There	  are	  implementation	  problems,	  such	  as	  technical,	  political,	  legal	  or	  coordination	  issues	  with	  

other	  agencies;	  
(6)	   Legislative	  changes	  affecting	  organizational	  structure	  of	  local	  or	  State	  agencies;	  
(7)	   There	   is	  a	  need	  to	   incorporate	  new	  State	  or	  Federal	  guidelines	  or	  directives	  and	  /or	  to	  address	  

significant	  operational	  issues;	  and	  
(8)	   Exercises	  reveal	  deficiencies	  or	  shortfalls.	  
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E.	   STATEMENT	  OF	  LIMITATIONS.	  
	  
1.	   Not	   all	   emergency	   situations	   can	   be	   foreseen.	   The	   community	   emergency	  management	   system	  must	   be	  

able	   to	   adapt	   rapidly	   to	   unique	   conditions.	   This	   may	   include	   multijurisdictional	   situations	   as	   well	   as	  
simultaneous	  events.	  

	  
2.	   The	  multijurisdictional	  and	  multidiscipline	  approach	  reflected	   in	  this	  Plan	   is	  a	  means	  of	  ensuring	  the	  best	  

use	  of	  local	  response	  and	  recovery	  resources	  in	  time	  of	  community	  crisis.	  No	  attempt	  will	  be	  made	  in	  this	  
document	   to	   specify	  all	   the	  possibilities	  and	   intricacies	  associated	  with	  every	   type	  of	  disaster	   that	  might	  
conceivably	  develop.	  

	  
3.	   Because	  the	  Town	  Comprehensive	  Emergency	  Management	  Plan	  represents	  a	  corporate	  capability	  that	   is	  

constantly	  altered	  by	  changes	  that	  occur	  in	  the	  law,	  public	  policy,	  organizations,	  program	  funding,	  systems,	  
and	  the	  environment,	  it	  is	  impossible	  to	  create,	  maintain	  and	  promise	  the	  delivery	  of	  a	  perfect	  emergency	  
management	  system.	  

	  
4.	   Town	  actions	  may	  also	  be	  constrained	  because	  hazards	  can	  create	  effects	  that	  may	  impair	  the	  availability	  

and	  use	  of	  local	  government	  assets,	  along	  with	  other	  essential	  services	  provided	  by	  the	  private	  sector.	  The	  
disaster	  response	  and	  relief	  activities	  of	  government	  may	  be	  limited	  by:	  

	  
a.	   An	   inability	   of	   the	   general	   citizenry	   to	   survive	   on	   their	   own	   for	   more	   than	   three	   days	   without	  

additional	  supplies	  of	  water,	  food,	  shelter	  and	  medical	  supplies.	  
	  
b.	   A	   lack	   of	   law	   enforcement,	   fire,	   emergency	  medical	   services	   and	   public	   works	   and	   other	   response	  

organizations	  due	  to	  damage	  to	  facilities,	  equipment	  and	  shortages	  of	  personnel.	  
	  
c.	   The	  shortage	  of	  critical	  drugs	  and	  medicines	  at	  medical	  facilities.	  
	  
d.	   The	  shortage	  of	  specialized	  response	  personnel	  and	  equipment	  needed	  to	  respond	  to	  a	  disaster.	  
	  
e.	   Damage	  to	  or	  overload	  of	  lifelines,	  such	  as	  roads,	  bridges,	  utilities	  and	  communication	  networks.	  
	  
f.	   The	  delay	  of	  arrival	  of	  outside	  assistance	  from	  either	  the	  State	  or	  Federal	  level.	  

	  
6.	   Despite	  these	  potentially	  unavoidable	  limitations,	  the	  Town	  will	  endeavor	  to	  make	  every	  reasonable	  effort	  

within	  its	  capabilities	  to	  respond	  to	  the	  dangers	  and	  hardships	   imposed	  by	  emergency	  or	  disaster	  events,	  
i.e.,	  based	  on	  the	  situation,	  the	  information	  available,	  and	  the	  resources	  at	  hand.	  

	  
7.	   This	  Plan	   is	   adopted	   to	  protect	  and	  preserve	   the	  public	  peace,	  health,	   safety,	   and	  welfare.	   Its	  provisions	  

shall	  be	  liberally	  construed	  for	  the	  accomplishment	  of	  these	  purposes.	  Moreover,	  nothing	  contained	  in	  this	  
Plan	  is	  intended	  to	  be	  nor	  shall	  be	  construed	  to	  create	  or	  form	  the	  basis	  for	  any	  liability	  on	  the	  part	  of	  the	  
Town	   or	   its	   officers,	   employees	   or	   agents,	   for	   any	   injury	   or	   damage	   resulting	   from	   failure	   of	   any	   public	  
official	  or	  employee	  to	  comply	  with	  the	  provisions	  of	  this	  Plan,	  or	  by	  reason	  or	  in	  consequence	  of	  any	  act	  or	  
omission	   in	  connection	  with	  the	   implementation	  or	  enforcement	  of	   this	  Plan	  on	  the	  part	  of	   the	  Town	  by	  
any	  of	  its	  officers,	  employees	  or	  agents.	  	  

	  



Town	  of	  Palm	  Beach,	  
Florida	  

I.	  INTRODUCTION	  

	  

	  

Comprehensive	  Emergency	  Management	  Plan	  (CEMP)	  
November	  2012	  

BP	  I	  –	  5	  
	  

8.	   The	  Plan	  is	  not	  intended	  to	  limit	  or	  restrict	  initiative,	  judgment,	  or	  independent	  action	  required	  to	  provide	  
an	  appropriate	  and	  effective	  emergency	  and	  disaster	  response.	  	  

	  
9.	   It	   is	  expressly	   the	  purpose	  of	   this	  Plan	   to	  provide	   for	  and	  promote	   the	  health,	   safety	  and	  welfare	  of	   the	  

general	  public.	  It	  is	  not	  intended	  to	  create	  or	  otherwise	  establish	  or	  designate	  any	  particular	  class	  or	  group	  
of	  persons	  who	  will	  or	  should	  be	  especially	  protected	  or	  benefited	  by	  its	  provisions.	  

	  
F.	   POLICIES.	  
	  
1.	   In	   order	   to	   protect	   lives	   and	   property	   and	   in	   cooperation	   with	   other	   elements	   of	   the	   community	   (e.g.	  

business,	  volunteer	  sector,	  social	  organizations,	  etc.),	  it	  is	  the	  policy	  of	  the	  Town	  of	  Palm	  Beach,	  to	  strive	  to	  
mitigate,	  prepare	  for,	  respond	  to	  and	  recover	  from	  all	  natural	  and	  man–caused	  emergencies	  and	  disasters.	  	  

	  
2.	   It	  is	  the	  policy	  of	  the	  Town	  of	  Palm	  Beach	  that	  it	  will	  take	  appropriate	  action	  in	  accordance	  with	  this	  plan	  to	  

mitigate	  any	  harm	  to	  the	  citizens	  or	  property	  in	  the	  Town.	  	  
	  
3.	   Because	  of	  the	  nature	  of	  emergencies	  and	  disasters	  (causing	  damages,	  interruptions	  and	  shortfalls	  to	  Town	  

resources),	  it	  is	  the	  policy	  of	  the	  Town	  of	  Palm	  Beach	  that	  citizens	  are	  encouraged	  to	  be	  self–sufficient	  for	  a	  
minimum	  of	  72	  hours	  should	  an	  emergency	  or	  disaster	  occur.	  

	  
4.	   NON–DISCRIMINATION.	   It	   is	   the	  policy	  of	   the	  Town	  of	  Palm	  Beach	  that	  no	  services	  will	  be	  denied	  on	  the	  

basis	   of	   race/ethnicity,	   color,	   national	   origin,	   religion,	   sex,	   age,	   marital	   status,	   veteran	   status,	   sexual	  
orientation,	  genetic	  information,	  political	  affiliation,	  or	  disability,	  and	  no	  special	  treatment	  will	  be	  extended	  
to	  any	  person	  or	  group	  in	  an	  emergency	  or	  disaster	  over	  and	  above	  what	  normally	  would	  be	  expected	  in	  
the	  way	  of	  municipal	  services.	  Town	  activities	  pursuant	  to	  the	  Federal	  /State	  Agreement	  for	  major	  disaster	  
recovery	   will	   be	   carried	   out	   in	   accordance	   with	   Title	   44,	   Code	   of	   Federal	   Regulations	   (CFR),	   Section	  
205.16.—Non–discrimination.	  Federal	  disaster	  assistance	  is	  conditional	  on	  full	  compliance	  with	  this	  rule.	  	  

	  
G.	   AUTHORITIES	  AND	  REFERENCES.	  (PUBLISHED	  SEPARATLY.)	  
	  
1.	   Palm	  Beach	  Town	  Charter	  Section	  3.05(f).	  
	  
2.	   Palm	  Beach	  Town	  Code	  Section	  58-‐41.	  
	  
3.	   Florida	   Statute	   Chapter	   252.38	   (Emergency	   Management)	   and	   Florida	   Statute	   Chapter	   870.043	   (Law	  

Enforcement).	  	  	  
	  
4.	   Town	   of	   Palm	   Beach:	   Resolution	   No.	   36-‐05	   A	   Resolution	   adopting	   the	   National	   Incident	   Management	  

System	  (NIMS)	  as	  required	  by	  Homeland	  Security	  Presidential	  Directive.	  
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II.	   SITUATION.	  
	  
A.	   POTENTIAL	  EMERGENCY	  CONDITIONS.	  
	  
1.	   A	  major	  natural,	  technological	  or	  terrorism	  related	  emergency	  may	  overwhelm	  the	  capabilities	  of	  the	  Town	  

of	  Palm	  Beach	  to	  provide	  prompt	  and	  effective	  emergency	  response	  and	  emergency	  short–term	  recovery	  
measures.	   Transportation	   infrastructure	   may	   be	   damaged	   and	   local	   transportation	   services	   could	   be	  
disrupted.	  There	  is	  the	  potential	  for	  widespread	  damage	  to	  commercial	  telecommunications	  facilities	  which	  
would	  impair	  the	  ability	  of	  governmental	  response	  and	  emergency	  response	  agencies	  to	  communicate.	  

	  
2.	   Homes,	  public	  buildings,	  and	  other	  critical	  facilities	  and	  equipment	  may	  be	  destroyed	  or	  severely	  damaged.	  

Debris	  may	  make	  streets	  and	  highways	   impassable.	  The	  movement	  of	  emergency	  supplies	  and	  resources	  
could	  be	  seriously	  impeded.	  Public	  utilities	  may	  be	  damaged	  and	  either	  fully	  or	  partially	  inoperable.	  Some	  
Town	  emergency	  personnel	  would	  be	   victims	  of	   the	   emergency,	   preventing	   them	   from	  performing	   their	  
assigned	  emergency	  duties.	  Numerous	  separate	  hazardous	  conditions	  as	  a	  result	  of	  the	  major	  event	  can	  be	  
anticipated.	  

	  
3.	   Emergency	  victims	  may	  be	  forced	  from	  their	  homes	  and	  dead	  and	  injured	  could	  be	  expected.	  Some	  victims	  

may	   be	   in	   life–threatening	   situations	   requiring	   immediate	   rescue	   and	   medical	   care.	   There	   could	   be	  
shortages	   of	   a	   wide	   variety	   of	   supplies	   necessary	   for	   emergency	   survival.	   Hospitals,	   nursing	   homes,	  
pharmacies	  and	  other	  health/medical	  facilities	  may	  be	  severely	  damaged	  or	  destroyed.	  Medical	  and	  health	  
care	   facilities	   that	   remain	   in	   operation	  will	   be	  overwhelmed	  by	   the	  number	  of	   victims	   requiring	  medical	  
attention.	  Medical	  supplies	  and	  equipment	  will	  be	  in	  short	  supply.	  

	  
4.	   Damage	  to	  fixed	  facilities	  that	  generate,	  produce,	  use,	  store	  or	  dispose	  of	  hazardous	  materials	  could	  result	  

in	   the	  release	  of	  hazardous	  materials	   into	   the	  environment.	  Food	  processing	  and	  distribution	  capabilities	  
may	  be	  severely	  damaged	  or	  destroyed.	  There	  could	  be	  minimal	  to	  total	  disruption	  of	  energy	  sources	  and	  
prolonged	  electric	  power	  failure.	  

	  
B.	   HAZARD	  ANALYSIS	  (SUMMARY).	  
	  
1.	   The	  Town	  of	  Palm	  Beach	  “Hazard	  Vulnerability	  Analysis	  (HVA)”	  is	  published	  separately.	  	  
	  
2.	   Hazard	  Overview:	  
	  

•	   Due	  to	  its	   location	  and	  geological	  features	  of	  the	  Town	  of	  Palm	  Beach	  is	  vulnerable	  to	  the	  damaging	  
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effects	  of	  certain	  hazards.	  A	   list	  of	   these	  hazards	   is	   found	   in	  Table	  1:	  Hazards	  Affecting	   the	  Town	  of	  
Palm	  Beach.	  

	  
C.	   VULNERABILITY	  ANALYSIS.	  
	  
1.	   The	   Town	   of	   Palm	   Beach	   has	   a	   year-‐round	   population	   estimated	   at	   approximately	   9,000	   people	   (2010	  

Census),	   but	   may	   increase	   to	   three	   times	   that	   amount	   during	   the	   winter	   months.	   The	   Town	   could	  
experience	  a	  loss	  of	  life	  and	  property	  of	  catastrophic	  proportion	  from	  a	  series	  of	  potential	  hazards.	  Specific	  
hazard	   impacts	   to	   people,	   property,	   the	   economy	   and	   environment	   are	   detailed	   in	   the	   County	   Hazard	  
Mitigation	  Plan.	  

	  
Table	  1:	  Hazards	  Affecting	  the	  Town	  of	  Palm	  Beach.	  

	  

MASTER	  LIST	  OF	  HAZARDS	  FOR	  THE	  TOWN	  OF	  PALM	  BEACH	  	  

NATURAL	   TECHNOLOGICAL	   HUMAN/SOCIETAL	  

•	   Agricultural	  Pest	  &	  Disease	  
•	   Drought	  
•	   Flood	  
•	   Hurricane/Tropical	  Storm	  
•	   Search	  &	  Rescue	  Emergency:	  

Aircraft,	  Marine,	  Medical	  
•	   Seismic	  Hazards	  (Sink	  

Holes/Soil	  Failure)	  
•	   Severe	  Thunderstorm/Lighting	  
•	   Soil/Beach	  Erosion	  
•	   Storm	  Surge	  
•	   Temperature	  Extremes	  
•	   Tornado	  
•	   Wildfire/Urban	  Interface	  Zone	  

•	   Air	  Pollution	  
•	   Building/Structure	  Collapse	  
•	   Communications	  Failure	  
•	   Energy	  Emergency:	  

Fuel/Resource	  Shortage	  
•	   Fire:	  Explosion/Structural	  
•	   Hazardous	  Materials	  Accident	  
•	   Hazardous	  Materials	  Release	  
•	   Power	  Failure	  (Outage)	  
•	   Radiological	  Accidents:	  

Including	  Nuclear	  Power	  Plant	  
Accidents	  

•	   Transportation	  Accident:	  
Aircraft	  

•	   Transportation	  Accident:	  
Marine	  

•	   Transportation	  Accident:	  
Motor	  Vehicle	  

•	   Wellfield	  Contamination	  

•	   Civil	  Disturbance	  
•	   Hostage	  Situation	  
•	   Immigration	  Crisis	  
•	   Terrorism:	  Sabotage	  
•	   Terrorism,	  WMD:	  Biological,	  

Chemical,	  Nuclear	  
•	   Workplace	  Violence	  (including	  

“active	  shooter”	  in	  a	  school	  or	  
business)	  

	  
	  
D.	   PERSONS	  WITH	  ACCESS	  AND	  FUNCTIONAL	  NEEDS.	  
	  
1.	   The	  Town	  recognizes	  the	  need	  to	  undertake	  additional	  and	  reasonable	  efforts	  to	  protect	  and	  assist	  people	  

with	   access	   and	   functional	   needs	   at	   the	   time	   of	   emergencies	   and	   disasters,	   and	   especially	   during	  
evacuations,	  sheltering	  and	  re-‐entry	  operations.	  	  
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E.	   TOWN	  OF	  PALM	  BEACH	  ECONOMIC	  PROFILE.	  
	  

PALM	  BEACH	  (Town),	  Florida	  
People	  QuickFacts	   Palm	  Beach	   Florida	  
Population,	  2010	   8,348	   	  18,801,310	  
Population,	  percent	  change,	  2000	  to	  2010	   -‐20.3%	   17.6%	  
Population,	  2000	   10,468	   15,982,378	  
Persons	  under	  5	  years,	  percent,	  2010	   1.7%	   5.7%	  
Persons	  under	  18	  years,	  percent,	  2010	   6.9%	   21.3%	  
Persons	  65	  years	  and	  over,	  percent,	  2010	   55.8%	   17.3%	  
Female	  persons,	  percent,	  2010	   55.2%	   51.1%	  
	   	   	  
White	  persons,	  percent,	  2010	  (a)	   97.4%	   75.0%	  
Black	  persons,	  percent,	  2010	  (a)	   0.6%	   16.0%	  
American	  Indian	  and	  Alaska	  Native	  persons,	  percent,	  2010	  (a)	   Z	   0.4%	  
Asian	  persons,	  percent,	  2010	  (a)	   1.0%	   2.4%	  
Native	  Hawaiian	  and	  Other	  Pacific	  Islander,	  percent,	  2010	  (a)	   0.0%	   0.1%	  
Persons	  reporting	  two	  or	  more	  races,	  percent,	  2010	   0.5%	   2.5%	  
Persons	  of	  Hispanic	  or	  Latino	  origin,	  percent,	  2010	  (b)	   3.9%	   22.5%	  
White	  persons	  not	  Hispanic,	  percent,	  2010	   94.1%	   57.9%	  
	   	   	  
Living	  in	  same	  house	  1	  year	  &	  over,	  2005-‐2009	   89.4%	   82.5%	  
Foreign	  born	  persons,	  percent,	  2005-‐2009	   14.5%	   18.7%	  
Language	  other	  than	  English	  spoken	  at	  home,	  pct	  age	  5+,	  2005-‐2009	   11.0%	   25.8%	  
High	  school	  graduates,	  percent	  of	  persons	  age	  25+,	  2005-‐2009	   96.9%	   84.9%	  
Bachelor's	  degree	  or	  higher,	  pct	  of	  persons	  age	  25+,	  2005-‐2009	   56.7%	   25.6%	  
Mean	  travel	  time	  to	  work	  (minutes),	  workers	  age	  16+,	  2005-‐2009	   15.7	   25.8	  
	   	   	  
Housing	  units,	  2010	   9,091	   8,989,580	  
Homeownership	  rate,	  2005-‐2009	   81.4%	   69.7%	  
Housing	  units	  in	  multi-‐unit	  structures,	  percent,	  2005-‐2009	   70.1%	   30.0%	  
Median	  value	  of	  owner-‐occupied	  housing	  units,	  2005-‐2009	   $924,100	   $211,300	  
Households,	  2005-‐2009	   5,537	   7,076,539	  
Persons	  per	  household,	  2005-‐2009	   1.74	   2.52	  
Per	  capita	  money	  income	  in	  past	  12	  months	  (2009	  dollars)	  2005-‐2009	   $124,462	   $26,503	  
Median	  household	  income	  2005-‐2009	   $108,099	   $47,450	  
People	  of	  all	  ages	  in	  poverty	  -‐	  percent,	  2005-‐2009	   7.3%	   13.2%	  
	   	   	  
Business	  QuickFacts	   Palm	  Beach	   Florida	  
Total	  number	  of	  firms,	  2007	   2,148	   2,009,589	  
Black-‐owned	  firms,	  percent,	  2007	   F	   9.0%	  
American	  Indian	  and	  Alaska	  Native	  owned	  firms,	  percent,	  2007	   F	   0.5%	  
Asian-‐owned	  firms,	  percent,	  2007	   F	   3.2%	  
Native	  Hawaiian	  and	  Other	  Pacific	  Islander	  owned	  firms,	  percent,	  2007	   F	   0.1%	  
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Hispanic-‐owned	  firms,	  percent,	  2007	   S	   22.4%	  
Women-‐owned	  firms,	  percent,	  2007	   21.0%	   28.9%	  
	   	   	  
Manufacturers	  shipments,	  2007	  ($1000)	   NA	   104,832,907	  
Merchant	  wholesaler	  sales,	  2007	  ($1000)	   51,408	   221,641,518	  
Retail	  sales,	  2007	  ($1000)	   441,514	   262,341,127	  
Retail	  sales	  per	  capita,	  2007	   $46,203	   $14,353	  
Accommodation	  and	  food	  services	  sales,	  2007	  ($1000)	   300,191	   41,922,059	  
	   	   	  
Geography	  QuickFacts	   Palm	  Beach	   Florida	  
Land	  area	  in	  square	  miles,	  2010	   4.18	   53,624.76	  
Persons	  per	  square	  mile,	  2010	   1,997.6	   350.6	  
FIPS	  Code	   54025	   12	  
Counties	   	   	  

LEGEND	  
(a)	  Includes	  persons	  reporting	  only	  one	  race.	  
(b)	   Hispanics	   may	   be	   of	   any	   race,	   so	   also	   are	   included	   in	   applicable	   race	  
categories.	  
D:	  Suppressed	  to	  avoid	  disclosure	  of	  confidential	  information	  
F:	  Fewer	  than	  100	  firms	  
FN:	  Footnote	  on	  this	  item	  for	  this	  area	  in	  place	  of	  data	  
NA:	  Not	  available	  
S:	  Suppressed;	  does	  not	  meet	  publication	  standards	  
X:	  Not	  applicable	  
Z:	  Value	  greater	  than	  zero	  but	  less	  than	  half	  unit	  of	  measure	  shown	  

Source	  U.S.	  Census	  Bureau:	  State	  and	  County	  QuickFacts.	  Data	  derived	  
from	  Population	  Estimates,	  American	  Community	  Survey.	  

Census	   of	   Population	   and	   Housing,	   Small	   Area	   Income	   and	   Poverty	  
Estimates,	   County	   Business	   Patterns,	   Economic	   Census,	   Survey	  
of	   Business	   Owners,	   Building	   Permits,	   Consolidated	   Federal	  
Funds	  Report,	  Census	  of	  Governments	  

Last	  Revised:	  Tuesday,	  18-‐0ct-‐2011	  15:22:49	  EDT	  
quickfacts.census.gov/	  qfd/statesl1211254025	  .html	  

	  
ADDITIONAL	  ECONOMIC	  INDICATORS	  

	  
Business	  Building	  Permit	  Activity	  –	  New	  Construction	  

Description	   Units	   $	  Value	  
Single	  Family	  Residential	   5	   $25,298,631	  
Commercial	   1	   $1,393,136	  
	  
	  
F.	   TOWN	  OVERVIEW/DEMOGRAPHICS.	  

	  

Palm	  Beach	  at	  a	  Glance	  
	   Date	  of	  Incorporation	   April	  17,	  1911	   	  
	   Form	  of	  Government	   Council/Manager	   	  
	   Land	  Area	   3.77	  Square	  Miles	   	  
	   FY2012	  General	  Fund	  Budget	   $58.5	  Million	   	  
	   Taxable	  Property	  Valuation	   $11.66	  Billion	   	  
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Town	  of	  Palm	  Beach	  Demographics	  

Population	   	   Service	  Statistics	  
2010	  (Census)	  (a)	   8,348	   	   Police	  Stations	   1	  
2009	  (Univ	  of	  Florida	  Est)	   9,650	   	   Fire-‐Rescue	  Stations	   3	  
2008	  (Univ	  of	  Florida	  Est)	   9,797	   	   Public	  Elementary	  School	   1	  
2007	  (Univ	  of	  Florida	  Est)	   9,744	   	   Public	  Library	   1	  
2006	  (Univ	  of	  Florida	  Est)	   9,735	   	   Recreation	  Facilities	   	  
2000	   9,676	   	   	  	  Tennis	  Courts	   14	  
1990	   9,814	   	   	  	  Par	  3	  Golf	  Course	   1	  
1980	   9,432	   	   	  	  Marina	  (88	  slips)	   1	  	  
1980	   9,086	   	   	  	  Community	  Building	   1	  
1960	   6,055	   	   	  	  Playfields	   5	  
1950	   3,886	   	   	  	  Bicycle	  Paths	   9.3	  miles	  

	   	   	  	  Picnic	  Tables	   77	  
Resident	  Statistics	   	   	  	  Outdoors	  Grills	   28	  

Median	  Age	   66.6	  yrs.	   	   Recreation	  Areas	   	  
Avg.	  Household	  Size	   1.74	   	   	  	  Phipps	  Ocean	  Park	   24	  acres	  
Median	  Home	  Value	   $924,100	   	   	  	  Seaview	  Park	   4.6	  acres	  

	   	   Neighborhood	  Parks	   	  
Racial	  Composition	   	   	  	  Bradley	  Park	   4.5	  acres	  

Caucasian	  &	  Other	  Races	   94.5%	   	   	  	  Kaplan	  Park	   .3	  acres	  
Hispanic/Latino	   3.9%	   	   Special	  Use	  Parks	   	  
African	  American	   .6%	   	   	  	  Public	  Park	  on	  Beach	   3.0	  acres	  
Asian	   1.0%	   	   	  	  Municipal	  Beach	   5.60	  acres	  
	   	   	   	  	  Peruvian/So.	  County	  Road	   .24	  acres	  

Bond	  Ratings	   	   	  	  Southern	  Blvd.	  Causeway	   9.60	  acres	  
	   2010	  Revenue	  

Bond	  
Issuer’s	  
Rating	  

	   	  	  Nature	  Islands	   39	  acres	  

Moody’s	   Aa1	   Aaa	   	   	   	  
S&P	   AA+	   AAA	   	   Registered	  Voters	   8,091	  
(a)	  Under	  Review	  by	  Census	  Count	  Resolution	  Program	   	  
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G.	   TOWN	  OF	  PALM	  BEACH	  MAP.	  
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III.	  CONCEPT	  OF	  OPERATIONS.	  
	  

A.	   EMERGENCY	  MANAGEMENT	  PROGRAM	  PHASES.	  	  
	  
The	  Emergency	  Management	  Program	  is	  a	  comprehensive	  effort	  that	  requires	  Town	  Departments	  to	  work	  and	  
cooperate	  effectively	  with	  many	  other	  governmental,	  non-‐governmental,	  and	  private	  organizations.	  The	  Town	  
will	  meet	  its	  responsibility	  for	  protecting	  life	  and	  property	  from	  the	  effects	  of	  emergency	  events	  by	  acting	  within	  
each	  of	  the	  following	  four	  phases	  of	  emergency	  management.	  	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
1.	   Phase	  1:	  Mitigation/Prevention.	  	  
	  

a.	   Mitigation	   is	   any	   action	   that	   prevents	   an	   emergency	   from	   occurring	   or	   reduces	   the	   impact	   of	   an	  
emergency	   on	   people,	   property	   and	   the	   environment.	   Mitigation	   efforts	   include	   adopting	   and	  
enforcing	   building	   codes,	   land	   use	   planning,	   training	   and	   education	   of	   the	   public	   on	   the	   need	   for	  
mitigation,	  and	  implementing	  structural	  and	  non–structural	  safety	  measures.	  	  

	  
b.	   Prevention	  helps	  protect	   lives	  and	  property	  before	  an	  emergency	  occurs.	  Prevention	  measures	  help	  

avoid	   emergencies,	   or	   they	   can	   intervene	   to	   stop	   an	   emergency	   from	   occurring.	  Measures	   involve	  
applying	   intelligence	   and	   other	   analysis	   to	   a	   range	   of	   activities,	   such	   as	   heightened	   inspections;	  
improved	  surveillance	  and	  security	  operations;	  investigations	  to	  determine	  the	  full	  nature	  and	  source	  
of	  the	  threat;	  public	  health	  and	  agricultural	  surveillance;	  immunizations,	  isolation	  or	  quarantine;	  and,	  
specific	  law	  enforcement	  operations	  aimed	  at	  deterring	  or	  preempting	  illegal	  activity.	  	  

Comprehensive	  Emergency	  Management	  Plan	  CEMP	  
	  

Basic	  Plan	  
	  

III.	  CONCEPT	  OF	  OPERATIONS	  

Mitigation/ 
Prevention 

Preparedness 

Response 

Recovery 
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2.	   Phase	  2:	  Preparedness.	  	  
	  

•	   Preparedness	   activities	   consist	   of	   almost	   any	   pre–emergency	   action	   that	  will	   improve	   the	   safety	   or	  
effectiveness	  of	  emergency	  response.	  Preparedness	  activities	  have	  the	  potential	  to	  save	  lives,	   lessen	  
property	   damage,	   and	   increase	   individual	   and	   community	   control	   over	   the	   subsequent	   emergency	  
response.	  	  

	  
3.	   Phase	  3:	  Response.	  	  
	  

•	   Response	  is	  the	  use	  of	  resources	  to	  address	  the	  immediate	  and	  short–term	  effects	  of	  an	  emergency.	  
Emergency	   response	   efforts	   can	   minimize	   suffering,	   loss	   of	   life,	   and	   property	   damage,	   as	   well	   as	  
maintain	  or	  hasten	  the	  restoration	  of	  essential	  government	  services.	  	  

	  
4.	   Phase	  4:	  Recovery.	  	  
	  

•	   Recovery	   activities	   return	   the	   Town	   to	   a	   pre–emergency	   State.	   Recovery	   efforts,	   may	   include	  
conducting	   detailed	   damage	   assessments,	   removing	   debris,	   restoring	   essential	   services,	   critical	  
facilities	  and	  infrastructure,	  rebuilding	  homes	  and	  providing	  assistance	  to	  businesses.	  	  

	  
B.	   NATIONAL	  INCIDENT	  MANAGEMENT	  SYSTEM	  (NIMS).	  	  
	  
1.	   The	  Town	  of	  Palm	  Beach	  has	  formally	  adopted	  and	  uses	  the	  National	  Incident	  Management	  System	  (NIMS).	  

NIMS	   provides	   a	   consistent	   national	   approach	   for	   Federal,	   State,	   and	   local	   governments	   and	   non–
governmental	   organizations	   to	   work	   effectively	   and	   efficiently	   together	   to	   prepare	   for,	   respond	   to,	   and	  
recover	   from	  domestic	   incidents,	   regardless	   of	   cause,	   size,	   or	   complexity.	   To	  provide	   for	   interoperability	  
and	   compatibility	   among	   Federal,	   State,	   and	   local	   capabilities,	   NIMS	   includes	   a	   core	   set	   of	   concepts,	  
principles,	   terminology,	   and	   technologies	   covering	   the	   incident	   command	   system;	   multi–agency	  
coordination	   systems;	  unified	   command;	   training;	   identification	  and	  management	  of	   resources	   (including	  
systems	  for	  classifying	  types	  of	  resources);	  qualifications	  and	  certification;	  and	  the	  collection,	  tracking,	  and	  
reporting	  of	  incident	  information	  and	  incident	  resources.	  	  

	  
	  

PREPAREDNESS	  

Effective	   incident	   management	   begins	   with	   a	   host	   of	   preparedness	   activities	  
conducted	  on	  a	  “steady–State”	  basis,	  well	   in	  advance	  of	  any	  potential	   incident.	  
Preparedness	   involves	   an	   integrated	   combination	   of	   planning,	   training,	  
exercises,	   personnel	   qualification,	   and	   certification	   standards,	   and	   equipment	  
certification	  standards.	  	  

COMMUNICATIONS	  
AND	  INFORMATION	  
MANAGEMENT	  

Incident	  response	  and	  management	  rely	  upon	  communications	  and	  information	  
systems	   that	   provide	   a	   common	   operating	   picture	   to	   all	   command	   and	  
coordination	   sites.	   The	   NIMS	   describes	   the	   requirement	   for	   a	   standardized	  
framework	   for	   communications,	   information	  management	   (collection,	   analysis	  
and	   dissemination),	   and	   information	   sharing	   at	   all	   levels	   of	   incident	  
management.	  	  
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RESOURCE	  
MANAGEMENT	  

Incident	   managers	   need	   resources	   to	   support	   critical	   incident	   objectives.	   The	  
flow	   of	   resources	   must	   be	   fluid	   and	   adaptable	   to	   the	   requirements	   of	   the	  
incident.	   The	   NIMS	   defines	   standardized	   mechanisms	   and	   establishes	  
requirements	  for	  processes	  to	  describe,	  inventory,	  mobilize,	  dispatch,	  track,	  and	  
recover	  resources	  over	  the	  life	  cycle	  of	  an	  incident.	  	  

COMMAND	  AND	  
MANAGEMENT	  

The	   Command	   and	   Management	   system	   within	   NIMS	   is	   designed	   to	   enable	  
effective	  and	  efficient	  incident	  management	  by	  providing	  standardized	  incident	  
management	   structures.	   The	   structure	   is	   based	   on	   three	   key	   organizational	  
systems;	   (1)	   the	   Incident	   Command	   System,	   (2)	   Multi–agency	   Coordination	  
Systems,	  and	  (3)	  Public	  Information	  System.	  	  

	  
2.	   NIMS	  provides	  the	  Town	  of	  Palm	  Beach	  a	  framework	  for	  interoperability	  and	  compatibility,	  and	  maintains	  a	  

balance	   between	   flexibility	   and	   standardization.	   NIMS	   is	   flexible	   because	   the	   system	   can	   be	   adjusted	   to	  
manage	   all	   types	   of	   incidents,	   and	   is	   applicable	   to	   any	   incident	   regardless	   of	   cause,	   size,	   or	   complexity.	  
NIMS	   provides	   standardization	   by	   using	   established	   organization	   structures	   (Incident	   Command	   System	  
[ICS],	  Multi–agency	   Coordination	   System	   [MAC],	   Public	   Information	   System)	   and	   consistent	   terminology.	  
The	  ICS	  component	  of	  NIMS	  is	  a	  toolbox	  from	  which	  incident	  managers	  may	  choose	  all	  or	  some	  applicable	  
tools	  necessary	   to	   fulfill	   their	   functional	   roles	   in	  a	   full	   range	  of	  events.	  The	   flexibility	  and	  standardization	  
within	  NIMS	  is	  realized	  during	  an	  incident	  when	  Town	  Departments	  have	  previously	  trained	  and	  practiced	  
using	  these	  tools.	  	  

	  
3.	   Incident	   Command	   System	   (ICS).	   This	   plan	   formalizes	   the	   NIMS	   incident	   command	   organization	   and	  

structure	  as	  mandatory	  for	  all	  response	  activities	  by	  all	  Departments	  identified	  in	  this	  plan.	  	  
	  
C.	   TOWN	  OF	  PALM	  BEACH	  EMERGENCY	  MANAGEMENT	  ORGANIZATION.	  
	  
1.	   This	   plan	   establishes	   the	   Town	   of	   Palm	   Beach	   comprehensive	   emergency	   management	   program.	   Upon	  

promulgation	   of	   this	   plan	   all	   officers	   and	   employees	   of	   the	   Town	   are	   deemed	   part	   of	   the	   emergency	  
preparedness	  and	  response	  organization.	  	  

	  
2.	   The	  emergency	  management	  plan	  is	  always	  in	  effect	  and	  available	  for	  implementation,	  and	  works	  to	  insure	  

the	  Town	  is	  continually	  ready	  to	  coordinate	  response	  activities	  without	  formal	  activation.	  This	  is	  due	  to	  the	  
fact	   that	   it	   incorporates	   principles	   of	   response	   to	   basic,	   everyday	   incidents.	   However,	   it	   should	   be	  
recognized	  that	  an	  order	  or	  proclamation	  of	  a	  local	  State	  of	  emergency	  or	  disaster	  by	  the	  Town	  Manager	  or	  
designee	  may	  activate	  special	  components	  of	  the	  emergency	  management	  plan	  when	  deemed	  necessary.	  	  

	  
3.	   The	  Town	  Manager	   is	   the	  ultimate	  authority	   for	  disaster	  preparedness	  and	   response	  and	   the	  Emergency	  

Management	  Director	  has	  the	  responsibility	  for	  coordinating	  the	  entire	  emergency	  management	  program	  
on	  behalf	  of	  the	  Town	  Manager.	  	  

	  
4.	   By	  Municipal	  Ordinance	  the	  Town	  Manager	  is	  delegated	  executive	  authority	  for	  all	  emergency	  operations	  

and	  powers	  of	  Emergency	  Management.	  
	  
5.	   The	  line	  of	  succession	  for	  the	  Town	  Manager	  ’s	  emergency	  authorities	  is:	  
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a.	   Town	  Manager.	  
b.	   Emergency	  Management	  Director.	  
c.	   Chief	  of	  Police.	  
	  
Note:	   At	  the	  time	  of	  this	  document’s	  development,	  the	  responsibilities	  of	  the	  “Emergency	  Management	  

Director”	  are	  handled	  by	  the	  Director	  of	  Recreation	  and	  Special	  Projects	  and	  the	  responsibilities	  
of	  the	  “Police	  Chief”	  are	  handled	  by	  the	  Director	  of	  Public	  Safety.	  

	  
6.	   The	  Town	  Manager	  or	  his/her	  designee	  may	  order	  special,	  temporary	  personnel	  assignments	  that	  require	  

individuals	  to	  work	  outside	  their	  regular	  Department	  or	  job	  classifications.	  
	  
D.	   EMERGENCY	  AUTHORITIES.	  
	  
1.	   Emergency	  Measures.	  The	  Mayor	  or	  in	  the	  Mayor's	  absence,	  the	  President	  of	  the	  Town	  Council	  or,	   in	  the	  

absence	   of	   the	   President	   of	   the	   Town	   Council,	   the	   President	   Pro	   Tem	   and	   the	   Town	  Manager	   acting	   in	  
concert	  or	  any	  one	  (1)	  of	   them	  if	   the	  other	   is	  not	  available,	  may	  take	  temporary	  emergency	  measures	   in	  
matters	   of	   extreme	   necessity	   involving	   matters	   of	   public	   health	   or	   safety.	   (See	   Town	   Charter	   Section	  
3.05(f).)	  

	  
2.	   State	  of	  Local	  Emergency.	  If	  the	  Chief	  of	  Police	  believes	  that	  there	  is	  a	  clear	  and	  present	  danger	  of	  a	  riot	  or	  

other	   general	   public	   disorder,	   widespread	   disobedience	   of	   the	   law,	   substantial	   injury	   to	   persons	   or	  
property,	  he/she	  may	  declare	  a	  State	  of	  emergency	  within	  the	  boundaries	  of	  the	  Town.	  The	  Chief	  of	  Police	  
is	   designated	   as	   the	   town	   official	  who	   is	   and	   shall	   be	   empowered	   to	   declare	   that	   a	   State	   of	   emergency	  
exists	  within	  the	  boundaries	  of	  the	  town,	  and	  to	  exercise	  the	  emergency	  powers	  conferred	  in	  F.S.	  Section	  
§§	  870.042	  and	  870.045.	  In	  the	  absence	  of	  the	  chief	  of	  police,	  the	  person	  designated	  to	  perform	  the	  duties	  
of	  the	  chief	  of	  police	  shall	  be	  empowered	  to	  declare	  the	  existence	  of	  a	  State	  of	  emergency	  and	  to	  exercise	  
such	  emergency	  powers	  as	  herein	   set	   forth.	   (See	  Town	  Code	  Section	  58–41	  and	  F.S.	  §§	  870.041	   through	  
870.048.)	  Notification	  is	  made	  immediately	  to	  the	  Town	  Manager	  of	  such	  a	  declaration.	  

	  
3.	   Evacuation	  Order.	  The	  decision	  to	  order	  an	  evacuation	  from	  the	  Town,	  or	  any	  portion	  thereof,	  in	  response	  

to	  a	  incident	  shall	  be	  made	  by	  the	  Mayor	  or	  in	  the	  Mayor's	  absence,	  the	  President	  of	  the	  Town	  Council	  or	  in	  
the	  absence	  of	  the	  President	  of	  the	  Town	  Council,	  the	  President	  Pro	  Tem	  and	  the	  Town	  Manager	  acting	  in	  
concert	  or	  any	  one	  (1)	  of	  them	  if	  the	  other	  is	  not	  available	  as	  per	  Section	  3.05(f)	  of	  the	  Town	  Charter,	  if	  an	  
evacuation	  order	   is	  received	  from	  the	  State	  of	  Florida	  (Office	  of	  the	  Governor)	  or	  the	  Palm	  Beach	  County	  
Division	  of	  Emergency	  Management.	  

	  
4.	   Evacuation	  of	  Occupied	  Buildings	  or	  Structures.	  The	  Chief	  of	  the	  Fire–Rescue	  Department,	  or	  designee,	  may	  

order	  the	  immediate	  evacuation	  of	  buildings,	  structures	  or	  assembly	  areas	  if	  deemed	  hazardous	  due	  to	  fire	  
hazard,	   obstruction	   of	   exits,	   overcrowding	   or	   any	   other	   hazard	   or	   potential	   which	   presents	   immediate	  
danger	  to	  the	  occupants	  (Section	  46–77	  Town	  Code	  of	  Ordinances).	  
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E.	   CONTINUITY	  OF	  GOVERNMENT.	  	  
	  
1.	   The	  line	  of	  succession	  for	  the	  Mayor	  and	  Town	  Council	  is:	  
	  

•	   Designees	   for	  Mayor	   and	   Town	   Council	   are	   provided	   in	   Resolution	   No.	   26–75	   and	   Florida	   Statutes	  
Chapter	  22,	  June	  9,	  2003.	  

	  
2.	   The	  line	  of	  succession	  for	  the	  Town	  Manager	  is:	  
	  

a. Deputy	  Town	  Manager.	  
b. Director	  of	  Recreation	  and	  Special	  Projects	  

	  
3.	   The	  line	  of	  succession	  for	  the	  Office	  of	  Emergency	  Management	  Director	  will	  be	  determined	  by	  the	  Town	  

Manager.	  	  
	  
4.	   The	  lines	  of	  succession	  for	  each	  Town	  Department	  and	  agency	  heads	  shall	  be	  in	  accordance	  with	  the	  SOPs	  

established	  by	  those	  Departments	  and	  agencies.	  	  
	  
5.	   Preservation	  of	  Records.	  	  
	  

a.	   All	  Town	  Departments	  will	  develop	  plans	  and	  procedures	  to	  guarantee	  the	  preservation	  of	  vital	  public	  
records,	  to	  include	  their	  reconstitution	  if	  necessary,	  during	  and	  after	  emergencies.	  	  

	  
b.	   In	   general,	   vital	   public	   records	   include	   those:	   considered	   absolutely	   essential	   to	   the	   continued	  

operation	   of	   Town	   government;	   considered	   absolutely	   essential	   to	   the	   Town’s	   ability	   to	   fulfill	   its	  
responsibilities	  to	  the	  public;	  required	  to	  protect	  the	  rights	  of	  individuals	  and	  the	  Town;	  and,	  essential	  
to	   restoration	   of	   life	   support	   services.	   Documentation	   of	   actions	   taken	   during	   an	   emergency	   or	  
disaster	  is	  a	  legal	  requirement.	  	  

	  
c.	   Specific	   vital	   public	   records	   include:	   vital	   statistics,	   deeds,	   corporation	   papers,	   operational	   plans,	  

planning	  records,	  resources	  data,	  authorities,	  personnel	  and	  payroll	  rosters,	  succession	  lists,	  supplies	  
and	  equipment	  lists,	  laws,	  charters	  and	  financial	  records.	  

	  
d.	   All	  appointments	  and	  work	  assignments	  in	  an	  emergency	  situation	  shall	  be	  documented.	  Department	  

Directors	   will	   submit	   a	   complete	   emergency	   operational	   plan	   as	   to	   staffing	   allocation,	   equipment	  
distribution,	   and	   other	   emergency	   related	   needs	   as	   requested	   by	   the	   Emergency	   Management	  
Coordinator.	  

	  
F.	   INCIDENT	  COMMAND	  SYSTEM	  (ICS).	  	  
	  
1.	   The	  Town‘s	  on–scene	  response	  to	  emergencies	  follows	  the	  concepts	  of	  the	  National	  Incident	  Management	  

System	  (NIMS)	  and	  the	  Incident	  Command	  System	  (ICS).	  
	  
2.	   The	  person	  in	  charge	  at	  the	  incident	  is	  the	  on–scene	  Incident	  Commander	  who	  is	  responsible	  for	  ensuring	  

each	  agency	  on	  scene	  can	  carry	  out	  its	  responsibilities.	  	  
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3.	   	  The	  Town’s	  and/or	  municipal	  emergency	  responders	  are	  likely	  to	  be	  the	  first	  on	  the	  scene	  of	  an	  emergency	  
situation.	  They	  will	  normally	  take	  charge	  and	  remain	  in	  charge	  of	  the	  incident	  until	  it	  is	  resolved	  or	  others	  
who	  have	  legal	  authority	  to	  do	  so	  assume	  responsibility.	  They	  will	  seek	  guidance	  and	  direction	  from	  local	  
officials	  and	  seek	  technical	  assistance	  from	  State	  and	  Federal	  agencies	  and	  industry	  where	  appropriate.	  	  

	  

4.	   The	   first	   local	  emergency	   responder	   to	  arrive	  at	   the	  scene	  of	  an	  emergency	  situation	  will	   implement	   the	  
incident	  command	  system	  and	  serve	  as	  the	   incident	  commander	  until	   relieved	  by	  a	  more	  senior	  or	  more	  
qualified	  individual.	  	  

	  
5.	   When	  more	   than	   one	   agency	   is	   involved	   at	   an	   incident	   scene,	   the	   agency	   having	   jurisdiction	   and	   other	  

responding	   agencies	   shall	   work	   together	   to	   insure	   that	   each	   agency’s	   objectives	   are	   identified	   and	  
coordinated.	  	  

	  
6.	  	   Team	  problem	  solving	  should	   facilitate	  effective	  response.	  Other	  agency	  personnel	  working	   in	  support	  of	  

the	  Incident	  Command	  system	  will	  maintain	  their	  normal	  chain	  of	  command,	  but	  will	  be	  under	  control	  of	  
the	  Town	  or	  municipal	  on–scene	  Incident	  Commander.	  	  

	  
7.	   The	   on–scene	   Incident	   Commander	   may	   designate	   a	   Public	   Information	   Officer	   to	   work	   with	   the	   news	  

media	  at	  an	  incident.	  This	  may	  include	  coordinating	  agency	  media	  releases	  and	  arranging	  contacts	  between	  
the	  media	  and	  response	  agencies.	  If	  additional	  support	  is	  needed	  EOC	  may	  be	  activated.	  

	  
8.	   During	   widespread	   emergencies	   or	   disasters,	   emergency	   operations	   with	   different	   objectives	   may	   be	  

conducted	  at	   geographically	   separated	   scenes.	   Incident	   command	  will	   be	  established	  at	  each	   site.	  When	  
this	  situation	  occurs,	  it	  is	  particularly	  important	  that	  the	  allocation	  of	  resources	  to	  specific	  field	  operations	  
be	  coordinated	  through	  the	  EOC.	  Incident	  Command	  Post(s)	  will	  link	  to	  the	  EOC	  via	  radio,	  telephone	  or	  cell	  
phone.	  

	  
9.	   In	   emergency	   situations	   where	   other	   jurisdictions	   or	   the	   State	   or	   Federal	   government	   are	   providing	  

significant	  response	  resources	  or	  technical	  assistance,	  it	  is	  generally	  desirable	  to	  transition	  from	  the	  normal	  
ICS	  structure	  to	  a	  Unified	  Command	  structure.	  Principles	  of	  Area	  Command	  or	  Multi–Agency	  Coordinated	  
Systems	  may	   also	   apply.	   This	   arrangement	   helps	   to	   insure	   that	   all	   participating	   agencies	   are	   involved	   in	  
developing	  objectives	  and	  strategies	  to	  deal	  with	  the	  emergency.	  

	  
G.	   INCIDENT	  RESPONSE	  LEVELS	  (LEVELS	  OF	  DISASTER).	  
	  
1.	   Many	  emergencies	  follow	  some	  recognizable	  build–up	  period	  during	  which	  actions	  can	  be	  taken	  to	  achieve	  

a	  gradually	  increasing	  State	  of	  readiness.	  The	  Town	  will	  use	  a	  graduated	  response	  approach	  in	  responding	  
to	  and	  managing	  emergencies	  and	  disasters.	  As	  the	  potential	  severity	  of	  the	  emergency	  or	  the	  demand	  on	  
local	  resources	  grow,	  there	  will	  be	  an	  increase	  in	  emergency	  response	  and	  coordination	  activities	  to	  meet	  
increasing	  emergency	  demands.	  Readiness	  Levels	  will	  be	  determined	  by	  the	  Town	  Manager	  or	  Emergency	  
Management.	  	  
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READINESS / EMERGENCY ACTION LEVELS 

Level	  IV	  

WATCH	  CONDITION.	  Emergency	  management	  officials	  are	  aware	  that	  a	  heightened	  State	  
of	   concern	   about	   a	   potential	   threat	   to	   life	   or	   property	   exists,	   usually	   in	   the	   form	  of	   a	  
concern	  for	  a	  weather	  related	  situation.	  Public	  Safety	  Departments	  monitor	  the	  situation	  
for	  developments.	  
WARNING	   CONDITION.	   A	   hazardous	   condition	   exists,	   and	   there	   is	   usually	   a	   need	   for	  
emergency	  management	  or	  public	  safety	  officials	  to	  issue	  a	  public	  warning.	  

	  
Level	  III	  

	  

Monitoring	  Activation.	   Level	   III	   is	   typically	   a	   “monitoring”	  phase.	   The	   responsibility	   for	  
control	   of	   the	   incident	   rests	   with	   the	   responding	   Department.	   The	   Emergency	  
Operations	  Center	  is	  at	  normal	  monitoring	  condition.	  

Level	  II	  

Partial	   Activation.	   This	   is	   a	   limited	   agency	   activation.	   Should	   an	   incident	   remain	  
unresolved,	  the	  emergency	  status	  will	  rise	  to	  a	  "level	  two"	  activation.	  Level	  two	  incidents	  
involve	   routine	  assistance	   from	   internal	   and/or	  external	   agencies	   including	  mutual	   aid.	  
Command	  and	  control	  will	  be	  the	  responsibility	  of	  the	  Incident	  Manager.	  Notification	  of	  
the	  Mayor,	  Town	  Council,	  Town	  Manager	  and	  Police	  Chief	  may	  require	  a	  special	  meeting	  
of	  elected	  officials,	  as	  per	  F.	  S.	  252.	  A	  partial	  activation	  of	  the	  Town	  EOC	  may	  occur,	  or	  
the	  Office	  of	  Emergency	  Management	  may	  go	  to	  the	  Incident	  Command	  Post	  to	  facilitate	  
response	  coordination.	  The	  Palm	  Beach	  County	  EOC	  is	  usually	  notified.	  	  

Level	  I	  

Full	  Scale	  Activation.	  This	  is	  a	  full	  scale	  activation	  with	  24	  hour	  staffing	  of	  the	  Town	  EOC.	  
Should	   the	   incident	   begin	   or	   escalate	   to	   a	   situation	   where	   non–routine	   assistance	   is	  
required	   or	   anticipated,	   a	   "level	   one"	   activation	   will	   be	   declared.	   The	   Town	   EOC	   will	  
activate	  at	  full	  staffing	  level,	  to	  include	  representatives	  from	  outside	  agencies.	  This	  level	  
of	  emergency	  will	  be	  used	  for	  all	  hurricanes,	  for	  some	  tropical	  storms,	  and	  for	  any	  major	  
technological	   disasters.	   The	   Palm	   Beach	   County	   EOC	   is	   notified,	   communication	   and	  
coordination	  is	  maintained.	  State	  and	  Federal	  agencies	  are	  typically	  activated	  at	  this	  level	  
to	  augment	  Palm	  Beach	  and	  Palm	  Beach	  County	  response	  efforts.	  	  

	  
H.	   DIRECTION	  AND	  CONTROL.	  
	  
1.	   General.	  
	  

a.	   The	   Mayor	   and	   Town	   Council	   are	   authorized	   and	   responsible	   for	   policy	   making	   and	   legislation	   of	  
matters	  relative	  to	  an	  emergency.	  

	  

b.	   The	   emergency	  management	   function	   in	   Palm	   Beach	   is	   under	   the	   auspices	   of	   the	   Town	  Manager's	  
office	  and	  reports	  directly	  to	  the	  Town	  Manager.	  The	  Town	  Manager,	  in	  turn,	  addresses	  all	  statutory	  
requirements	   (F.S.	  252)	  with	  the	  Mayor,	  Town	  Council,	  Emergency	  Management	  Director	  and	  Police	  
Chief.	  

	  

c.	   The	  Town	  Manager	  is	  responsible	  for	  establishing	  objectives	  and	  policies	  for	  emergency	  management	  
and	   providing	   general	   guidance	   for	   disaster	   response	   and	   recovery	   operations.	   During	   disasters,	  
he/she	  may	  carry	  out	  those	  responsibilities	  for	  the	  EOC.	  



III.	  CONCEPT	  OF	  OPERATIONS	  
Town	  of	  Palm	  Beach,	  

Florida	  
	  

	  

BP	  III	  –	  20	  
Comprehensive	  Emergency	  Management	  Plan	  (CEMP)	  

November	  2012	  
	  

d.	   The	  Emergency	  Management	  Coordinator	  will	  act	  as	  the	  EOC	  Manager	  during	  EOC	  activation	  and	  will	  
provide	  overall	  direction	  of	  activities	  within	  the	  EOC,	  coordinating	  the	  efforts	  of	  personnel	  assigned	  by	  
various	   town	  Departments,	   in	   the	  areas	  of	  operations,	  planning,	   logistics	  and	  administration.	  During	  
major	  emergencies	  and	  disaster	  events,	  he/she	  will	  normally	  carry	  out	  those	  responsibilities	  from	  the	  
Town	  EOC.	  	  

	  
e.	   The	  EOC	  Manager	  is	  responsible	  for	  the	  proper	  functioning	  of	  the	  EOC	  and	  will	  also	  serve	  as	  a	  liaison	  

with	   State	   and	   Federal	   emergency	   agencies	   and	   neighboring	   jurisdictions.	   The	   EOC	   Manager	   will	  
advise	  other	  emergency	  officials	  on	  courses	  of	  action	  available	  for	  major	  decisions.	  

	  
f.	   The	  Incident	  Commander,	  assisted	  by	  a	  staff	  sufficient	  for	  the	  tasks	  to	  be	  performed,	  will	  manage	  the	  

emergency	  response	  at	  an	  incident	  site.	  
	  
g.	   During	   emergency	   operations,	   Department	   Directors	   retain	   administrative	   and	   policy	   control	   over	  

their	   employees	   and	   equipment.	   However,	   personnel	   and	   equipment	   assigned	   to	   assist	   with	   a	  
particular	   incident	  or	  EOC	  activity,	  will	  carry	  out	  mission	  assignments	  as	  may	  be	  directed	  by	  incident	  
commanders	   or	   the	   EOC	  Manager.	   Each	   Department	   and	   agency	   is	   responsible	   for	   having	   its	   own	  
operating	  procedures	  to	  be	  followed	  during	  response	  operations,	  but	  interagency	  procedures,	  such	  as	  
common	  communications	  protocol,	  may	  be	  adopted	  to	  facilitate	  coordinated	  effort.	  

	  
h.	   The	   Palm	   Beach	   County	   EOC	   serves	   as	   the	   liaison	   and	   coordinating	   agency	   between	   the	   Town	   and	  

State	  government.	  
	  
i.	   If	  County,	  State	  and/or	  Federal	  resources	  are	  made	  available	  to	  the	  Town,	  they	  will	  be	  under	  the	  field	  

operational	  control	  of	  the	  Town's	  Incident	  Commander(s).	  
	  
2.	   Executive	  Policy	  Group.	  
	  

a.	   The	   purpose	   of	   the	   “Executive	   Policy	   Group	   (EPG)”	   is	   to	   facilitate	   the	   process	   of	   evaluation	   and	  
incident	  planning,	  and	  possible	  activation	  and	  implementation	  of	  emergency	  functions	  and	  resources.	  
The	  EPG	  will	  also	  be	  used	  to	  support	  “Incident	  Commanders”	  in	  field	  situations.	  

	  
b.	   Members	  of	  the	  EPG	  include:	  Town	  Manager,	  Deputy	  Town	  Manager,	  and	  all	  Department	  Directors.	  	  

	  
I.	   EMERGENCY	  OPERATIONS	  CENTER	  –	  ACTIVATION.	  
	  
1.	   The	   Emergency	   Operations	   Center	   (EOC)	   is	   an	   essential	   tool	   for	   successful	   response	   and	   recovery	  

operations.	   With	   decision	   and	   policy	   makers	   located	   together,	   personnel	   and	   resources	   can	   be	   used	  
efficiently.	  Coordination	  of	  activities	  will	   insure	   that	  all	   tasks	  are	  accomplished,	  minimizing	  duplication	  of	  
efforts.	  	  

	  
2.	   Depending	  upon	  the	  severity	  and	  magnitude	  of	  the	  disaster,	  activation	  of	  the	  EOC	  may	  not	  be	  necessary,	  

may	  only	  be	  partially	   required,	  or	  may	   require	   full	  activation.	  Partial	  activation	  would	  be	  dictated	  by	   the	  
characteristics	  of	   the	  disaster	   and	  would	   involve	  only	   those	  persons	  needing	   to	   interact	   in	  providing	   the	  
Town's	  coordinated	  response.	  
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•	   EOC	  activation	  levels	  will	  follow	  the	  "emergency	  levels"	  as	  described	  in	  Paragraph	  G	  in	  this	  Section.	  	  
	  
3.	   The	  Town	  Manager	  or	  Acting	  Town	  Manager	  is	  authorized	  to	  activate	  the	  EOC.	  	  In	  the	  absence	  of	  the	  Town	  

Manager	  or	  Acting	  Town	  Manager,	  the	  following	  individuals	  are	  authorized	  to	  activate	  the	  EOC:	  
	  

a.	   Deputy	  Town	  Manager.	  
b.	   Emergency	  Management	  Director.	  
c.	   Police	  Chief.	  
	  

4.	   When	   the	   decision	   is	   made	   to	   activate	   the	   EOC,	   the	   Office	   of	   Emergency	   Management	   will	   notify	   the	  
appropriate	  staff	  members	  to	  report	  to	  the	  EOC.	  The	  EOC	  Management	  staff	  will	  take	  action	  to	  notify	  and	  
mobilize	  the	  appropriate	  organizations	  and	  operations	  centers	  which	  they	  are	  responsible	  for	  coordinating.	  

	  
•	   This	   call	  up	  procedure	   includes	  notification	  of	   the	   "Palm	  Beach	  County	  Warning	  Point"	   (P.B.	  County	  

EOC).	  
	  
5.	   When	   the	   EOC	   is	   activated,	   it	   is	   essential	   to	   establish	   a	  Division	  of	   responsibilities	   between	   the	   incident	  

command	   post	   and	   the	   EOC.	   It	   is	   essential	   that	   a	   precise	   Division	   of	   responsibilities	   be	   determined	   for	  
specific	  emergency	  operations.	  Common	  examples	  of	  EOC	  tasks	  include:	  

	  
a.	   Notify	  the	  Palm	  Beach	  Warning	  Point	  (Palm	  Beach	  County	  EOC)	  that	  the	  Town	  of	  Palm	  Beach	  EOC	  is	  

being	  activated,	  the	  level	  of	  activation,	  and	  the	  reason	  for	  the	  activation.	  
	  
b.	   Notifications	  are	  also	  made	  to	  the	  State	  emergency	  duty	  officer	  or	  State	  EOC	  (SEOC).	  
	  
c.	   EOC/ICS	  Interface	  Management:	  Coordination	  of	  on-‐scene	  to	  EOC	  interaction.	  
	  
d.	   Situational	  Awareness	  and	  Reports:	  Assemble	  accurate	  information	  and	  intelligence	  on	  the	  emergency	  

situation	  and	  current	  resource	  data	  to	  allow	  officials	  to	  make	  informed	  decisions.	  
	  
e.	   Incident	  Prioritization:	  Collaborate	  with	  representatives	  of	  emergency	  service	  agencies,	  determine	  and	  

prioritize	  required	  response	  actions	  and	  coordinate	  their	  implementation.	  
	  
f.	   Policy	  Establishment:	  	  

•	   Suspend	  or	  curtail	  government	  services,	  recommend	  the	  closure	  of	  schools	  and	  businesses,	  and	  
cancellation	  of	  public	  events.	  

	  
g.	   Public	  Protection	  Measures:	  
	  

(1)	   Direct	  Shelter–In–Place.	  
(2)	   Organize	  and	  implement	  large–scale	  evacuation.	  
(3)	   Organize	  and	  implement	  shelter	  and	  mass	  arrangements	  for	  evacuees.	  
(4)	   Coordinate	  traffic	  control	  for	  large–scale	  evacuations.	  

	  
h.	   Resource	  Management:	  Provide	  resource	  support	  for	  the	  incident	  command	  operations.	  
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(1)	   Acquire	  and	  Request;	  
(2)	   Allocate	  and	  Prioritize;	  
(3)	   Cost	  control	  analysis	  measures.	  

	  
i.	   Emergency	  Public	  Warning:	  Issue	  community–wide	  warnings.	  
	  
j.	   Record	  Keeping:	  Gather,	  process,	  analyze,	  and	  store	  incident	  records.	  	  
	  
k.	   Emergency	   Public	   Information:	   Issue	   emergency	   instructions;	   provide	   information	   to	   the	   general	  

public	  and	  Joint	  Information	  Center	  Management.	  
	  
l.	   Liaison	  Coordination:	  Request	  and	  coordinate	  assistance	  from	  the	  State	  and	  other	  external	  sources.	  

	  
J.	   EMERGENCY	  OPERATIONS	  CENTER	  (EOC):	  ORGANIZATION,	  OPERATIONS	  AND	  STAFFING.	  
	  
1.	   Overview.	  	  
	  

a.	   The	  EOC	  management	  structure	  is	  intended	  to	  be	  flexible	  and	  should	  be	  modified	  by	  the	  EOC	  Incident	  
Commander,	   the	  EOC	  Manager	   and	   the	  EOC	  Section	  Chiefs,	   to	  meet	   the	  demands	  of	   any	  particular	  
situation.	  

	  
b.	   The	   EOC	   Incident	   Commander	   will	   implement	   policy	   directives	   and	   will	   have	   overall	   management	  

responsibility	  for	  the	  incident.	  	  
	  
c.	   The	   EOC	   Incident	   Commander	   directs	   EOC	   response	   actions	   to	   save	   lives	   and	   protect	   property	   and	  

recommends/implements	   population	   protective	   actions.	   Within	   the	   framework	   of	   the	   EOC,	   all	  
available	  resources	  are	  identified	  and	  mobilized	  as	  necessary.	  Tasks	  are	  prioritized	  and	  resources	  used	  
within	  this	  priority	  framework.	  

	  
d.	   Departments	   will	   document	   appointments	   and	   work	   assignments	   in	   an	   emergency	   situation.	   They	  

submit	   a	   complete	   emergency	   action	   plan	   on	   staffing	   allocation,	   equipment	   distribution,	   and	   other	  
emergency	  related	  needs	  as	  requested	  by	  the	  EOC	  Incident	  Commander.	  A	  Department	  carries	  out	  its	  
emergency	  duties	  as	  described	  in	  the	  CEMP	  concurrently	  with	  its	  essential	  functions	  as	  described	  in	  its	  
Continuity	  of	  Operations	  Plan	  (COOP).	  

	  
e.	   All	   Town	   officers	   and	   employees	   are	   part	   of	   the	   Town	   of	   Palm	   Beach’s	   emergency	   management	  

organization	   and	   may	   be	   called	   on	   to	   perform	   emergency	   management	   functions	   during	   an	  
emergency.	  

	  
2.	   Use	  of	  the	  National	  Incident	  Management	  System	  (NIMS)	  and	  Incident	  Command	  System	  (ICS).	  
	  

a.	   The	   EOC	   utilizes	   a	   modified	   organizational	   structure	   of	   the	   National	   Incident	  Management	   System	  
(NIMS)/	   Incident	   Command	   System	   (ICS)	   in	   the	   context	   of	   both	   pre–incident,	   post–incident	   and	  
recovery	  activities.	  The	  EOC	  organization	  adapts	  to	  the	  magnitude	  and	  complexity	  of	  the	  situation	  at	  
hand,	   and	   incorporates	   the	   NIMS	   principles	   regarding	   span	   of	   control	   and	   standard	   organizational	  
structure.	  
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b.	   Although	  the	  EOC	  uses	  a	  modified	  ICS	  structure,	  the	  EOC	  does	  not	  generally	  directly	  manage	  on–scene	  

operations.	  Instead,	  the	  EOC	  focuses	  on	  policy	  decisions,	  providing	  multi–agency	  support	  to	  on–scene	  
efforts,	   develops	   situational	   awareness	   for	   the	   entire	   Town,	   and	   conducting	   broader	   operational	  
management	   for	   activities	   such	   as	   mass	   shelter,	   catastrophic	   evacuation,	   and	   public	   information	  
activities.	  

	  
3.	   EOC	  Positions.	  	  
	  

a.	   EOC	   Incident	   Commander.	   Provides	   overall	   direction	   and	   control,	   and	   is	   responsible	   for	   making	  
decisions	   necessary	   to	   meet	   the	   emergency/disaster	   impacts	   to	   include	   management	   of	   incident	  
activities,	   development	   and	   implementation	   of	   strategic	   decisions,	   and	   approving	   the	   ordering	   and	  
releasing	  of	  resources.	  	  

	  
b.	   Public	   Information	   Officer.	   The	   “Public	   Information	   Officer	   (PIO)”	   reports	   to	   the	   EOC	   Incident	  

Commander.	   The	   PIO	   Section	   includes	   various	   units	   to	   manage:	   Rumor	   Control;	   Public	   Enquiries;	  
Media	  Enquiries;	  Social	  Media	  monitoring,	  and	  Public	  Warnings,	  Information	  and	  Instruction.	  

	  
c.	   Executive	  Policy	  Group.	  The	  Executive	  Policy	  Group	  is	  comprised	  of	  Department	  leaders	  who	  provide	  

strategic	  advice	  and	  policy	   recommendations	   to	   the	  EOC	   Incident	  Commander.	  This	  group	  meets	  as	  
needed	  and	  is	  chaired	  by	  the	  EOC	  Incident	  Commander.	  

	  
d.	   EOC	  Manager.	  The	  “EOC	  Manager”	  reports	  to	  the	  EOC	  Incident	  Commander.	  	  
	  

(1)	   The	  EOC	  Manager	  insures	  that	  the	  EOC	  is	  adequately	  staffed	  and	  that	  appropriate	  functions	  are	  
activated	  to	  meet	  the	  emergency	  tasks	  and	  demands.	  

	  
(2)	   Advises	  the	  Incident	  Commander	  as	  needed.	  	  
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Town	  of	  Palm	  Beach	  

Emergency	  Operations	  Center	  (EOC)	  
Incident	  Command	  System	  (ICS)	  Organizational	  Structure	  

5.0	  	  Finance/	  
Administration	  Section	  

4.0	  	  Logistics	  
Section	  

2.0	  	  Operations	  
Section	  

3.0	  	  Planning	  
Section	  

2.1.1	  	  Fire	  Fighting	  Unit	  

2.1.2	  	  Health	  &	  Medical	  Unit	  	  

2.1.3	  	  Search	  &	  Rescue	  Unit	  	  

2.1.4	  	  Hazardous	  Materials	  
Unit	  

2.2.1	  	  Military	  Support	  Unit	  

2.2.2	  	  Volunteers	  Unit	  

2.2.3	  	  Law	  Enforcement	  &	  
Security	  Unit	  	  

2.2.4	  	  Animal	  Protection	  Unit	  

2.3.1	  	  Public	  Works	  &	  
Engineering	  Unit	  

2.3.2	  	  Utilities	  Unit	  

4.1.1	  	  Communications	  Unit	  

4.1.2	  	  Donations	  Unit	  

4.1.3	  	  Food	  Unit	  

2.1	  Fire	  –	  Rescue	  Branch	  

2.2	  Police	  Branch	  

2.3	  Public	  Works	  Branch	  

4.1	  	  Services	  Branch	  

4.2	  	  Support	  Branch	  

3.1	  	  Situation	  Unit	  

3.3	  	  Planning	  Unit*	  

*IAPs:	  Demobilization	  &	  Recovery	  

3.4	  	  Resource	  Status	  Unit	  

v012211	  

1.5	  Safety	  Officer	  

1.6	  Liaison	  Officer	  

1.4.1	  EOC	  Support	  Officer	  

1.4	  EOC	  Manager	  

1.2	  Executive	  Policy	  
Group	  

1.0	  	  INCIDENT	  
COMMANDER	  

	  
DEPUTY	  

(Rumor	  Control,	  Public	  &	  Business	  Outreach)	  	  
	  

1.1	  Mayor/Town	  
Council	  

1.3	  Public	  
Information	  	  Officer	  

3.5	  	  Documentation	  Unit	  

4.2.1	  	  Supply	  Unit	  
(Includes	  Resource	  Support)	  

4.2.2	  	  Facilities	  Unit	  
(Includes	  Mass	  Care	  Support)	  

4.2.3	  	  Ground	  Support	  Unit	  
(Includes	  Transportation	  Support)	  

5.2	  	  Cost	  Unit	  

5.3	  	  Time	  Unit	  

5.4	  	  Claims	  &	  Compensation	  
Unit	  

5.1	  	  Procurement	  Unit	  

3.2	  	  Damage	  Assessment	  Unit	  
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e.	   EOC	   Support	   Officer.	   The	   “EOC	   Support	   Officer”	   maintains	   the	   EOC	   readiness,	   proper	   staffing	   by	  
emergency	  management	  personnel,	  and	  provides/coordinates	  the	  EOC	  administrative,	   logistical,	  and	  
communication	  support	  required	  during	  EOC	  operations.	  

	  
f.	   Safety	  Officer.	  The	  “Safety	  Officer”	  reports	  to	  and	  advises	  the	  EOC	  Incident	  Commander	  on	  EOC	  and	  

operational	  safety	  issues.	  
	  
g.	   Liaison	  Officer.	  The	  “Liaison	  Officer”	  staffed	  or	  assigned	  by	  the	  EOC	  Incident	  Commander	  is	  the	  point	  

of	  contact	  with	  other	  agencies,	  and:	  
	  

(1)	   Coordinates	  Agency	  Representatives	  assigned	  to	  the	  EOC	  as	  well	  as	  requests	  from	  other	  agencies	  
for	  sending	  liaison	  personnel	  to	  other	  EOCs.	  

	  
(2)	   Functions	  as	  a	  central	  location	  for	  incoming	  Agency	  Representatives,	  and	  will	  provide	  workspace	  

and	  arrange	  for	  support	  as	  necessary.	  
	  
h.	   EOC	  Section	  Chiefs.	  	  
	  

(1)	   There	  are	  four	  EOC	  Sections:	  Operations;	  Planning;	  Logistics;	  Finance	  and	  Administration.	  
	  
(2)	   Each	   of	   these	   Sections	   have	   branches	   or	   units	   that	   are	   functionally	   oriented.	   The	   size	   and	  

functions	   within	   this	   organization	   will	   be	   dictated	   by	   the	   magnitude	   and	   nature	   of	   the	  
emergency.	  

	  
i.	   EOC	  Operations	  Section.	  The	  EOC	  Operations	  Section	  is	  responsible	  for	  all	  tactical	  command	  support	  

and	   coordination	   of	   incident	   response	   assets.	   	   The	   Operations	   Chief	   position	   is	   staffed	   by	   the	  
situational	  needs	  of	  the	  emergency,	  i.e.	  Fire,	  Law	  Enforcement,	  Public	  Works,	  etc.	  

	  
j.	   EOC	   Planning	   Section.	   The	   EOC	   Planning	   Section	   collects,	   evaluates,	   disseminates,	   and	   documents	  

information	   about	   the	   incident,	   status	   of	   resources,	   develops	   the	   Incident	   Action	   Plans,	   compiles	  
damage	  assessment,	  and	  develops	  recovery	  plans.	  

	  
k.	   EOC	   Logistics	   Section.	   The	   EOC	   Logistics	   Section	   is	   responsible	   for	   providing	   all	   support	   needs	   to	  

emergency	  incident	  sites,	  and	  will	  order	  all	  resources,	  and	  provide	  facilities,	  supplies,	  and	  services.	  
	  
l.	   Finance	  and	  Administration	  Section.	   The	  EOC	  Finance	  and	  Administration	  Section	   is	   responsible	   for	  

monetary,	  financial,	  and	  administrative	  functions.	  
	  
4.	   Extended	  Operations.	  	  
	  

a.	   The	  EOC	  may	  be	  required	  to	  operate	  on	  a	  24	  hour	  basis	  for	  the	  duration	  of	  an	  emergency.	  During	  a	  24	  
hour	  operation,	  shifts	  will	  normally	  last	  12	  hours,	  but	  may	  be	  adjusted	  based	  on	  the	  needs	  created	  by	  
the	  emergency.	  

	  
b.	   Each	   position	   in	   the	   EOC	  must	   have	   a	   total	   of,	   at	   minimum,	   two	   people	   designated	   to	   cover	   shift	  

staffing	  during	  a	  24	  hour	  period.	  	  
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K.	   FACILITIES.	  
	  
1.	   Incident	  Command	  Post	  (ICP).	  
	  

a.	   The	   tactical	   level,	   on–scene	   incident	   command	  and	  management	  organization	   is	   located	   at	   the	   ICP.	  
When	   multiple	   command	   authorities	   are	   involved,	   the	   ICP	   may	   be	   led	   by	   a	   Unified	   Command,	  
comprised	   of	   officials	   who	   have	   jurisdictional	   authority	   or	   functional	   responsibility	   for	   the	   incident	  
under	  an	  appropriate	  law,	  ordinance,	  or	  agreement.	  The	  Unified	  Command	  provides	  direct,	  on–scene	  
control	  of	  tactical	  operations	  and	  utilizes	  a	  NIMS	  ICS	  incident	  management	  team	  organization.	  

	  
b.	   The	  ICP	  is	  usually	  located	  at	  or	  in	  the	  immediate	  vicinity	  of	  the	  incident	  site.	  The	  location	  is	  selected	  by	  

the	  agency	  having	  primary	   jurisdictional	  authority	   for	  managing	   the	   incident	  at	   this	   level.	  Generally,	  
there	   is	   one	   ICP	  established	   for	   each	   incident.	  Depending	  on	   the	  number	   and	   location	  of	   incidents,	  
there	  may	  be	  multiple	  ICPs.	  

	  
2.	   Emergency	  Operations	  Center	  (EOC).	  
	  

a.	   The	  Town	  EOC	  is	  located	  on	  the	  third	  floor	  of	  the	  Central	  Fire	  Station.	  
	  
b.	   The	  secondary,	  or	  alternate	  EOC	  is	  located	  at	  the	  Town	  of	  Palm	  Beach	  Police	  Department.	  
	  
c.	   Emergency	  Management	  is	  responsible	  for	  the	  readiness	  and	  support	  of	  the	  EOC.	  
	  
d.	   Fire	   and	   Police	   responders	   involved	   in	   disaster	   operations	   will	   maintain	   operations	   through	   the	  

Police/Fire	  Communications	  Center.	  
	  
e.	   Any	  Department	  operating	  from	  another	   location	  other	  than	  the	  EOC	  will	  maintain	  contact	  with	  the	  

EOC	  through	  direct	  redundant	  communications,	  such	  as	  telephone,	  radio	  and	  fax.	  
	  
f.	   All	   Departments	   are	   responsible	   to	   insure	   that	   communication	   systems	   are	   in	   place	   between	   EOC	  

representatives	  and	  their	  Departments.	  
	  
g.	   Each	  Department	  will	  bring	   to	   the	  EOC	  their	  own	  portable	   radio,	  charger,	   spare	  batteries,	  headsets,	  

and	  cellular	  phones.	  Land	  phones	  will	  be	  provided	  at	  the	  EOC.	  
	  
h.	   Communications	  to	  the	  general	  public	  will	  be	  through	  the	  media,	  coordinated	  by	  the	  on–scene	  Public	  

Information	  Officer	   (PIO)	   as	   approved	   by	   the	   Town	  Manager.	   The	   Emergency	   Alert	   System	   (EAS)	   is	  
accessed	  through	  the	  Palm	  Beach	  County	  EOC.	  	  

	  
i.	   RACES/ARES	   (Amateur)	   Radio	   is	   utilized	   during	   emergency/disaster	   situations	   where	   normal	  

governmental	   communication	   systems	   have	   sustained	   damage	   or	   when	   additional	   communications	  
are	  required.	  The	  EOC	  has	  the	  capability	  to	  put	  up	  an	  antenna	  and	  there	  are	  FCC	  licensed	  people	  in	  the	  
Town.	  	  Licensed	  operators	  may	  be	  called	  upon	  for	  assistance.	  

	  
3.	   Department	  Operating	  Locations.	  
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•	   Each	  Town	  Department	  will	  establish	  a	  primary	  location	  and	  alternate	  location	  from	  which	  to	  establish	  
direction	   and	   control	   of	   its	   respective	   activities	   in	   an	   emergency	   or	   disaster.	   This	  may	   be	   from	   the	  
EOC,	  or	  other	  location,	  depending	  upon	  the	  circumstances.	  	  

	  
4.	   911	  Communications.	  
	  

a.	   Fire	  and	  Law	  Enforcement	  responders	  involved	  in	  disaster	  operations	  will	  maintain	  operations	  through	  
the	  911	  Communications	  Center	  until	  advised	  to	  communicate	  directly	  through	  the	  EOC.	  

	  
b.	   Any	  Department	  operating	  from	  another	   location	  other	  than	  the	  EOC	  will	  maintain	  contact	  with	  the	  

EOC	  through	  direct	  redundant	  communications,	  such	  as	  telephone,	  radio	  and	  fax.	  
	  
5.	   Joint	  Field	  Office	  (JFO).	  
	  

a.	   The	  JFO	  is	  a	  Federal	  multi–agency	  coordination	  center	  established	  locally.	  It	  provides	  a	  central	  location	  
for	   coordination	   of	   Federal,	   State,	   local,	   nongovernmental,	   and	   private	   sector	   organizations	   with	  
responsibility	  for	  response	  and	  incident	  support.	  	  

	  
b.	   The	  Palm	  Beach	  County	  EOC	  will	  inform	  the	  Town	  of	  any	  establishment	  and	  location	  of	  a	  JFO.	  

	  
6.	   Joint	  Information	  Center	  (JIC).	  
	  

•	   The	   JIC	   is	   a	   location	   where	   public	   affairs	   professionals	   from	   organizations	   involved	   in	   incident	  
management	   activities	   work	   together	   to	   provide	   critical	   emergency	   information,	   crisis	  
communications,	  and	  public	  affairs	   support.	  The	   JIC	  serves	  as	  a	   focal	  point	   for	   the	  coordination	  and	  
dissemination	  of	   information	   to	   the	  public	  and	  media.	  This	  may	  also	   include	  a	  Public	   Inquiry	  Center	  
which	   is	   responsible	   for	   receiving	   and	   responding	   to	   public	   inquiries	   regarding	   the	   disaster.	   It	   is	  
normally	  established	  and	  managed	  by	  the	  EOC.	  

	  
7.	   Disaster	  Recovery	  Center	  (DRC).	  
	  

•	   When	  established	   in	  coordination	  with	  State	  and	   local	   jurisdictions,	  a	  DRC	   is	  a	  Federally	  established	  
central	   facility	  where	   individuals	   affected	   by	   a	   disaster	   can	   obtain	   information	   on	   disaster	   recovery	  
assistance	  programs	  from	  various	  Federal,	  State,	  local,	  private	  sector,	  and	  voluntary	  organizations.	  

	  
8.	   Point	  of	  Distribution.	  
	  

•	   A	  Point	  of	  Distribution	  (POD)	  is	  a	  centralized	  location	  for	  the	  receipt	  of	  resources	  and	  supplies	  being	  
provided	   in	   support	   of	   disaster	   operations.	   It	   is	   at	   this	   location	   that	   incoming	   resources	   will	   be	  
received,	  sorted	  and	  distributed.	  	  

	  
L.	   ALERT	  AND	  WARNING.	  
	  
1.	   Alerts	  and	  Notifications.	  
	  

a.	   The	   Town	   of	   Palm	   Beach	   may	   receive	   initial	   warnings	   of	   a	   disaster,	   potential	   disaster,	   or	   other	  
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Incidents	   of	   Critical	   Significance,	   from	   the	   Town	   and	   County	   Departments,	   the	   National	   Warning	  
System,	  neighboring	   jurisdictions,	   the	   State	  EOC,	   the	  National	  Weather	   Service,	   the	  news	  media,	  or	  
the	  general	  public.	  

	  

b.	   Incidents	  of	  Critical	  Significance	  are	  those	  high-‐impact	  events	  that	  require	  a	  coordinated	  and	  effective	  
response	   by	   an	   appropriate	   combination	   of	   Town,	   private-‐sector,	   and	   nongovernmental	   entities	   in	  
order	  to	  manage	  an	  emergency	  event.	  Incidents	  of	  Critical	  Significance	  which	  requires	  notification	  to	  
Emergency	  Management	  may	  include,	  but	  are	  not	  limited	  to	  the	  following:	  

	  

(1)	   Any	   incident	   which	   may	   require	   a	   substantial	   evacuation	   and/or	   temporary	   displacement	   of	  
multiple	   persons	   (>15)	   or	   where	   assistance	   in	   coordinating	   temporary	   sheltering	   or	   providing	  
transportation	  assistance.	  

	  

(2)	   Any	  event	  posing	  a	  potential	  or	  actual	   threat	   for	  a	  mass	   casualty	   incident	  of	   level	  2	  or	  greater	  
(>11	  victims).	  

	  

(3)	   Have	   significant	   impact	   and/or	   require	   significant	   information	   sharing,	   resource	   coordination,	  
and/or	  assistance.	  	  

	  

(4)	   Attract	  a	  sizable	  influx	  of	  independent,	  spontaneous	  volunteers.	  
	  

(5)	   Overwhelm	  capabilities	  of	  government,	  and	  infrastructure	  owners	  and	  operators.	  
	  

(6)	   Any	  incidents	  pertaining	  to	  significant	  hazardous	  material	  releases.	  
	  

(7)	   Events	   which	   create	   substantial	   media	   attention	   that	   may	   significantly	   impact	   the	   Town’s	  
corporate	  reputation.	  

	  

(8)	   Any	   severe	  weather	   related	  warning	   (from	  County	  Warning	  Point)	   or	  phenomena	   indicating	  or	  
involving	  serious	  injury	  or	  property	  damage.	  

	  

(9)	   Any	   incident	   which	   close	   or	   significantly	   block	   major	   thoroughfares	   within	   the	   Town	   for	   an	  
extended	  time	  period	  due	  to	  emergency	  events.	  

	  

(10)	   Any	  prolonged	  outage	  of	  public	  utilities:	  
	  

(a)	   Electrical:	  sustained	  electrical	  outage	  resulting	  in	  loss	  of	  power	  in	  excess	  of	  six	  hours;	  
(b)	   Natural	  gas:	   line	  breaks	   requiring	  evacuation	  of	  a	   significant	  number	  of	   the	  general	  public	  

and/or	  closing	  of	  a	  major	  roadway;	  or	  loss	  of	  natural	  gas	  capacity	  in	  excess	  of	  six	  hours	  for	  a	  
significant	  number	  of	  residents.	  	  

(c)	   Sewer:	  any	  spill	  involving	  flow	  rate	  in	  excess	  of	  100	  gallons	  per	  minute	  or	  any	  spill	  in	  excess	  
of	  500	  gallons	  into	  any	  major	  body	  of	  water;	  	  

(d)	   Water:	   any	   line	   break	   lowering	   pressure	   to	   a	   point	   requiring	   a	   ‘boil	   water”	   order	   or	   an	  
outage	  predicted	  to	  exceed	  six	  hours.	  

	  

(11)	   Any	   incident	  where	  public	   resources	  within	   the	   Town	  are	  depleted,	   being	  deployed	  out	   of	   the	  
Town	   (except	   for	   emergency	   services	  mutual	   aid)	   or	   any	   event	   posing	   a	  major	   environmental	  
threat.	  
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(12)	   Any	  terrorism	  event.	  
	  

c.	   Upon	  the	  receipt	  of	  notification	  of	  any	  significant	  event,	  the	  911	  Communications	  Center	  will:	  
	  

(1)	   Notify	  the	  Town	  Manager.	  	  
(2)	   Notify	  County	  and	  State	  warning	  points	  as	  necessary.	  
(3)	   Notify	  appropriate	  response	  agencies:	  Police,	  Fire/Rescue,	  Public	  Works.	  
(4)	   Notify	  public.	  

	  
2.	   Watch,	  Standby	  Procedures.	  	  
	  

a.	   A	  watch/standby	  designation	  is	  an	  elevated	  advisory	  or	  response	  condition	  in	  order	  to	  make	  advance	  
emergency	   preparations.	   The	   Town	   Manager,	   Deputy	   Town	   Manager,	   Emergency	   Management	  
Director,	  may	   issue	   a	  watch/standby	  order	   if	   a	   pending	  disaster	   has	   the	  potential	   of	   affecting	  Palm	  
Beach.	  When	  issued,	  Town	  Departments	  and	  partner	  agencies	  will	  take	  the	  following	  actions:	  

	  
(1)	   Review	  this	  document.	  
(2)	   Notify	  employees.	  
(3)	   Review	  agency	  specific	  emergency	  plans.	  
(4)	   Insure	  that	  Department	  vehicles	  and	  equipment	  are	  serviced	  and	  ready.	  
(5)	   Inventory	   existing	   communication	   equipment.	   Be	   prepared	   to	   collect	   and	   redistribute	   radios,	  

portable	  telephones,	  chargers,	  batteries,	  etc.	  
(6)	   Obtain	  maps,	  drawings,	  and	  other	  emergency	  aids.	  
(7)	   Continue	  to	  provide	  routine	  service	  to	  the	  public,	  but	  plan	  to	  change	  to	  emergency	  procedures	  

upon	  warning	  notification.	  
	  
b.	   Recall	   procedures	   vary	   by	   Department,	   and	   each	   Department	   has	   the	   responsibility	   to	   inform	  

employees	   of	   proper	   recall	   procedures.	   Employees	   who	   are	   recalled	   are	   expected	   to	   secure	   their	  
families	  and	  homes,	  and	  report	  promptly	  to	  their	  assigned	  positions.	  

	  
c.	   Employees	   who	   are	   recalled	   should	   realize	   that	   the	   emergency	   may	   be	   several	   days	   or	   longer	   in	  

duration.	   Each	   employee	   should	   report	   to	   his/her	   emergency	   assignment	   with	   personal	   items	  
necessary	  for	  72	  hours	  (e.g.	  personal	  articles,	  toiletries,	  change	  of	  clothing,	  medications,	  special	  non–
refrigerated	  dietary	  foods,	  blankets/sleeping	  bag,	  etc.)	  

	  
d.	   The	  public	  will	  be	  notified	  that	  Palm	  Beach	  is	  in	  a	  watch/standby	  situation	  and	  will	  be	  advised	  to	  take	  

appropriate	  preparedness	  measures.	  
	  

3.	   Warning.	  	  
	  

a.	   In	  the	  event	  of	  an	  imminent	  or	  actual	  disaster	  the	  911	  Communications	  will:	  
	  

(1)	   Notify	  Town	  Manager,	  Emergency	  Management	  Director,	  Police	  Chief,	  and	  Fire/Rescue	  Chief.	  	  
(2)	   Notify	  County	  and	  State	  warning	  points.	  
(3)	   Notify	  appropriate	  response	  agencies:	  Police,	  Fire/Rescue,	  Public	  Works.	  
(4)	   Notify	  public.	  
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b.	   The	  Town	  of	  Palm	  Beach	  will	   initiate	  actions	  to	  warn	  citizens	  and	  visitors	  by	  all	  means	  available.	  See	  

Table	  6:	  Alert	  &	  Warning	  System	  for	  details.	  	  
	  
c.	   Upon	   notification	   of	   a	   warning	   (imminent	   or	   spontaneous	   event),	   each	   Department	   will	   initiate	  

internal	  notification	  actions	  to:	  	  
	  

(1)	   Alert	  employees	  assigned	  to	  emergency	  duties.	  
(2)	   As	  appropriate	  to	  the	  situation	  or	  specific	  instructions:	  

(a)	   Suspend	  or	  curtail	  normal	  business	  activities.	  
(b)	   Recall	  essential	  off	  duty	  employees.	  
(c)	   Send	  non	  critical	  employees	  home.	  
(d)	   Secure	  and	  evacuate	  the	  Department's	  facilities.	  

(3)	   If	  requested,	  augment	  the	  Town’s	  effort	  to	  warn	  the	  public.	  	  
	  
4.	   Emergency	  Public	  Information.	  
	  

a.	   Rapid	  dissemination	  of	   information	   is	  essential	  and	  vital	   for	  health	  and	  safety	  protection	  during	  and	  
after	   emergencies	   and	   disasters.	   The	   primary	  means	   to	   do	   this	   is	   by	   direct	   contact	  with	   the	  media	  
through	  prepared	  Statements	  by	   the	  Town	  PIO	   in	   coordination	  with	   the	  Town	  Manager	  using	  press	  
releases,	  public	  service	  announcements,	  and	  telephonic	  or	  social	  media	  networking	  applications.	  	  

	  
b.	   Citizens	   have	   the	   responsibility	   to	   prepare	   themselves	   and	   their	   families	   to	   cope	   with	   emergency	  

situations	   and	  manage	   their	   affairs	   and	  property	   in	  ways	   that	  will	   aid	   the	   government	   in	  managing	  
emergencies.	   The	   Town	  will	   assist	   citizens	   in	   carrying	   out	   these	   responsibilities	   by	   providing	   public	  
information	  and	  instructions	  prior	  to	  and	  during	  emergency	  situations.	  

	  
c.	   In	  the	  event	  an	  incident	  requires	  comprehensive	  public	  information,	  the	  Emergency	  Operations	  Center	  

may	   establish	   a	   Joint	   Information	   Center	   (JIC).	   The	   JIC	   serves	   as	   the	   location	   representing	   various	  
organizations	  from	  local,	  State,	  or	  Federal	  jurisdictions	  to	  coordinate	  the	  dissemination	  of	  emergency	  
public	   information.	   In	   coordinating	   timely	   and	   consistent	   information,	   the	   JIC	   serves	   to	   reduce	  
information	  gaps,	  misinformation	  and	  rumors	  during	  an	  emergency.	  

	  

Table	  6:	  Town	  of	  Palm	  Beach	  Alert	  &	  Warning	  System	  

The	  Town	  of	  Palm	  Beach's	  
Alert	  and	  Warning	  System	  is	  
comprised	  of:	  
	  

Multiple	   communications	   systems	   and	   methods	   that	   include:	   telephone	  
(landline	   and	   cell),	   radio,	   internet,	   web	   page,	   social	   media,	   email	   /	   fax	  
"blast"	   lists,	   conference	   calls,	   emergency	   meetings,	   radio	   station(s),	   TV	  
station(s),	  and	  door	  to	  door	  visits.	  	  

The	  Town	  and	  Emergency	  
Management	  receives	  alerts,	  
notifications	  and	  warnings	  
from:	  

•	   911	  communications	  center(s).	  
•	  	  	  	  	  	  	  Palm	  Beach	  County	  Warning	  Point.	  
•	   National	  Weather	  Service.	  
•	   State	  EOC.	  
•	   County	  EOC.	  
•	   Media.	  
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•	   Federal,	  State,	  County	  law	  enforcement.	  
•	   General	  public.	  

Town	  Departments	  and	  key	  
officials	  receive	  alerts,	  
notifications	  and	  warnings	  by	  
the	  following	  means:	  

•	   Through	  911	  communications	  center:	  paging	  and	  text	  messages.	  
•	   Telephone,	  cell	  phone.	  
•	   Radio	  system.	  
•	   Emergency	  management	  notification.	  
•	   Email.	  
•	   Emergency	  meetings.	  

The	  Town	  issues	  alerts,	  
notifications,	  warnings	  by	  the	  
following	  means:	  

•	   Through	  911	  communications	  center:	  paging	  and	  text	  messages.	  
•	   Telephone,	  cell	  phone.	  
•	   Radio	  system.	  
•	   Emergency	  management	  notification.	  
•	   Email.	  
•	   Emergency	  meetings.	  
•	   Website,	  Social	  Media.	  	  

General	  public	  receive	  alerts,	  
notifications	  and	  warnings	  by	  
the	  following	  means:	  

•	   Media	  coordinated	  by	  the	  Town	  Manager	  and	  PIO.	  
•	   Emergency	  Alert	  System	  accessed	  through	  the	  County	  EOC.	  
•	   Reverse	  911	  available	  through	  the	  County	  EOC.	  
•	   TV,	  cable	  TV	  and	  radio	  (through	  local	  radio	  and	  TV	  stations).	  
•	   Disaster	  hotline	  and	  rumor	  control.	  	  
•	   Law	  Enforcement	  and	  fire	  mobile	  public	  address	  (PA)	  system.	  	  
•	   “Door	  to	  door”	  notifications.	  
•	   Emergency	  information	  packets,	  brochures.	  
•	   Weather	  alert	  radio.	  
•	   Town	  Website	  and	  Social	  media.	  

Individuals	  /	  Groups	  with	  
Access	  &	  Functional	  Needs	  
may	  receive	  alerts,	  
notifications,	  warnings	  by	  the	  
following	  means:	  

•	   Door–to–door	   warnings	   for	   handicapped,	   visually	   and	   hearing	  
impaired.	  

•	   Telephonic	   community	  notification	   system	  through	   the	  County	   (e.g.,	  
GEOCAST).	  

•	   Personal	  contact.	  
•	   Email.	  
•	   Website.	  

	  
M.	   EMERGENCY	  PROCLAMATION,	  REQUEST	  FOR	  ASSISTANCE	  AND	  RESOURCE	  REQUESTS.	  
	  
1.	   Emergency	  Proclamation.	  
	  

a.	   A	   local	   "Emergency	   Proclamation"	   is	   the	   legal	  method	  which	   authorizes	   extraordinary	  measures	   to	  
meet	  emergencies	  and/or	   solve	  disaster	  problems.	  A	  proclamation	  allows	   for	   the	  emergency	  use	  of	  
resources	   (Town	   personnel,	   supplies,	   equipment,	   materials,	   facilities),	   the	   by–passing	   of	   time	  
consuming	   requirements	   such	   as	   hearings	   and	   the	   competitive	   bid	   process,	   and	   activates	  
extraordinary	   measures	   as	   outlined	   in	   this	   plan.	   A	   proclamation	   is	   usually	   a	   prerequisite	   for	   State	  
and/or	  Federal	   assistance	  and	  made	  at	   the	  onset	  of	   a	  disaster	   to	  allow	   the	  Town	   to	  do	  as	  much	  as	  
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possible	  to	  help	  itself.	  
	  
b.	   In	  preparing	  a	  proclamation,	  a	  description	  of	  the	  event	  and	  the	  necessary	  emergency	  authorizations	  

need	  to	  be	  documented.	  The	  Palm	  Beach	  County	  EOC	  should	  be	  informed,	  and	  a	  news	  release	  made	  
as	  soon	  as	  possible	  when	  an	  Emergency	  Proclamation	  is	  signed.	  	  

	  
c.	   The	  Police	  Chief	  may	  declare	  a	  State	  of	  Local	  Emergency	  to	  expedite	  access	  to	  local	  resources	  needed	  

to	   cope	   with	   the	   incident.	   If	   the	   needed	   response	   exceeds	   these	   local	   capabilities,	   a	   disaster	   has	  
occurred.	   The	   Mayor,	   Town	   Council,	   Town	   Manager	   and	   Police	   Chief	   may	   further	   ask	   for	   a	  
gubernatorial	  declaration	  and	  State	  and	  Federal	  assistance.	  	  

	  
2.	   Request	  for	  Assistance.	  
	  

a.	   If	  the	  situation	  is	  beyond	  local	  capability,	  a	  request	  for	  State	  assistance,	  and/or	  Federal	  assistance	  may	  
be	   in	   the	   original	   proclamation	   or	   included	   in	   a	   second	   proclamation	   presented	   to	   the	   Governor	  
through	  the	  Palm	  Beach	  County	  EOC	  and	  the	  State	  EOC.	  The	  “Local	  Proclamation”	  and	  the	  “Request	  
for	  Assistance”	  are	  two	  separate	  actions,	  although	  they	  may	  be	  combined.	  Part	  of	  this	  proclamation	  
includes	  the	  Mayor	  proclaiming	  the	  Town	  “a	  disaster	  area.”	  	  

	  
b.	   The	  Palm	  Beach	  County	  EOC	  serves	  as	  the	  liaison	  and	  coordinating	  agency	  between	  Palm	  Beach	  and	  

State	  government.	  
	  
c.	   At	   the	   State	   level,	   decision	  making	   authority	   and	   commitment	  of	   State	   resources	   is	   retained	   at	   the	  

State	  EOC	  (SEOC)	  or	  by	  the	  State	  Emergency	  Response	  Team	  (SERT)	  leader.	  The	  SERT	  leader	  may	  issue	  
mission	   assignments	   to	   State	   agencies	   (State	   ESFs)	   in	   support	   of	   local	   response	   needs.	   Mission	  
assignments	   and	  mutual	   aid	   agreements	   coordinated	  by	   the	   State,	   are	   tracked	   in	   the	   SEOC	  by	   staff	  
reporting	  to	  the	  SERT	  leader.	  

	  
d.	   Should	  Federal	  assistance	  be	  granted,	  a	  State	  coordinating	  officer	  (SCO)	  will	  be	  appointed	  to	  interface	  

directly	   with	   the	   Federal	   government	   and	   to	   coordinate	   Federal	   ESFs	   mobilized	   to	   support	   local	  
emergency	  operations.	  	  

	  
3.	   Resource	  Requests.	  	  
	  

a.	   The	   Town	   EOC	   must	   validate	   and	   approve	   all	   Palm	   Beach	   resource	   requests	   and	   verify	   that	   local	  
resources	  have	  been	  exhausted,	  and	  that	  resources	  are	  not	  available	  from	  the	  local	  private	  sector.	  The	  
decision	  making	   and	   resource	   allocation	   process	   is	   illustrated	   in	   Figure	   3:	   Emergency	  Management	  
Resource	  Assistance	  Structure.	  

	  
b.	   The	  Palm	  Beach	  County	  EOC	  will	  attempt	  to	  support	  all	  requests	  for	  resource	  support	  from	  locally	  or	  

regionally	   available	   resources	   until	   these	   have	   been	   exhausted.	   Unmet	   resource	   requests	   will	   be	  
consolidated	  and	  forwarded	  to	  the	  State.	  Resource/mission	  requests	  from	  the	  EOC	  to	  the	  State	  EOC	  
are	  coordinated	  by	  the	  EOC	  Logistics	  Section.	  	  
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Figure	  3:	  Emergency	  Management	  Resource	  Assistance	  Structure	  
	  
N.	   PUBLIC	  PROTECTION:	  EVACUATION	  AND	  SHELTER.	  
	  
1.	   Evacuation.	  	  
	  

a.	   The	   purpose	   of	   evacuation	   is	   to	  move	   people,	   and	  where	   appropriate	   other	   living	   creatures,	   away	  
from	  an	  actual	  or	  potential	  danger	  to	  a	  safer	  place.	  For	  this	  to	  happen	  safely	  there	  needs	  to	  be	  plans	  
not	  just	  for	  alerting	  people	  and	  moving	  them,	  but	  also	  plans	  to	  shelter	  and	  support	  them	  through	  to	  
their	  eventual	  return	  and	  recovery.	  

	  
b.	   The	  overall	  objectives	  of	  emergency	  evacuation	  operations	  and	  notifications	  are	  to:	  	  

	  
(1)	   Expedite	  the	  movement	  of	  persons	  from	  hazardous	  areas;	  	  
(2)	   Institute	   access	   control	   measures	   to	   prevent	   unauthorized	   persons	   from	   entering	   vacated,	   or	  

partially	  vacated	  areas;	  	  
(3)	   Provide	  for	  evacuation	  to	  appropriate	  transportation	  points,	  evacuation	  points,	  and	  shelters;	  	  
(4)	   Provide	  adequate	  means	  of	  transportation	  for	  persons	  with	  disabilities,	  the	  elderly,	  other	  persons	  

with	  special	  needs,	  and	  persons	  without	  vehicles;	  	  
(5)	   Provide	   for	   the	   procurement,	   allocation,	   and	   use	   of	   necessary	   transportation	   and	   law	  

enforcement	  resources	  by	  means	  of	  mutual	  aid	  or	  other	  agreements;	  	  
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(6)	   Control	  evacuation	  traffic;	  	  
(7)	   Account	   for	   the	  needs	   of	   individuals	  with	   household	   pets	   and	   service	   animals	   prior	   to,	   during,	  

and	  following	  a	  major	  disaster	  or	  emergency;	  	  
(8)	   Provide	  initial	  notification,	  ongoing,	  and	  re-‐entry	  communications	  to	  the	  public	  through	  the	  Joint	  

Information	  Center;	  and	  	  
(9)	   Assure	  the	  safe	  re-‐entry	  of	  the	  evacuated	  persons.	  

	  
c.	   Government	  must	  be	  prepared	  to	  manage	  an	  evacuation	  on	  a	   range	  of	  scales.	  There	  are	  no	  precise	  

parameters	   regarding	   evacuation	   scale,	   however	   for	   planning	   purposes,	   it	   is	   helpful	   to	   describe	  
evacuations	  on	  four	  levels.	  	  

	  
(1)	   Site	  Evacuation:	  Is	  a	  small-‐scale,	  localized	  operation	  which	  may	  be	  needed	  as	  a	  result	  of	  a	  severe	  

weather	   event,	   hazardous	  material	   incident,	   major	   fire,	   bomb	   threat	   or	   civil	   disturbance.	   Site	  
evacuation	   involves	   a	   small	   number	   of	   people.	   This	   typically	   includes	   workers	   at	   the	   site	   and	  
people	   from	   adjacent	   occupancies	   or	   areas.	   Evacuation	   holding	   times	   are	   typically	   short,	  
generally	   less	   than	  an	  hour	  or	   two,	   and	   citizens	   are	  permitted	   to	   return	   to	   their	   businesses	  or	  
homes.	  	  

	  
(2)	   Intermediate	   Level	   Evacuation:	   involves	   a	   larger	   number	   of	   citizens	   and	   a	   larger	   area	  may	   be	  

necessary	   if	   the	   event	   impacts	   a	   larger	   geographic	   area.	   This	   level	   affects	   off-‐site	   homes	   and	  
businesses	  and	  normally	  affects	   fewer	  than	  100	  people.	  People	  may	  remain	  out	  of	  the	  area	  for	  
two	  to	  four	  hours	  or	  more.	  Collecting,	  documenting	  and	  managing	  the	  evacuees	  becomes	  more	  
difficult.	   Off-‐site	   collection	   sites	   or	   shelter	   areas	  will	   need	   to	   be	   determined	   and	  managed	   by	  
Palm	  Beach	  County.	  	  

	  
(3)	   Large	   Scale	   Evacuation:	   could	  be	   required	   in	   the	  event	  of	   a	   significant	  natural	   or	   technological	  

disaster	  or	  a	   local	  terrorist	  threat	  or	  attack.	  Thousands	  of	  people	  could	  be	  evacuated.	  Evacuees	  
may	  be	   out	   of	   their	   homes	   and	  businesses	   for	  many	  hours	   if	   not	   days.	   Evacuation	   completion	  
time	  frames	  will	  be	  extended.	  Evacuation	  shelters	  will	  need	  to	  be	  located,	  opened	  and	  managed	  
by	   Palm	   Beach	   County.	   Documentation	   and	   tracking	   of	   evacuees	   becomes	  more	   important	   as	  
well	  as	  more	  difficult.	  Site	  and	  evacuation	  perimeters	  become	  extended	  and	  require	  much	  more	  
resources	  to	  maintain.	  Security	  of	  the	  evacuated	  area	  will	  be	  a	  significant	  concern.	  

	  
(4)	   Mass	   Evacuation:	   could	   be	   required	   due	   to	   an	   event	   that	   may	   cause	   or	   has	   caused	   a	   major	  

disaster.	   The	   situation	   may	   require	   the	   implementation	   of	   a	   regional,	   multi-‐jurisdictional	  
evacuation	  and	  sheltering	  operations.	  Many	  thousands	  of	  people	  may	  need	  to	  be	  evacuated	  for	  
an	  extended	  period	  of	  time.	  Large-‐scale	  reception	  operations	  would	  be	  required	  and	  sheltering	  
needs	   would	   be	   regional	   in	   nature.	   Local	   resources	   would	   most	   likely	   be	   exhausted	   and	  
significant	   State	   and	   Federal	   assistance	   would	   be	   required	   to	   support	   the	   evacuation	   and	  
sheltering	  operation.	  	  

	  
(a)	   Evacuations,	   other	   than	   limited	   site	   or	   intermediate	   evacuations	   ordered	   by	   authorized	  

response	  agencies	   to	  protect	   lives	  will	  be	   initiated	  following	  an	  evacuation	  order	   from	  the	  
Town	  Manager	  or	  Emergency	  Management	  designee.	  

	  
(b)	   A	   number	   of	   Town	   citizens	   will	   require	   special	   assistance	   during	   the	   evacuation	   and	  
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recovery	   phases	   of	   a	   disaster.	   This	   population	   will	   be	   encouraged	   to	   notify	   appropriate	  
shelters,	   family,	   Palm	   Beach	   County	   agencies	   and	   transportation	   representatives	   of	   their	  
needs.	  	  

	  
(c)	   The	   EOC,	   Emergency	   Management	   and	   Law	   Enforcement	   have	   lead	   responsibility	   for	  

organizing	  and	  mobilizing	  evacuation	  operations.	  
	  
(d)	   In	  the	  event	  of	  a	  multi–jurisdictional	  or	  regional	  evacuation,	  the	  Town	  Manager	  may	  issue	  a	  

declaration	  of	  a	  State	  of	  emergency	  and	  an	  evacuation	  order.	  	  
	  
(e)	   All	  assistance	  and	  support	  of	  such	  actions	  will	  be	  coordinated	  from	  the	  Town	  EOC.	  Decisions	  

on	   issues,	   such	  as:	  deploying	  and	   re–deploying	  personnel;	  determining	  evacuation	   routes;	  
directing	   people	   trapped	  on	   evacuation	   routes	   to	   safe	   shelter;	   ensuring	   the	   sufficiency	   of	  
fuel,	  and	  addressing	  any	  matters	  relative	  to	  the	  ordered	  protective	  actions	  will	  be	  made	  by	  
the	  EOC	  Management	  Team	  in	  coordination	  with	  the	  County	  EOC.	  	  

	  
(f)	   Businesses.	  In	  the	  event	  of	  incidents	  requiring	  regional	  evacuation	  orders,	  consideration	  will	  

be	  given	  to	  designating	  a	  specific	  time	  for	  businesses	  within	  an	  evacuation	  zone	  to	  close	  and	  
evacuate	  personnel.	  This	  time	  should	  be	  subsequent	  to	  the	  issuance	  of	  a	  general	  evacuation	  
order.	  

	  
(g)	   The	   EOC	   ICS	   structure	   promulgated	   in	   this	   plan	   will	   be	   used	   as	   appropriate	   to	   support	  

evacuation	  operations.	  
	  
(h)	   In	   the	   event	  of	   a	   local	   or	   regional	   evacuation,	   the	   Town	  of	   Palm	  Beach	  will	   support	   Palm	  

Beach	  County	  or	  the	  State's	  evacuation	  orders.	  
	  
(i)	   The	  Town	  of	  Palm	  Beach	  Police	  Department	  will	  coordinate	  evacuation	  traffic	  control	  with	  

the	  City	  of	  West	  Palm	  Beach	  Police	  Department	  and	  the	  Palm	  Beach	  County	  Sheriff's	  Office	  
as	  needed.	  

	  
d.	   Security	  and	  Access	  Control.	  

	  
•	   There	  will	  be	  a	  need	  to	  control	  access,	  ingress,	  and	  egress	  to	  the	  affected	  areas	  in	  order	  to	  limit	  

the	  security	  risk	  to	  the	  damaged	  locations,	  and	  to	  minimize	  the	  impact	  on	  emergency	  response	  
and	  recovery	  operations.	  	  

	  
e.	   Re-‐entry	  into	  Emergency	  Areas	  

	  
•	   Emergency	   operations	   such	   as	   search	   and	   rescue,	   damage	   assessments,	   preliminary	   debris	  

removal,	  and	  other	  tasks	  will	  need	  to	  be	  performed	  in	  order	  to	  assure	  some	  degree	  of	  stability	  
and	   safety.	   Premature	   permanent	   re-‐entry	   of	   the	   general	   public	   into	   evacuated	   areas	   could	  
complicate	  emergency	  response	  operations	  and	  leave	  the	  returning	  population	  vulnerable	  due	  to	  
a	  lack	  of	  support	  services	  or	  safety	  issues.	  

	  
f.	   Re-‐entry	   into	   evacuated	   areas	   shall	   be	   restricted	   until	   sufficient	   levels	   of	   safety,	   services	   and	  
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infrastructure	   are	   available	   for	   the	   returning	   population.	   This	   includes	   ensuring	   sufficient	   electric,	  
sewer,	  and	  water;	  and	  that	  there	  is	  no	  debris	  or	  downed	  wires	  that	  may	  impede	  safe	  flow	  of	  vehicular	  
or	   pedestrian	   traffic.	   	   The	   on-‐scene	   incident	   commander	   or	   EOC,	   depending	   on	   the	   incident,	   will	  
permit	  re-‐entry	  into	  an	  area	  according	  to	  the	  following	  guidelines:	  	  

	  
(1)	   No	  damages	   reported:	  Upon	  cancellation	  of	  all	  warnings/watches	   for	   the	   local	   jurisdiction,	  and	  

when	  no	  damage	  has	  been	  reported,	  re-‐entry	  will	  be	  authorized.	  
	  
(2)	   Substantial	   damages	   and/or	   injuries:	  After	   a	   local	   emergency	  which	  has	   resulted	   in	   substantial	  

injuries	   or	   harm	   to	   the	   population	   or	   substantial	   damage	   or	   loss	   of	   property,	   the	   evacuation	  
order	  within	  those	  areas	  will	  be	  rescinded	  to	  the	  degree	  appropriate.	  An	  orderly	  return	  may	  be	  
implemented	  in	  accordance	  with	  the	  categories	  and	  in	  order	  of	  priority	  as	  established	  below:	  

	  
(a)	   Category	   One:	   Search	   and	   Rescue	   Teams,	   fire	   personnel,	   law	   enforcement	   personnel,	  

transportation	  crews,	  utilities	  personnel,	  and	  Public	  Health	  officials.	  
	  
(b)	   Category	   Two:	   Damage	   assessment	   teams	   dispatched	   by	   the	   EOC	   for	   the	   purpose	   of	  

developing	  preliminary	  damage,	  accessibility	  and	  safety	  hazard	  assessments.	  	  
	  
(c)	   Category	  Three:	  Clean-‐up	   teams	   for	   the	  purpose	  of	   clearing	  and	   repairing	   roads,	   restoring	  

utilities,	  and	  eliminating	  safety	  hazards	  to	  the	  degree	  necessary	  to	  allow	  re-‐entry.	  
	  
(d)	   Category	   Four:	   Individuals	   who	   possess	   and	   exhibit	   appropriate	   residency	   documentation	  

shall	   be	   determined	   “priority	   class	   parties”.	   Employees	   and	   representatives	   of	   property	  
owners	  working	  on	  their	  behalf	  shall	  be	  included	  in	  this	  group.	  	  Priority	  Class	  parties	  will	  be	  
permitted	   a	   reasonable	   time	   to	   return	   to	   their	   property.	   A	   re-‐entry	   identification	   system	  
should	  be	  established	  to	  accelerate	  the	  re-‐entry	  process.	  

	  
(e)	   Category	  Five:	  Complete	  accessibility	  shall	  be	  restored	  as	  soon	  as	  practicable.	  

	  
2.	   Sheltering.	  	  
	  

a.	   One	   of	   the	  most	   important	   roles	   of	   government	   is	   to	   protect	   people	   from	   harm,	   including	   helping	  
people	   obtain	   food	   and	   shelter	   in	   major	   emergencies.	   When	   disasters	   occur,	   victims	   are	   often	  
provided	   safe	   refuge	   in	   temporary	   shelters	   located	   in	   schools,	   community	   centers,	   office	   buildings,	  
tents	   or	   other	   facilities.	   The	  opening	   of	   shelters	   is	   a	   coordinated	   effort	   between	   the	   Town	   and	   the	  
County	  EOC.	  	  Types	  of	  sheltering	  options	  include:	  

	  
(1)	   Shelter-‐in-‐Place.	  This	  a	  protective	  action	  process	  for	  taking	  immediate	  shelter	  in	  a	  location	  readily	  

accessible	   to	   the	   affected	   individual(s).	   Shelter-‐in-‐place	   is	   generally	   intended	   as	   a	   short	   term	  
strategy	  for	  responding	  to	  disasters.	  	  

	  
(2)	   Protective	  Shelters	  (County	  Responsibility).	  These	  shelters	  are	  selected	  to	  provide	  the	  maximum	  

available	  protection	  from	  known	  hazards	  and	  threats.	  They	  are	  open	  to	  the	  general	  public	  upon	  
activation	  and	  attempts	  will	  always	  be	  made	  to	  staff	  with	  trained	  shelter	  management	  teams.	  
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(3)	   Special	  Medical	  Needs	  Shelter	  (County	  Responsibility).	  These	  shelters	  provide	  additional	  care	  for	  
those	   individuals	   that	   meet	   the	   requirements	   of	   the	   access	   and	   functional	   needs	   program	  
criteria.	  Due	   to	   the	  critical	   care	   required	   for	  a	  Special	  Medical	  Needs	  Shelter	  operation,	   such	  a	  
shelter	  should	  be	  the	  last	  option	  for	  the	  public	  during	  an	  emergency	  incident.	  

	  
(4)	   Pet	   Shelter	   (County	   Responsibility).	   Provides	   protection	   for	   domestic	   pets	   (dogs	   and	   cats)	   and	  

their	  owners.	  Animals	  housed	  in	  pet	  shelters	  will	  not	  be	  housed	  directly	  with	  occupants	  but	  will	  
be	  accessible.	  

	  
(5)	   Host	  Shelter	  (County	  Responsibility).	  These	  shelters	  do	  not	  provide	  protection	  from	  the	  identified	  

hazards	  but	  support	  the	  temporary	  housing	  of	  displaced	  persons	  from	  other	  regions	  of	  the	  State.	  
	  

(a)	   Once	  activated,	  shelters	  will	  work	  closely	  with	  the	  Town	  and	  the	  County	  EOC	  to	  coordinate	  
information	  and	  resources	  needed	  to	  operate	  the	  shelter.	  	  

	  
(b)	   The	  American	  Red	  Cross	  (ARC)	  liaison	  in	  the	  County	  EOC	  will	  provide	  coordination	  between	  

ARC	  and	  the	  Town.	  
	  
O.	   RECOVERY	  FRAMEWORK.	  
	  
1.	   The	   Town	   of	   Palm	   Beach	   has	   the	   primary	   role	   in	   planning	   for	   and	  managing	   all	   aspects	   of	   its	   recovery.	  

County,	   State	   and	   Federal	   officials	   will	   look	   to	   the	   Town	   to	   clearly	   articulate	   its	   recovery	   priorities	   and	  
develop	   recovery	   plans.	   Post	   disaster	   recovery	   activities	   begin	   in	   the	   early	   stages	   of	   the	   response	  
operations	  and	  may	  last	  for	  years.	  

	  
2.	   Requests	  for	  immediate	  recovery	  and	  relief	  supplies	  and	  resources	  will	  be	  made	  by	  the	  Town	  to	  the	  County	  

EOC	  as	  needed.	  	  
	  
3.	   The	   Town’s	   recovery	   organization	   follows	   the	   concepts	   of	   the	   National	   Incident	   Management	   System	  

(NIMS)	  utilizing	  the	  Town’s	  EOC	  Incident	  Management	  Structure.	  
	  

•	   Depending	   upon	   the	   severity	   and	  magnitude	   of	   the	   disaster,	   full	   activation	   of	   the	   Town’s	   Incident	  
Management	   System	   may	   not	   be	   necessary,	   may	   only	   be	   partially	   required,	   or	   may	   require	   full	  
activation.	  Partial	  activation	  would	  be	  dictated	  by	  the	  characteristics	  of	  the	  disaster	  and	  would	  involve	  
only	   those	   Departments	   and	   organizations	   needing	   to	   interact	   in	   providing	   the	   necessary	   recovery	  
activities	  and	  programs.	  

	  
4.	   The	   Town	  Manager	  may	  utilize	   the	   EOC	  Command	  and	  General	   Staff	   to	   implement	  policy	  directives	   and	  

manage	  recovery	  activities.	  The	  Command	  and	  General	  Staff	   insures	  that	   the	  appropriate	  recovery	   	   tasks	  
are	  identified	  and	  prioritized,	  and	  that	  resources	  are	  applied	  within	  this	  priority	  framework.	  	  

	  
5.	   The	   Town	   Manager	   may	   utilize	   the	   Executive	   Policy	   Group	   (EPG)	   to	   oversee	   the	   recovery	   and	  

reconstruction	  process,	   serve	  as	  an	  advisory	  committee	   to	   the	  Town	  Manager	  and	  chief	  elected	  officials,	  
and	  to	  identify	  mitigation	  opportunities,	  identify	  resources,	  and	  insure	  maximum	  control	  over	  the	  recovery	  
process.	  
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6.	   Recovery	  planning	  begins	  when	  the	  Town	  EOC	  is	  activated.	  Recovery	  planners	  begin	  an	  assessment	  of	  the	  
disaster	  impacts	  and	  determine	  the	  Town’s	  recovery	  needs.	  

	  
7.	   The	  Town’s	  response	  to	  and	  recovery	  from	  disaster	  impacts	  will	  follow	  a	  “phased	  approach”	  that	  includes	  

three	  general	  phases:	  short-‐term	  (days);	  intermediate	  (weeks-‐months);	  and	  long-‐term	  (months-‐years).	  See	  
Table	  Annex	  IV	  Recovery.	  

	  
Note:	  	   The	  Town	  may	  not	  have	  the	  resources	  to	  provide	  certain	  services	  but	  will	  facilitate	  the	  recovery	  

and	  provide	  leadership.	  	  Also,	  the	  Town	  may	  choose	  to	  maintain	  the	  EOC	  organizational	  structure	  
for	  long-‐term	  recoveries.	  

	  

Table	  8:	  Recovery	  Phases/Tasks	  

Short-‐term	  (days)	   Intermediate	  (weeks-‐months)	   Long-‐term	  (months-‐years)	  

 Providing	  essential	  health	  and	  
safety	  services	  	  

 Providing	  food,	  water	  and	  
other	  essential	  commodities	  
for	  those	  displaced	  by	  the	  
incident.	  	  

 Providing	  disability	  related	  
assistance/functional	  needs	  
support	  services.	  	  

 Developing	  impact	  
assessments	  on	  critical	  
infrastructure,	  essential	  
services,	  and	  key	  resources.	  	  

 Conducting	  initial	  damage	  
assessments.	  	  

 Conducting	  community	  wide	  
debris	  removal,	  including	  
clearing	  of	  primary	  
transportation	  routes	  of	  
debris	  and	  obstructions.	  	  

 Restarting	  major	  
transportation	  systems	  and	  
restoring	  interrupted	  utilities,	  
communication	  systems,	  and	  
other	  essential	  services	  such	  
as	  education	  and	  medical	  
care.	  	  

 Establishing	  temporary	  or	  
interim	  infrastructure	  
systems.	  Supporting	  family	  
reunification.	  	  

 Supporting	  return	  of	  medical	  

 Continuing	  to	  provide	  
individual,	  family-‐centered,	  
and	  culturally	  appropriate	  
case	  management.	  

 Providing	  accessible	  interim	  
housing	  (in	  or	  outside	  the	  
affected	  area	  depending	  on	  
suitability)	  and	  planning	  for	  
long-‐term	  housing	  solutions.	  	  

 Returning	  of	  displaced	  
populations	  and	  businesses	  if	  
appropriate.	  	  

 Reconnecting	  displaced	  
persons	  with	  essential	  health	  
and	  social	  services.	  	  

 Providing	  supportive	  
behavioral	  health	  education,	  
intervention,	  including	  
continuing	  to	  provide	  crisis,	  
grief,	  and	  group	  counseling	  
and	  support.	  	  

 Providing	  access	  and	  
functional	  needs	  assistance	  to	  
preserve	  independence	  and	  
health.	  	  

 Updating	  hazard	  and	  risk	  
analyses	  to	  inform	  recovery	  
activities.	  	  

 Establishing	  a	  post-‐disaster	  
recovery	  prioritization	  and	  
planning	  process.	  	  

 Developing	  an	  initial	  hazard	  

 Identifying	  of	  risks	  that	  affect	  
long-‐term	  community	  
sustainment	  and	  vitality.	  	  

 Developing	  and	  implementing	  
disaster	  recovery	  processes	  
and	  plans,	  such	  as	  a	  long–
term	  recovery	  plan	  and/or	  
reflecting	  recovery	  planning	  
and	  mitigation	  measures	  in	  
the	  community’s	  land	  use	  
planning	  and	  management,	  
comprehensive	  plans,	  master	  
plans,	  and	  zoning	  regulations.	  	  

 Rebuilding	  to	  appropriate	  
resilience	  standards	  in	  
recognition	  of	  hazards	  and	  
threats.	  	  

 Addressing	  recovery	  needs	  
across	  all	  sectors	  of	  the	  
economy	  and	  community,	  and	  
addressing	  individual	  and	  
family	  recovery	  activities	  and	  
unmet	  needs.	  	  

 Rebuilding	  educational,	  social,	  
and	  other	  human	  services	  and	  
facilities	  according	  to	  
standards	  for	  accessible	  
design.	  	  

 Reestablishing	  medical,	  public	  
health,	  behavioral	  health,	  and	  
human	  services	  systems.	  	  

 Reconfiguring	  elements	  of	  the	  
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Table	  8:	  Recovery	  Phases/Tasks	  

Short-‐term	  (days)	   Intermediate	  (weeks-‐months)	   Long-‐term	  (months-‐years)	  

patients	  to	  appropriate	  
facilities	  in	  the	  area.	  	  

 Providing	  basic	  psychological	  
support	  and	  emergency	  crisis	  
counseling.	  	  

 Providing	  initial	  individual	  
case	  management	  
assessments.	  	  

 Providing	  security	  and	  
reestablishing	  law	  
enforcement	  functions.	  	  

 Building	  an	  awareness	  of	  the	  
potential	  for	  fraud,	  waste	  and	  
abuse,	  and	  ways	  to	  deter	  such	  
activity,	  such	  as	  developing	  
Public	  Service	  
Announcements	  and	  
publicizing	  ways	  to	  report	  
allegations	  of	  waste,	  fraud	  
and	  abuse.	  	  

 Begin	  assessment	  of	  natural	  
and	  cultural	  resources.	  	  

mitigation	  strategy	  responsive	  
to	  needs	  created	  by	  the	  
disaster.	  	  

 Ensuring	  that	  national	  and	  
local	  critical	  infrastructure	  
priorities	  are	  identified	  and	  
incorporated	  into	  recovery	  
planning.	  	  

 Developing	  culturally	  and	  
linguistically	  appropriate	  
public	  education	  campaigns	  
to	  promote	  rebuilding	  to	  
increase	  resilience	  and	  reduce	  
disaster	  losses.	  	  

 Complete	  assessments	  of	  
natural	  and	  cultural	  resources	  
and	  develop	  plans	  for	  long-‐
term	  environmental	  and	  
cultural	  resource	  recovery.	  	  

community	  in	  light	  of	  changed	  
needs	  and	  opportunities	  for	  
“smart	  planning”	  to	  increase	  
energy	  efficiency,	  enhance	  
business	  and	  job	  diversity,	  
and	  promote	  the	  preservation	  
of	  natural	  resources.	  	  

 Implementing	  mitigation	  
strategies,	  plans,	  and	  
projects.	  	  

 Implementing	  permanent	  
housing	  strategies.	  	  

 Reconstructing	  and/or	  
relocating,	  consolidating	  
permanent	  facilities.	  	  

 Implementing	  economic	  and	  
business	  revitalization	  
strategies.	  	  

 Implementing	  recovery	  
strategies	  that	  integrate	  
holistic	  community	  needs.	  	  

 Implementing	  plans	  to	  
address	  long-‐term	  
environmental	  and	  cultural	  
resource	  recovery.	  	  

 Ensuring	  there	  is	  an	  ongoing	  
and	  coordinated	  effort	  among	  
local,	  State,	  Tribal,	  and	  
Federal	  entities	  to	  deter	  and	  
detect	  waste,	  fraud	  and	  
abuse.	  	  

 Identifying	  milestones	  for	  the	  
conclusion	  of	  recovery	  for	  
some	  or	  all	  non-‐local	  entities.	  	  

	  
P.	   PALM	  BEACH	  COUNTY	  EOC.	  
	  

1.	   Role	  of	  the	  Palm	  Beach	  County	  EOC.	  
	  

a.	   The	  Palm	  Beach	  County	  Emergency	  Operations	  Center	  (EOC)	  is	  the	  County’s	  central	  coordination	  point	  
for	  a	  County-‐wide	  response	  to	  an	  actual	  or	  imminent	  emergency	  or	  disaster.	  The	  Palm	  Beach	  County	  
Emergency	  Management	   is	  responsible	  for	  coordinating	  the	  County’s	  response	  and	  may	  activate	  the	  
EOC	  at	  any	  time.	  	  
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b.	   In	  the	  event	  of	  a	  County-‐wide	  emergency	  declaration,	  the	  corporate	  resources	  of	  the	  County	  and	  each	  

of	  its	  municipalities	  work	  together	  for	  the	  mutual	  benefit	  of	  all	  residents	  of	  Palm	  Beach	  County.	  	  
c.	   The	   Palm	   Beach	   Emergency	  Management	   is	   constantly	  monitoring	   the	   County	   for	   threats,	   unusual	  

events,	  or	  situations.	  An	  EM	  Duty	  Officer	  is	  on	  call	  24	  hours/day,	  7-‐days/week,	  and	  is	  advised	  of	  any	  
such	   events	   by	   the	   Palm	   Beach	   County	  Warning	   Point,	   State	  Warning	   Point,	   concerned	   citizens,	   or	  
other	  agencies.	  The	  Duty	  Officer	  also	  has	   the	  responsibility	   to	  monitor	  and	   follow	  up	  on	  any	   threat,	  
unusual	  event,	  or	  situation	  that	  has	  the	  potential	  to	   impact	  Palm	  Beach	  County	  (e.g.,	  media	  reports,	  
weather	  advisories,	  etc.).	  	  

	  
d.	   The	  Palm	  Beach	  County	  EOC	  utilizes	  a	  bottom-‐up	  approach	  in	  all	  phases	  of	  emergency	  management,	  

with	  emergency	  activities	  being	  resolved	  at	  the	  lowest	  appropriate	  level	  of	  government.	  The	  resources	  
of	  Departmental,	   agency,	  municipal,	  County,	   State,	  and	   the	  Federal	   governments	  are	  utilized	   in	   this	  
sequential	  order	  to	  insure	  a	  rapid	  and	  efficient	  response.	  	  

	  
Q.	   STATE	  OF	  FLORIDA	  RESPONSE.	  	  
	  
1.	   The	  State	  of	  Florida	  provides	  assistance	  to	   impacted	  counties	  when	  the	  resources	  of	   the	  affected	  County	  

and	   its	  municipalities	  have	  been	  exhausted.	  Requests	  for	  and	  deployment	  of	  resources	  are	  approved	  and	  
coordinated	   by	   the	   State	   Emergency	   Response	   Team	   (SERT),	   normally	   located	   in	   the	   State	   Emergency	  
Operations	  Center	  (SEOC).	  Through	  the	  State-‐Wide	  Mutual	  Aid	  Agreement,	  the	  SERT	  can	  coordinate	  mutual	  
aid	  requests	  from	  the	  affected	  counties.	  	  

	  
2.	   Assistance	  may	  also	  be	  provided	  in	  the	  form	  of	  Rapid	  Response	  Teams	  (RRT)	  or	  Rapid	  Impact	  Assessment	  

Teams	  (RIAT).	  RRT’s	  are	  composed	  of	  non-‐affected	  County/State	  emergency	  management	  staff	  and	  other	  
emergency	  workers.	  These	  teams	  are	  used	  to	  supplement	  the	  EOC	  staff	  in	  the	  affected	  communities.	  	  

	  
3.	   RIAT’s	  are	  deployed	   to	  assist	   in	   the	   “needs	  assessment”	  of	   the	  affected	  communities.	  After	   coordinating	  

with	  local	  officials,	  an	  assessment	  of	  transportation,	  communications,	  and	  utility	  systems	  will	  be	  completed	  
to	   determine	   resources	   required.	   An	   assessment	   of	   food,	  water,	   health,	  medical	   and	   housing	   needs	  will	  
also	   be	   accomplished	   to	   confirm	   actions	   necessary	   to	   preserve	   the	   health	   and	   welfare	   of	   the	   affected	  
citizenry.	  Other	  responsibilities	  of	  the	  State	  include:	  

	  
a.	   Receive,	  evaluate	  and	  issue	  information	  on	  emergency	  operations.	  
	  
b.	   Coordinate	  the	  activities	  of	  all	  State	  agencies.	  
	  
c.	   Coordinate	   the	   receipt,	   allocation	   and	   delivery	   of	   resources	   supplied	   by	   the	   State	   or	   Federal	  

government	  or	  other	  States.	  
	  
d.	   Coordinate	  emergency	  operations	  mutual	  aid	  with	  other	  States.	  

	  
R.	   FEDERAL	  GOVERNMENT	  RESPONSE.	  
	  
1.	   The	  Federal	  government	  provides	  assistance	  to	  affected	  communities	  when	  the	  capabilities	  of	  the	  local	  and	  

State	   governments	   are	   exceeded.	   The	   State	   EOC	   will	   advise	   FEMA	   Region	   IV	   that	   a	   formal	   request	   for	  
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Federal	  assistance	  is	  to	  be	  submitted.	  FEMA	  may	  deploy	  a	  FEMA	  liaison	  to	  the	  SEOC,	  and	  if	  a	  Presidential	  
Declaration	  of	  State	  of	  Emergency	  is	  made,	  will	  deploy	  an	  Emergency	  Response	  Team	  (ERT).	  See	  Figure	  5:	  
Federal	  Disaster	  Response	  Flowchart	  on	  the	  following	  page.	  	  

	  
	  
	  

Figure	  5:	  FEDERAL	  DISASTER	  RESPONSE	  FLOW	  CHART	  
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IV.	  RESPONSIBILITIES.	  
	  
A.	   GENERAL	  EMERGENCY	  MANAGEMENT	  RESPONSIBILITIES.	  	  
	  
1.	   The	  following	  common	  responsibilities	  are	  assigned	  to	  each	  Town	  Department.	  
	  

a.	   Participate	  as	  requested	  in	  mitigation	  and	  prevention,	  preparedness,	  response	  and	  recovery	  activities.	  
b.	   Provide	  staff	  members	  with	  training	  and	  exercise	  opportunities	  adequate	  to	  prepare	  them	  to	  carry	  out	  

the	  responsibilities	  identified	  in	  this	  CEMP.	  
c.	   Upon	  receipt	  of	  an	  alert	  or	  warning	  of	  an	  emergency,	   initiate	  notification	  actions	  to	  alert	  employees	  

on	  assigned	  response	  duties.	  
d.	   As	  appropriate	  during	  an	  alert	  or	  warning:	  

	  
(1)	   Suspend	  or	  curtail	  normal	  business	  activities	  as	  appropriate.	  
(2)	   Recall	  needed	  off–duty	  employees.	  
(3)	   Send	  employees	  that	  are	  not	  needed	  home	  so	  they	  can	  protect	  their	  families	  and	  possessions.	  
(4)	   Secure	  and	  protect	  Departmental	  facilities.	  	  
(5)	   Evacuate	  Departmental	  facilities	  if	  appropriate.	  

	  
e.	   As	   requested,	   augment	   the	   EOC’s	   effort	   to	  warn	   the	   public	   through	   use	   of	   vehicles	   equipped	  with	  

public	  address	  systems,	  sirens,	  employees	  going	  from	  door	  to	  door,	  etc.	  
f.	   Keep	  the	  EOC	  informed	  of	  field	  activities	  and	  maintain	  a	  communications	  link	  to	  the	  EOC.	  
g.	   If	  appropriate	  or	  requested,	  send	  a	  representative	  to	  the	  EOC.	  

	  

	  
	  

h.	   Activate	  a	  Department	  Operations	  Center	   (DOC)	   if	  appropriate	   to	  support	  and	   facilitate	  Department	  
response	  activities,	  maintain	  events	  log,	  and	  report	  information	  to	  the	  EOC.	  

i.	   Report	  damages	  and	  status	  of	  critical	  facilities	  to	  the	  EOC.	  
j.	   If	  appropriate	  or	  requested,	  send	  a	  representative	  to	  the	  EOC.	  
k.	   Coordinate	  with	  the	  EOC	  to	  establish	  protocols	  for	  interfacing	  with	  State	  and	  Federal	  responders.	  
l.	   Coordinate	  with	  the	  EOC	  Public	  Information	  Officer	  before	  releasing	  information	  to	  the	  media.	  
m.	   Submit	  reports	  to	  the	  EOC	  detailing	  Departmental	  plans,	  emergency	  expenditures	  and	  obligations.	  
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DEPARTMENTS	  SHOULD	  INSURE	  THAT	  STAFF	  MEMBERS	  TASKED	  TO	  WORK	  IN	  THE	  EOC	  HAVE	  
THE	  AUTHORITY	  T0	  COMMIT	  RESOURCES,	  AND	  HAVE	  A	  BROAD	  UNDERSTANDING	  OF	  ALL	  THE	  

CAPABILITIES	  AND	  FUNCTIONS	  OF	  THE	  DEPARTMENT	  
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B.	   GENERAL	  PREPAREDNESS	  RESPONSIBILITIES.	  
	  
1.	   Many	   Town	   Departments	   may	   have	   emergency–related	   functions	   in	   addition	   to	   their	   normal	   daily	  

functions.	   Each	   Department	   director	   is	   responsible	   for	   the	   development	   and	   maintenance	   of	   their	  
respective	   Department	   emergency	   and	   continuity	   of	   operations	   (COOP)	   plans	   and	   procedures	   for	   each	  
Division	   and	   Section,	   and	   performing	   such	   functions	   as	   may	   be	   required	   to	   effectively	   cope	   with	   and	  
recover	   from	   any	   emergency	   affecting	   their	   respective	   areas	   of	   responsibility.	   Specifically,	   the	   following	  
common	  responsibilities	  are	  assigned	  to	  Town	  Departments.	  

	  
a.	   Create	  emergency	  and	  COOP	  plans	  for	  their	  Department.	  
b.	   Create	  and	  maintain	  a	  Department	  calling	  tree	  or	  other	  method	  for	  notification.	  
c.	   Establish	  Department	  and	  individual	  responsibilities	  (as	   indicated	  in	  these	  plans);	   identify	  emergency	  

tasks.	  
d.	   Work	   with	   other	   Town	   Departments	   to	   enhance	   cooperation	   and	   coordination,	   and	   eliminate	  

redundancy.	  Departments	  having	  shared	  responsibilities	  should	  work	  to	  complement	  each	  other.	  
e.	   Establish	   education	   and	   training	   programs	   so	   that	   each	   Division,	   Section,	   and	   employee	   will	   know	  

exactly	  where,	  when	  and	  how	  to	  respond.	  
f.	   Develop	  site	  specific	  emergency	  plans	  for	  Department	  facilities	  as	  necessary.	  
g.	   Insure	  that	  employee	  job	  descriptions	  reflect	  their	  emergency	  duties.	  	  
h.	   Train	  personnel	  to	  perform	  emergency	  duties/tasks	  as	  outlined	  in	  the	  CEMP	  or	  individual	  Department	  

plans.	  
i.	   Identify,	  categorize	  and	  inventory	  all	  available	  Department	  resources.	  
j.	   Develop	  procedures	  for	  mobilizing	  and	  employing	  additional	  resources.	  
k.	   Establish	  uninterrupted	  communication	  capabilities	  with	  the	  EOC.	  
l.	   Prepare	   to	   fill	   positions	   in	   the	   emergency	   organization	   as	   requested	   by	   the	   Town	  Manager	   or	   EOC	  

Incident	  Commander	  acting	  in	  accordance	  with	  this	  CEMP.	  
m.	   Prepare	  to	  provide	   internal	   logistical	  support	  to	  Department	  operations	  during	  the	   initial	  emergency	  

response	  phase.	  
	  
C.	   GENERAL	  RESPONSE	  RESPONSIBILITIES.	  
	  
1.	   Implement	  Department	  emergency	  and	  COOP	  plans	  when	  necessary:	  
	  

a.	   Be	  responsible	  for	  the	  call	  back	  of	  all	  personnel	  they	  intend	  to	  use	  in	  both	  their	  routine	  and	  assigned	  
functions	  and	  directing	  such	  personnel	  where	  to	  report	  and	  their	  respective	  assignment.	  	  

b.	   Be	   responsible	   for	   the	   safety	   of	   vital	   records,	   files	   and	   equipment	   assigned	   to	   their	   respective	  
Department/	  Divisions.	  

c.	   Insure	  that	  vital	  records	  are	  protected	  and	  maintained.	  
d.	   Insure	  that	  activity	  logs	  are	  initiated	  as	  a	  matter	  of	  record.	  
e.	   Coordinate,	  where	  appropriate,	  to	   insure	  that	  each	  of	  their	  facilities	  and	  buildings	  are	  secure	  before	  

an	  emergency	  strikes.	  
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V.	  FINANCIAL	  MANAGEMENT.	  
	  
A.	   GENERAL.	  
	  
During	   an	   emergency	   or	   disaster,	   administrative	   procedures	   may	   have	   to	   be	   suspended,	   relaxed,	   or	   made	  
optional	   in	   the	   interest	   of	   protecting	   life	  or	   property.	  Departments	  may	  be	   authorized	   to	   take	  necessary	   and	  
prudent	  actions	  in	  response	  to	  disaster	  emergency	  incidents.	  Fire	  and	  Police	  officers	  have	  independent	  authority	  
to	  react	  to	  emergency	  situations,	  as	  authorized	  by	  Administration.	  
	  
B.	   POLICIES.	  
	  
1.	   All	  Departments	  will	  make	  every	  effort	  possible	  to	  assure	  the	  safety	  of	  cash,	  checks,	  accounts	  receivable,	  

and	  assist	  in	  the	  protection	  of	  other	  valuable	  documents/	  records.	  
	  
2.	   Departments	   will	   designate	   personnel	   to	   be	   responsible	   for	   documentation	   of	   disaster	   operations	   and	  

expenditures.	  Emergency	  expenditures	  will	  be	  incurred	  in	  accordance	  with	  existing	  Palm	  Beach	  emergency	  
purchasing	  procedures.	  	  

	  
3.	   During	   the	   emergency	   operations,	   non–essential	   administrative	   activities	   may	   be	   suspended,	   and	  

personnel	  not	  assigned	   to	  essential	  duties	  may	  be	  assigned	   to	  other	  Departments	   to	  provide	  emergency	  
support.	  

	  
4.	   Each	  Department	  will	   keep	  an	  updated	   inventory	  of	   its	  personnel,	   facilities,	   and	  equipment	   resources	  as	  

part	  of	  their	  emergency	  plans	  and	  procedures.	  
	  
C.	   ADMINISTRATION.	  
	  
1.	   During	  an	  emergency	  or	  disaster,	  administrative	  procedures	  may	  have	  to	  be	  suspended,	  relaxed,	  or	  made	  

optional	   in	   the	   interest	  of	  protecting	   life	  or	  property.	  Departments	  are	  authorized	   to	   take	  necessary	  and	  
prudent	   actions	   in	   response	   to	   disaster	   emergency	   incidents.	   Fire	   and	   Police	   officers	   have	   independent	  
authority	  to	  react	  to	  emergency	  situations.	  

	  
2.	   Normal	  procedures	  which	  do	  not	   interfere	  with	  timely	  accomplishment	  of	  emergency	  tasks,	  will	  continue	  

to	   be	   used.	   Those	   emergency	   administrative	   procedures	  which	   depart	   from	   "business–as–usual"	   will	   be	  
described	  in	  detail	  in	  Department	  emergency	  and	  disaster	  policies,	  procedures,	  and	  instructions	  or	  in	  their	  
incident	  action	  plan	  during	  an	  EOC	  activation.	  
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3.	   Departments	   are	   responsible	   for	   keeping	   records	   of	   the	   name,	   arrival	   time,	   duration	   of	   utilization,	  

departure	   time	   and	   other	   information	   relative	   to	   the	   service	   of	   emergency	   workers,	   as	   well	   as	  
documentation	  of	  the	  injuries,	  lost	  or	  damaged	  equipment,	  and	  any	  extraordinary	  costs.	  

	  
4.	   A	   separate	  Emergency	  Operations	  Center	   (EOC)	   “Finance	  and	  Administration	  Section”	  may	  be	   formed	   to	  

handle	  the	  administrative	  functions	  during	  large	  emergencies,	  disasters.	  	  
	  
D.	   FISCAL.	  
	  
1.	   Purchasing	  personnel	   shall	   facilitate	   the	  acquisition	  of	   all	   supplies,	   equipment,	   and	   services	  necessary	   to	  

support	  the	  emergency	  response	  actions	  of	  Palm	  Beach	  Departments.	  	  
	  
2.	   When	  circumstances	  dictate,	  emergency	  response	  field	  personnel	  may	  be	  given	  purchasing	  authority	  after	  

coordination	   with	   the	   Procurement	   Manager.	   A	   record	   of	   all	   purchases	   shall	   be	   reported	   to	   the	  
Procurement	  Division	  in	  accordance	  with	  Town	  purchasing	  policies.	  A	  complete	  and	  accurate	  record	  of	  all	  
purchases,	  a	  complete	  record	  of	  all	  properties	  commandeered	  to	  save	  lives	  and	  property,	  and	  an	  inventory	  
of	  all	  supplies	  and	  equipment	  purchased	  in	  support	  of	  the	  emergency	  response	  shall	  be	  maintained.	  	  

	  
3.	   Though	   certain	   formal	   procedures	   may	   be	   waived,	   this	   in	   no	   way	   lessens	   the	   requirement	   for	   sound	  

financial	   management	   and	   accountability.	   Departments	   will	   identify	   personnel	   to	   be	   responsible	   for	  
documentation	   of	   disaster	   costs	   and	   utilize	   existing	   administrative	   methods	   to	   keep	   accurate	   records	  
separating	  disaster	  operational	  expenditures	   from	  day–to–day	  expenditures.	  Documentation	  will	   include:	  
logs,	   formal	   records	   and	   file	   copies	   of	   all	   expenditures,	   receipts,	   personnel	   time	   sheets.	   Department	  
Directors	  will	  be	  held	  responsible	  for	  deviations	  from	  the	  emergency	  purchasing	  procedures.	  

	  
4.	   Palm	   Beach	   may	   qualify	   for	   reimbursement	   of	   certain	   emergency	   costs	   from	   state,	   federal	   disaster	  

recovery	   programs.	   Palm	   Beach	   may	   also	   collect	   damages	   from	   its	   insurance	   carriers.	   Successful	  
documentation	  of	  expenditures	  will	  maximize	  the	  reimbursements	  and	  assistance	  that	  Palm	  Beach	  and	  its	  
citizens	  will	   receive.	  All	   Palm	  Beach	  departments	  and	  agencies	  are	  expected	   to	   include	   requirements	   for	  
emergency	  fiscal	  record	  keeping	  in	  their	  emergency	  plans	  and	  procedures.	  

	  
	  
5.	   In	  the	  event	  of	  a	  natural	  disaster	  (hurricane,	  tornado,	  etc.),	  the	  Purchasing	  Agent	  shall	  control	  all	  purchases	  

and	  contracts	  over	  $5,000.00.	  No	  employee/official	  of	  the	  Town	  shall	  obligate	  the	  Town	  for	  any	  purchase	  
or	   contract	   over	   $5,000.00	  without	   the	   approval	   of	   the	   EOC/Purchasing	   Agent.	   To	   the	  maximum	   extent	  
possible,	   all	   purchases	   at	   this	   level	   shall	   be	   made	   through	   the	   Purchasing	   Agent	   or	   his	   designated	  
representative.	  

	  
6.	   Upon	   activation	   of	   the	   EOC,	   and	   in	   any	   emergency	   situation	   involving	   a	   natural	   disaster,	   the	   bidding	  

requirements	  set	   forth	   in	   the	  purchasing	  manual	  may	  be	  waived	  by	   the	  Town	  Manager	  or	  designee.	  The	  
existence	   of	   such	   disaster	   situations	   creates	   an	   immediate	   and	   serious	   need	   for	   supplies,	   services,	   and	  
construction	   that	   cannot	   be	   met	   through	   normal	   purchasing	   methods.	   Disaster/emergency	   purchasing	  
procedures	  shall	  be	  used	  only	  for	  conditions	  that	  seriously	  threaten:	  

	  
a.	   The	  functioning	  of	  Town	  government;	  



Town	  of	  Palm	  Beach,	  
Florida	  

V.	  FINANCIAL	  MANAGEMENT	  

	  

	  

Comprehensive	  Emergency	  Management	  Plan	  (CEMP)	  
November	  2012	  

BP	  V	  –	  47	  
	  

b.	   The	  preservation	  or	  protection	  of	  property;	  and/or	  
c.	   The	  health	  or	  safety	  of	  any	  person.	  

	  
7.	   Disaster/emergency	  purchasing	  shall	  be	  limited	  to	  those	  supplies,	  services,	  or	  construction	  items	  necessary	  

to	  meet	  the	  emergency.	  
	  
8.	   The	  Purchasing	  Division	  shall	  maintain	  control	  of	  all	  disaster/emergency	  purchases,	  except	  those	  made	  with	  

purchasing	  cards.	  The	  Purchasing	  Division	  shall	  keep	  a	  record	  of	  all	  transactions	  to	  include	  as	  a	  minimum:	  
	  

a.	   Item	  purchased.	  
b.	   Vendor	  supplying	  the	  item/service.	  
c.	   Amount	   of	   the	   purchase,	   including	   unit	   prices,	   hourly	   rates,	   or	   any	   breakout	   of	   the	   total	   agreed	  

purchase	  price.	  
d.	   Name	  of	  the	  Town	  representative	  making	  the	  purchase.	  
e.	   Date	  of	  the	  purchase.	  
f.	   A	  copy	  of	  an	  agreement,	  quotation,	  or	  invoice.	  
g.	   A	  requisition	  approved	  by	  the	  originating	  Department	  Director	  and	  the	  Purchasing	  Agent.	  

	  
9.	   Department	   Directors	   shall	   be	   responsible	   for	   controlling	   all	   purchases	  made	   by	   purchasing	   cardholders	  

assigned	   to	   them.	  As	   a	  minimum,	  directors	   shall	   insure	   that	   the	   following	   is	   recorded	   for	   each	  purchase	  
made	  by	  their	  assigned	  purchasing	  cardholders:	  

	  
a.	   Item	  purchased.	  
b.	   Vendor	  supplying	  the	  item/service.	  
c.	   Amount	   of	   the	   purchase,	   including	   unit	   prices,	   hourly	   rates,	   or	   any	   breakout	   of	   the	   total	   purchase	  

price	  which	  is	  agreed	  upon.	  
d.	   Name	  of	  the	  Town	  representative	  making	  the	  purchase.	  
e.	   Date	  of	  the	  purchase.	  
f.	   A	  copy	  of	  an	  agreement,	  quotation,	  or	  invoice.	  

	  
10.	   The	   Town	  Manager,	   his	   or	   her	   assistants,	  Department	  Directors,	   and	   their	   designees	   are	   responsible	   for	  

processing	  emergency	  purchases	   through	  the	  EOC/Purchasing.	  Department	  Directors	  shall	  be	  responsible	  
for	  ensuring	  that	  proper	  purchasing	  procedures	  are	  used	  and	  that	  documentation	  of	  all	  purchases	  is	  correct	  
and	  complete.	  

	  
E.	   LOGISTICS.	  	  
	  
1.	   Departments	   responding	   to	   emergencies	   and	   disasters	  will	   first	   use	   their	   available	   resources.	  When	   this	  

plan	   is	   implemented,	   the	  EOC	  becomes	  the	   focal	  point	   for	  procurement,	  distribution	  and	  replacement	  of	  
personnel,	   equipment	  and	   supplies.	   Scarce	   resources	  will	   be	  allocated	  according	   to	  established	  priorities	  
and	  objectives	  of	  the	  Incident	  Commander(s).	  

	  
2.	   Logistics	   will	   be	   needed	   to	   support	   the	   field	   operations,	   the	   Emergency	   Operations	   Center	   (EOC)	  

operations,	  and	  disaster	  victims.	  
	  
3.	   All	   Departments	   are	   expected	   to	   maintain	   an	   inventory	   of	   all	   non-‐consumable	   items,	   to	   include	   their	  
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disposition	  after	  the	  conclusion	  of	  the	  emergency	  proclamation.	  Items	  that	  are	  not	  accounted	  for,	  or	  that	  
are	  placed	  in	  Town	  inventory	  as	  an	  asset	  will	  not	  be	  eligible	  for	  reimbursement.	  

	  
F.	   INSURANCE.	  
	  
1.	   The	   Town	   of	   Palm	   Beach	  maintains	   sufficient	   insurance	   coverage.	   	   The	   Risk	  Manager’s	   Office	  maintains	  

these	  records.	  
	  
2.	   Insurance	  coverage	  will	  be	   required	  by	   the	  Federal	  government	   in	   the	  post	  disaster	  phase	  as	  per	  44	  CFR	  

"subpart	  i".	  Information	  on	  the	  Town's	  insurance	  policies	  will	  need	  to	  be	  available	  following	  a	  disaster.	  	  The	  
Risk	  Manager	  will	  provide	  a	  copy	  of	  the	  Town’s	  property	  schedule	  and	  policy	  post–disaster	  to	  the	  Town’s	  
Finance	  Department.	  
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VI.	  ATTACHMENTS.	  
	  
A.	   GLOSSARY	  OF	  TERMS,	  ACRONYMS.	  
	  

–	  A	  –	  B	  –	  C	  –	  D	  –	  

Catastrophic	  Disaster	  	   An	   event	   that	   results	   in	   large	   numbers	   of	   deaths	   and	   injuries;	   causes	   extensive	  
damage	  or	  destruction	  of	   facilities	   that	  provide	  and	  sustain	  human	  needs;	  produces	  
an	   overwhelming	   demand	   on	   State	   and	   local	   response	   resources	   and	  mechanisms;	  
causes	   a	   severe	   long-‐term	  effect	   on	   general	   economic	   activity;	   and	   severely	   affects	  
State,	  local,	  and	  private	  sector	  capabilities	  to	  begin	  and	  sustain	  response	  activities.	  	  

Comprehensive	  
Emergency	  
Management	  Plan	  
(CEMP)	  

Contains	   policies,	   authorities,	   concept	   of	   operations,	   legal	   constraints,	  
responsibilities,	   and	   emergency	   functions	   to	   be	   performed.	   Agency	   response	   plans,	  
responder	  SOPs,	  and	  specific	   incident	  action	  plans	  are	  developed	  from	  this	  strategic	  
document.	  	  

COOP	   Continuity	  of	  Operations	  Planning.	  The	   internal	  efforts	  of	  an	  agency	  or	  other	  entity,	  
public	  or	  private,	   to	  assure	  continuance	  of	   its	  minimum	  essential	   functions	  across	  a	  
wide	   range	   of	   potential	   emergencies,	   to	   include	   localized	   acts	   of	   nature,	   accidents,	  
technological	  and/or	  attack-‐related	  emergencies.	  	  

Damage	  Assessment	   The	   process	   used	   to	   appraise	   or	   determine	   the	   number	   of	   injuries	   and	   deaths,	  
damage	   to	   public	   and	  private	   property,	   and	   the	   status	   of	   key	   facilities	   and	   services	  
such	   as	   hospitals	   and	   other	   health	   care	   facilities,	   fire	   and	   police	   stations,	  
communications	  networks,	  water	  and	  sanitation	  systems,	  utilities,	  and	  transportation.	  

Debris	  	   Scattered	  items	  and	  materials	  either	  broken,	  destroyed,	  or	  displaced	  by	  a	  natural	  or	  
human-‐generated	   disaster.	   Examples	   include	   trees	   and	   other	   vegetative	   material,	  
construction	  and	  demolition	  material,	  and	  personal	  property.	  	  

Debris	  Clearance	  	   Clearing	   the	  major	   road	  arteries	  by	  pushing	  debris	   to	   the	  roadside	  to	  accommodate	  
emergency	  traffic.	  	  

Debris	  Removal	  	   Picking	  up	  debris	  and	  taking	  it	  to	  a	  temporary	  storage	  site	  or	  permanent	  landfill.	  	  

Declaration	  	   The	   formal	   action	   by	   the	   President	   to	   make	   a	   State	   eligible	   for	   major	   disaster	   or	  
emergency	  assistance	  under	   the	  Robert	  T.	  Stafford	  Relief	  and	  Emergency	  Assistance	  
Act,	  Public	  Law	  93-‐288,	  as	  amended.	  	  

Comprehensive	  Emergency	  Management	  Plan	  CEMP	  
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Department	  of	  
Homeland	  Security	  
(DHS)	  	  

A	  Federal	  agency,	  of	  which	  FEMA	  is	  a	  part,	  that	  is	  charged	  with	  ensuring	  the	  safety	  of	  
the	   United	   States	   and	   its	   population.	   DHS	   is	   a	   cabinet	   level	   agency	   of	   the	   U.S.	  
Government.	   The	  Secretary	  of	  DHS	   is	   in	   the	   top	   tier	  of	   the	   several	  members	  of	   the	  
President's	  cabinet,	  along	  with	  the	  Secretary	  of	  State,	  the	  Secretary	  of	  the	  Treasury,	  
the	  Secretary	  of	  Defense,	  and	  the	  Attorney	  General.	  	  

Disaster	  Recovery	  
Center	  	  

Places	  established	   in	  the	  area	  of	  a	  Presidentially	  declared	  major	  disaster,	  as	  soon	  as	  
practicable,	   to	   provide	   victims	   the	   opportunity	   to	   apply	   in	   person	   for	   assistance	  
and/or	  obtain	  information	  relating	  to	  that	  assistance.	  DRCs	  are	  staffed	  by	  local,	  State,	  
and	   Federal	   agency	   representatives,	   as	   well	   as	   staff	   from	   volunteer	   organizations	  
(e.g.,	  the	  ARC).	  

Disaster,	  Major	   As	   defined	   under	   P.L.	   93-‐288,	   any	   natural	   catastrophe,	   (including	   any	   hurricane,	  
tornado,	   storm,	   flood,	   high	   water,	   wind-‐driven	   water,	   tidal	   wave,	   tsunami,	  
earthquake,	   volcanic	   eruption,	   landslide,	   mudslide,	   snowstorm,	   or	   drought),	   or,	  
regardless	   of	   cause,	   any	   fire,	   flood,	   or	   explosion,	   in	   any	   part	   of	   the	   United	   States,	  
which	  in	  the	  determination	  of	  the	  President	  causes	  damage	  of	  sufficient	  severity	  and	  
magnitude	   to	   warrant	   major	   disaster	   assistance	   under	   this	   Act	   to	   supplement	   the	  
efforts	   and	   available	   resources	   of	   States,	   local	   governments,	   and	   disaster	   relief	  
organizations	  in	  alleviating	  the	  damage,	  loss,	  hardship,	  or	  suffering	  caused	  thereby.	  	  

–	  E	  –	  F	  –	  	  

Emergency	   “Any	  aircraft	  crash,	  hurricane,	  tornado,	  storm,	  flood,	  high	  water,	  wind-‐driven	  water,	  
tidal	  wave,	   tsunami,	  earthquake,	   volcanic	  eruption,	   landslide,	  mudslide,	   snowstorm,	  
drought,	  fire,	  explosion,	  or	  other	  catastrophe	  which	  requires	  emergency	  assistance	  to	  
save	   lives	  and	  protect	  public	  health	  and	   safety	  or	   to	  avert	  or	   lessen	   the	   threat	  of	   a	  
major	  disaster.”	  (PL	  93-‐288);	  Any	  occasion	  or	  instance	  for	  which,	  in	  the	  determination	  
of	   the	   Governor,	   State	   assistance	   is	   needed	   to	   supplement	   local	   efforts	   and	  
capabilities	   to	   save	   lives	   and	   protect	   property	   and	   public	   health	   and	   safety,	   or	   to	  
lessen	  or	  avert	  the	  threat	  of	  a	  catastrophe	  in	  any	  part	  of	  the	  State.	  	  

Emergency	  Alert	  
System	  (EAS)	  

Formally	   the	   Emergency	   Broadcast	   System.	   Consists	   of	   broadcasting	   stations	   and	  
interconnecting	   facilities	   that	  have	  been	  authorized	  by	   the	  Federal	  Communications	  
Commission	  to	  operate	  in	  a	  controlled	  manner	  during	  emergencies.	  	  

Emergency	  
Management	  

The	   preparation	   for	   and	   the	   carrying	   out	   of	   all	   emergency	   functions,	   other	   than	  
functions	   for	  which	   the	  military	   forces	   are	   primarily	   responsible,	   to	  minimize	   injury	  
and	   repair	   damage	   resulting	   from	   disasters	   caused	   by	   enemy	   attack,	   sabotage,	   or	  
other	  hostile	  action,	  or	  by	  fire,	  flood,	  storm,	  earthquake,	  or	  other	  natural	  causes,	  and	  
to	   provide	   support	   for	   search	   and	   rescue	   operations	   for	   persons	   and	   property	   in	  
distress;	  Organized	  analysis,	  planning,	  decision-‐making,	  assignment,	  and	  coordination	  
of	  available	  resources	  to	  the	  mitigation	  of,	  preparedness	  for,	  response	  to,	  or	  recovery	  
from	   major	   community-‐wide	   emergencies.	   Refer	   to	   local	   and	   State	   emergency	  
legislation.	  

Emergency	  Operations	  
Center	  (EOC)	  	  

A	   pre-‐defined	   physical	   location	   from	  which	  management	   officials	   exercise	   direction	  
and	  control	  in	  an	  emergency	  or	  disaster.	  It	  is	  equipped	  and	  staffed	  to	  provide	  support	  
in	  coordinating	  and	  guiding	  emergency/disaster	  operations.	  EOCs	  are	  activated	  on	  an	  
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as-‐needed	  basis.	  Can	  be	  internal	  or	  external	  to	  a	  facility,	  with	  a	  secondary	  site	  defined	  
in	  case	  the	  primary	  site	  is	  rendered	  unusable.	  	  

Emergency	  Protective	  
Measures	  

Those	  efforts	  to	  protect	  life	  and	  property	  against	  anticipated	  and	  occurring	  effects	  of	  
a	   disaster.	   These	   activities	   generally	   take	   place	   after	   disaster	   warning	   (if	   any)	   and	  
throughout	  the	  incidence	  period.	  	  

Emergency	  Public	  
Information	  

Information	  disseminated	  primarily	   in	  anticipation	  of	  an	  emergency,	  or	  at	  the	  actual	  
time	  of	  an	  emergency;	  in	  addition	  to	  providing	  information	  as	  such,	  frequently	  directs	  
actions,	  instructs,	  and	  transmits	  direct	  orders.	  Includes	  rumor-‐control	  processes.	  	  

Emergency	  Response	  
Team	  –	  Advance	  
Element	  	  

For	   Federal	   disaster	   response	   and	   recovery	   activities	   under	   the	   Stafford	   Act,	   the	  
portion	  of	  the	  ERT	  that	  is	  first	  deployed	  to	  the	  field	  to	  respond	  to	  a	  disaster	  incident.	  
The	  ERT-‐A	  is	  the	  nucleus	  of	  the	  full	  ERT.	  	  

Emergency	  Response	  
Team	  (ERT)	  	  

An	   interagency	   team,	   consisting	   of	   the	   lead	   representative	   from	   each	   Federal	  
Department	  or	  agency	  assigned	  primary	  responsibility	  for	  an	  ESF	  and	  key	  members	  of	  
the	   FCO’s	   staff,	   formed	   to	   assist	   the	   FCO	   in	   carrying	   out	   his/her	   coordination	  
responsibilities.	   The	   ERT	   may	   be	   expanded	   by	   the	   FCO	   to	   include	   designated	  
representatives	   of	   other	   Federal	   Departments	   and	   agencies	   as	   needed.	   The	   ERT	  
usually	  consists	  of	  regional-‐level	  staff.	  	  

Emergency	  Support	  
Function	  (ESF)	  

A	  functional	  area	  of	  response	  activity	  established	  to	  facilitate	  the	  delivery	  of	  Federal	  
assistance	  required	  during	  the	  immediate	  response	  phases	  of	  a	  disaster	  to	  save	  lives,	  
protect	   property	   and	   public	   health,	   and	   to	   maintain	   public	   safety.	   ESFs	   represent	  
those	  types	  of	  Federal	  assistance	  which	  the	  State	  will	  most	  likely	  need	  because	  of	  the	  
Overwhelming	   impact	   of	   a	   catastrophic	   or	   significant	   disaster	   on	   its	   own	   resources	  
and	   response	   capabilities,	   or	   because	   of	   the	   specialized	   or	   unique	   nature	   of	   the	  
assistance	   required.	   ESF	   missions	   are	   designed	   to	   supplement	   State	   and	   local	  
response	  efforts.	  

Emergency	  Support	  
Team	  (EST)	  

An	   interagency	   group	   operating	   from	   the	   Federal	   Emergency	  Management	   Agency	  
(FEMA)	   headquarters.	   The	   EST	   oversees	   the	   national-‐level	   response	   support	   effort	  
and	   coordinates	   activities	  with	   the	   ESF	   primary	   and	   support	   agencies	   in	   supporting	  
Federal	  response	  requirements	  in	  the	  field.	  

Exercise	   Maneuver	   or	   simulated	   emergency	   condition	   involving	   planning,	   preparation,	   and	  
execution;	   carried	   out	   for	   the	   purpose	   of	   testing,	   evaluating,	   planning,	   developing,	  
training,	   and	   /	   or	   demonstrating	   emergency	   management	   systems	   and	   individual	  
components	   and	   capabilities,	   to	   identify	   areas	   of	   strength	   and	   weakness	   for	  
improvement	  of	  CEMP.	  	  

Federal	  /	  State	  
Agreement	  

The	   agreement	   signed	   by	   the	   Governor	   and	   the	   Regional	   Director	   of	   the	   Federal	  
Emergency	  Management	  Agency,	   specifying	   the	  manner	   in	  which	  Federal	  assistance	  
will	  be	  made	  available	  for	  a	  Presidential	  Declaration	  of	  Emergency,	  Fire	  Suppression,	  
or	   Major	   Disaster,	   and	   containing	   terms	   and	   conditions	   consistent	   with	   applicable	  
laws,	  executive	  orders,	  and	  regulations	  as	  the	  Administrator	  of	  FEMA	  may	  require.	  	  

Federal	  Assistance	   Aid	  to	  disaster	  victims	  or	  State	  or	   local	  governments	  by	  Federal	  agencies	  authorized	  
to	  provide	  assistance	  under	  Federal	  statutes.	  
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Federal	  Coordinating	  
Officer	  (FCO)	  

The	   person	   appointed	   by	   the	   President	   to	   coordinate	   Federal	   assistance	   in	   an	  
Emergency	  or	  a	  Major	  Disaster.	  	  

Federal	  Hazard	  
Mitigation	  Officer	  
(FHMO)	  

Person	   appointed	   by	   the	   FCO	   responsible	   for	   managing	   Federal	   hazard	   mitigation	  
programs	  and	  activities.	  

Federal	  Interagency	  
Hazard	  Mitigation	  
Team	  (I-‐Team)	  

Activated	  by	  the	  FHMO	  immediately	  following	  a	  Presidential	  Disaster	  Declaration,	  and	  
made	   up	   of	   appropriate	   Federal,	   State,	   and	   local	   government	   representatives	   to	  
identify	  opportunities	  for	  hazard	  mitigation.	  	  

FEMA	   Federal	  Emergency	  Management	  Agency.	  	  

Florida	  Division	  of	  
Emergency	  
Management	  (FDEM)	  

FDEM	   is	   responsible	   for	   the	  direction	   and	   control	   of	   a	   State	   response	   and	   recovery	  
organization.	  

Fujita-‐Pearson	  
Tornado	  Scale	  

Measures	  tornado	  strength.	  Rating	  Winds	  Damage	  	  
FO	  40-‐	  72	  mph	  Light	  	  
F1	  73	  112	  mph	  Moderate	  	  
F2.	  1.13	  mph	  Considerable	  	  
F3	  158	  mph	  Severe	  	  
F4	  207	  -‐	  260	  mph	  Devastating	  	  
F5	  261-‐318mph	  Incredible	  	  

–	  G	  –	  H	  –	  	  

Geographic	  
Information	  System	  
(GIS)	  	  

GIS	  hardware	  and	  software	  provide	  the	  ability	  to	  analyze	  and	  present	  data	  in	  the	  form	  
of	   maps	   and	   data	   reports.	   Specifically,	   GIS	   products	   support	   situation	   reporting,	  
damage	   prediction,	   estimation	   and	   assessment,	   resource	  management,	   information	  
exchange,	  situation	  analyses	  and	  operating	  center	  displays.	  	  

Global	  Positioning	  
System	  (GPS)	  	  

GPS	   is	   a	   worldwide	   radio-‐navigation	   system	   formed	   from	   a	   constellation	   of	   24	  
satellites	   and	   their	   ground	   stations.	   The	   satellites	   are	   reference	   points	   to	   calculate	  
positions	   accurate	   to	   a	   matter	   of	   meters.	   By	   using	   advanced	   forms	   of	   GPS,	  
measurements	   are	   better	   than	   a	   centimeter.	   In	   effect,	   each	   square	   meter	   on	   the	  
planet	  has	  a	  unique	  address.	  	  

Governor’s	  Authorized	  
Representative	  (GAR)	  

That	  person	  named	  by	  the	  Governor	  in	  the	  Federal	  /	  State	  Agreement	  to	  execute	  on	  
behalf	   of	   the	   State	   all	   necessary	   documents	   for	   disaster	   assistance	   following	   the	  
declaration	  of	  an	  emergency	  or	  a	  major	  disaster,	  including	  certification	  of	  applications	  
for	  public	  assistance.	  	  

Grantee	   The	  State	  agency	  that	  is	  eligible	  to	  receive	  Federal	  dollars	  in	  a	  Presidential	  Disaster.	  

Hazard	   Any	  situation	  that	  has	  the	  potential	  for	  causing	  damage	  to	  life,	  property,	  and	  /	  or	  the	  
environment.	  	  

Hazard	  Mitigation	  
Grant	  Program	  

Federal	  government	  may	  contribute	  up	  to	  75	  percent	  of	  the	  cost	  of	  hazard	  mitigation	  
measures	   which	   the	   President	   has	   determined	   are	   cost-‐effective	   and	   which	  
substantially	  reduce	  the	  risk	  of	  future	  damage,	  hardship,	  loss,	  or	  suffering	  in	  any	  area	  
affected	  by	  major	  disaster.	  (Stafford	  Act,	  Sec.	  404)	  	  
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Hazard	  Mitigation	  Plan	   Section	  409	  of	  the	  Stafford	  Act	  requires	  the	  State	  and	  affected	  local	  governments	  to	  
prepare	   a	   hazard	   mitigation	   plan	   that	   evaluates	   the	   natural	   hazards	   within	   the	  
disaster	   area(s)	   and	   recommends	   appropriate	   measures	   to	   reduce	   the	   risks	   from	  
future	  disasters.	  

Hurricane	  Advisory	   A	   method	   for	   disseminating	   hurricane	   and	   storm	   data	   to	   the	   public	   every	   six	   (6)	  
hours.	  	  

Hurricane	  Eye	   The	  relatively	  calm	  area	  near	  the	  center	  of	  the	  storm.	  In	  this	  area	  winds	  are	  light	  and	  
sky	  often	  partly	  covered	  by	  clouds.	  

Hurricane	  Season	   The	  portion	  or	  the	  year	  having	  relatively	  high	  incidence	  of	  hurricane.	  In	  the	  Atlantic,	  
Caribbean	  and	  Gulf	  of	  Mexico	  it	  is	  usually	  regarded	  as	  the	  period	  from	  June	  1	  through	  
November	  30.	  	  

Hurricane	  Warning	   A	   warning	   that	   one	   or	   both	   of	   the	   following	   dangerous	   effects	   of	   a	   hurricane	   are	  
expected	  in	  a	  specified	  coastal	  area	  in	  24	  hours	  or	  less:	  (a)	  Sustained	  winds	  74	  miles	  
per	   hour	   (64	   knots)	   or	   higher;	   (b)	   Dangerously	   high	   water	   or	   a	   combination	   of	  
dangerously	   high	  water	   and	   exceptionally	   high	  waves,	   even	   though	  winds	   expected	  
may	  be	  less	  than	  hurricane	  force.	  	  

Hurricane	  Watch	   An	   announcement	   for	   specific	   areas	   that	   a	   hurricane	   or	   an	   incipient	   hurricane	  
condition	   poses	   a	   threat	   to	   coastal	   and	   inland	   communities.	   All	   people	   in	   the	  
indicated	  areas	  should	  take	  stock	  of	  their	  preparedness	  requirements,	  keep	  abreast	  of	  
the	   latest	  advisories	  and	  bulletins	  and	  be	  ready	  for	  quick	  action	   in	  case	  a	  warning	   is	  
issued	  for	  their	  areas.	  	  

–	  I	  –	  J	  –	  K	  –	  

Incident	  	   A	  definite	  and	  separate	  occurrence.	  Usually	  a	  minor	  event	  or	  condition	  that	  is	  a	  result	  
of	  a	  human	  error,	  technical	  failure,	  or	  environmental	  condition.	  An	  incident	  or	  event	  
typically	  interrupts	  normal	  activities.	  Note	  incidents	  may	  or	  may	  not	  lead	  to	  accidents,	  
events,	  or	  disasters.	  	  

Incident	  Action	  Plan	  
(IAP)	  	  

An	  oral	  or	  written	  plan	  containing	  general	  objectives	  reflecting	  the	  overall	  strategy	  for	  
managing	   an	   incident.	   It	   should	   generally	   include	   the	   identification	   of	   operational	  
resources	   and	   assignments.	   It	   may	   also	   include	   attachments	   that	   provide	   direction	  
and	   important	   information	   for	   management	   of	   the	   incident	   during	   one	   or	   more	  
operational	  periods.	  	  

Incident	  Command	  
System	  (ICS)	  	  

A	   standardized	   organizational	   structure	   used	   to	   command,	   control,	   and	   coordinate	  
the	   use	   of	   resources	   and	   personnel	   that	   have	   responded	   to	   the	   scene	   of	   an	  
emergency.	   The	   concepts	   and	   principles	   for	   ICS	   include	   common	   terminology,	  
modular	   organization,	   integrated	   communication,	   unified	   command	   structure,	  
consolidated	  action	  plan,	  manageable	   span	  of	   control,	  designated	   incident	   facilities,	  
and	  comprehensive	  resource	  management.	  	  

Incident	  Commander	  
(IC)	  	  

Under	  the	  Incident	  Command	  System	  (ICS,	  q.v.),	  the	  person	  assigned	  to	  have	  overall	  
charge	  of	  the	  response	  to	  an	  incident.	  	  

Incident	  Objectives	  	   Statements	  of	  guidance	  and	  direction	  necessary	  for	  selecting	  appropriate	  strategy(s)	  
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and	   the	   tactical	   direction	   of	   resources.	   Incident	   objectives	   are	   based	   on	   realistic	  
expectations	   of	  what	   can	   be	   accomplished	  when	   all	   allocated	   resources	   have	   been	  
effectively	   deployed.	   Incident	   objectives	   must	   be	   achievable	   and	   measurable,	   yet	  
flexible	  enough	  to	  allow	  strategic	  and	  tactical	  alternatives.	  	  

Individual	  Assistance	   Financial	   or	   other	   aid	   provided	   to	   private	   citizens	   to	   help	   alleviate	   hardship	   and	  
suffering,	   and	   intended	   to	   facilitate	   resumption	   of	   their	   normal	  way	   of	   life	   prior	   to	  
disaster.	  

Individual	  Assistance	  
Officer	  

State	  Human	  Services	  officer	  designated	  to	  coordinate	  individual	  assistance	  programs.	  	  

Initial	  Impact	  
Assessment	  

Estimation	  of	  damages	  made	  after	  a	  disaster	  has	  occurred	  which	  serves	  as	  the	  basis	  of	  
the	   Governor’s	   request	   to	   the	   President	   for	   a	   declaration	   of	   Emergency	   or	   Major	  
Disaster.	  	  

Interoperability	  	   The	   ability	   of	   systems,	   units,	   or	   agencies	   to	   provide	   services	   to	   and	   accept	   services	  
from	  other	  systems,	  units	  or	  agencies	  and	  to	  use	  the	  services	  so	  exchanged	  to	  enable	  
them	  to	  work	  effectively	  together.	  

Joint	  Information	  
Center	  (JIC)	  

The	  primary	  field	   location	  for	  the	  coordination	  of	  Federal	  and	  State	  media	  relations,	  
located	  in	  or	  near	  the	  DFO.	  

–	  L	  –	  M	  –	  N	  –	  O	  –	  P	  –	  

Local	  Emergency	   The	  duly	  proclaimed	  existence	  of	   conditions	  of	  a	  disaster	  or	  of	  extreme	  peril	   to	   the	  
safety	   or	   health	   of	   persons	   and	   property	  within	   local	   jurisdictional	   boundaries.	   The	  
emergency	  may	  be	  declared	  by	  a	  mayor	  or	  his/her	  designee	  and	  would	  normally	  be	  
issued	  concurrent	  with	  a	  County	  declaration	  by	   the	  board	  of	  County	  Commissioners	  
prior	  to	  requesting	  State	  and	  /	  or	  Federal	  assistance.	  	  

Local	  Government	   Any	  County,	  city,	  village,	  town,	  district	  or	  other	  political	  subdivisions	  of	  the	  State,	  any	  
Indian	   tribe	  or	  authorized	  Tribal	  organization,	  and	   including	  any	   rural	   community	  or	  
unincorporated	  town	  or	  village	  or	  any	  other	  public	  entity	  for	  which	  an	  application	  for	  
assistance	  is	  made	  by	  the	  State	  or	  political	  subdivision	  thereof.	  	  

Mitigation	   Any	   action	   "determined	   to	   be	   cost-‐effective	  which	   substantially	   reduces	   the	   risk	   of	  
future	  damage,	   hardship,	   loss,	   or	   suffering	   in	   any	   area	   affected	  by	   a	  major	   disaster	  
(Stafford	  Act,	  P.L.	  93-‐288,	  as	  amended,	  Sec.	  404).	  	  

Palm	  Beach	  County	  
Division	  of	  Emergency	  
Management	  

A	   Division	   of	   the	   Palm	   Beach	   County	   Public	   Safety	   Department,	   the	   Division	   of	  
Emergency	   Management	   is	   authorized	   by	   the	   Board	   of	   County	   Commissioners	   to	  
declare	   watches	   and	   warnings	   and	   to	   issue	   an	   evacuation	   order	   for	   Palm	   Beach	  
County.	  	  

Palm	  Beach	  County	  
Emergency	  Operations	  
Center	  (EOC)	  

A	  County	  facility	  that	  serves	  as	  a	  central	  location	  for	  the	  coordination	  and	  control	  of	  
all	  emergency	  preparedness	  and	  response	  activities.	  	  

Preliminary	  Damage	  
Assessment	  (PDA)	  

A	   mechanism	   used	   to	   determine	   the	   impact	   and	   magnitude	   of	   damage	   and	   the	  
resulting	   unmet	   needs	   of	   individuals,	   businesses,	   the	   public	   sector,	   and	   the	  
community	  as	  a	  whole.	   Information	  collected	   is	  used	  by	   the	  State	  as	  a	  basis	   for	   the	  
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Governor’s	   request	   for	   a	   Presidential	   declaration,	   and	   by	   FEMA	   to	   document	   the	  
recommendation	  made	  to	  the	  President	  in	  response	  to	  the	  Governor’s	  request.	  PDAs	  
are	   made	   by	   at	   least	   one	   State	   and	   one	   Federal	   representative.	   A	   local	   Tribal	  
representative	   familiar	   with	   the	   extent	   and	   location	   of	   damage	   in	   the	   community	  
often	  participates;	  other	  State	  and	  Federal	  agencies	  and	  voluntary	  relief	  organizations	  
also	  may	  be	  asked	  to	  participate,	  as	  needed.	  	  

Public	  Assistance	   Financial	  or	  other	  aid	  provided	  to	  political	  subdivisions	  and	  Indian	  tribes	  to	  facilitate	  
restoration	  of	  public	  facilities	  to	  pre-‐disaster	  functions	  and	  capabilities.	  	  

Public	  Assistance	  
Officer	  

State	   Infrastructure	   Officer	   designed	   to	   facilitate,	   manage	   restoration	   of	   public	  
facilities	  to	  pre-‐disaster	  functions	  and	  capabilities.	  	  

Public	  Facility	   Any	  flood	  control,	  navigation,	  irrigation	  reclamation,	  public	  power,	  sewage	  treatment	  
and	  collection,	  water	  supply	  and	  distribution,	  watershed	  development,	  airport	  facility,	  
non-‐Federal	   aid	   street,	   road	  or	  highway,	  and	  any	  other	  public	  building,	   structure	  or	  
system	  including	  those	  used	  exclusively	  for	  recreation	  purposes.	  	  

–	  Q	  –	  R	  –	  S	  –	  	  

Rapid	  Response	  Teams	  
(RRT)	  

Teams	  comprised	  of	  trained	  individuals	  in	  specific	  fields	  (law	  enforcement,	  fire,	  public	  
works,	   building	   officials,	   etc.).	   RRT's	   are	   organized	   from	   local	   governments	   when	  
activated,	   operates	   under	   the	   State	   as	   an	   operating	   unit	   of	   the	   State	   Emergency	  
Response	  Team.	  

Recovery	   The	   long-‐term	   activities	   beyond	   the	   initial	   crisis	   period	   and	   emergency	   response	  
phase	  of	  disaster	  operations	  that	  focus	  on	  returning	  all	  systems	  in	  the	  community	  to	  a	  
normal	   status	   or	   to	   reconstitute	   these	   systems	   to	   a	   new	   condition	   that	   is	   less	  
vulnerable.	  	  

Response	  	   Emergency	  response	  activities	  are	  conducted	  during	  the	  time	  period	  that	  begins	  with	  
the	  detection	  of	   the	  event	  and	  ends	  with	   the	  stabilization	  of	   the	  situation	   following	  
impact.	   These	   efforts	   work	   to	   minimize	   the	   risks	   created	   in	   an	   emergency	   by	  
protecting	   the	  people,	   the	   environment,	   and	  property,	   and	   also	  work	   to	   return	   the	  
scene	   to	   normal	   pre-‐emergency	   conditions.	   Activities	   typically	   also	   include	   the	  
reaction	  to	  an	  incident	  or	  emergency	  to	  assess	  the	  damage	  or	  impact	  and	  to	  ascertain	  
the	   level	   of	   containment	   and	   control	   activity	   required.	   In	   addition	   to	   addressing	  
matters	  of	  life	  safety,	  response	  also	  addresses	  the	  policies,	  procedures,	  and	  actions	  to	  
be	  followed	  in	  the	  event	  of	  an	  emergency.	  	  

Saffir-‐Simpson	  
Hurricane	  Scale	  

Measures	  hurricane	  strength.	  Winds:	  	   	  
Category	  1:	  74	  -‐	  95	  m.p.h.	  	  
Category	  2:	  96	  -‐	  100	  m.p.h.	  	  
Category	  3:	  111	  -‐	  130	  m.p.h.	  	  
Category	  4:	  131	  -‐	  155	  m.p.h.	  	  
Category	  5:	  >	  155	  m.p.h.	  	  

Situation	  Report	   Initial	  impact,	  damage	  assessment	  report.	  	  

Stafford	  Act	  ("Robert	  T.	  
Stafford	  Disaster	  Relief	  and	  

Provides	   authority	   for	   response	   assistance	   under	   the	   Federal	   Response	   Plan,	   and	  
which	  empowers	   the	  President	   to	  direct	  any	  Federal	  agency	  to	  utilize	   its	  authorities	  
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Emergency	  Assistance	  Act"	  
P.L.	  93-‐288,	  as	  amended)	  

and	  resources	  in	  support	  of	  State	  and	  local	  assistance	  efforts.	  	  

Standard	  Operating	  
Procedure	  (SOP)	  

A	  ready	  and	  continuous	  reference	  to	  those	  roles,	  relationships	  and	  procedures	  within	  
an	   organization	   which	   are	   used	   for	   the	   accomplishment	   of	   broad	   or	   specialized	  
functions	   which	   augment	   the	   Comprehensive	   Emergency	  Management	   Plan;	   Set	   of	  
instructions	  having	  the	  force	  of	  a	  directive,	  covering	  features	  of	  operations	  which	  lend	  
themselves	  to	  a	  definite	  or	  standardized	  procedure	  without	  loss	  of	  effectiveness,	  and	  
implemented	  without	  a	  specific	  direct	  order	  from	  higher	  authority.	  

State	  Coordinating	  
Officer	  (SCO)	  

The	  person	  appointed	  by	  the	  Governor	  for	  the	  purpose	  of	  coordinating	  State	  and	  local	  
disaster	  assistance	  efforts	  with	  those	  of	  the	  Federal	  government.	  	  

State	  Emergency	  Plan	   As	  used	  in	  Section	  201(b)	  of	  PL	  93-‐288;	  that	  State	  plan	  which	  is	  designed	  specifically	  
for	   State-‐level	   response	   to	   emergencies	   or	   major	   disasters	   and	   which	   sets	   forth	  
actions	   to	   be	   taken	   by	   the	   State	   and	   local	   governments	   including	   those	   for	  
implementing	  Federal	  disaster	  assistance.	   (Known	  as	  the	  Comprehensive	  Emergency	  
Management	   Plan	   or	   State	   Emergency	   Operations	   Plan)	   Execution	   of	   the	   State	  
Comprehensive	   Emergency	   Management	   Plan	   is	   a	   prerequisite	   to	   the	   provision	   of	  
Federal	  assistance	  authorized	  by	  PL	  93-‐288.	  	  

State	  Hazard	  
Mitigation	  and	  
Recovery	  Team	  
(SHMART)	  

Representatives	   from	   key	   State	   agencies,	   local	   governments,	   and	   other	   public	   and	  
private	   sector	   organizations	   that	   influence	   development	   and	   hazard	   management	  
policies	  within	  the	  State.	  	  

State	  Hazard	  
Mitigation	  Officer	  
(SHMO)	  

State	  official	  responsible	  for	  coordinating	  the	  preparation	  and	  implementation	  of	  the	  
State	   Hazard	   Mitigation	   Plan	   (pursuant	   to	   Section	   409	   of	   the	   Stafford	   Act)	   and	  
implementation	  of	  the	  Hazard	  Mitigation	  Grant	  Program	  (pursuant	  to	  Section	  404	  of	  
the	  Stafford	  Act).	  	  

State	  of	  Emergency	   An	  emergency	  proclaimed	  as	  such	  by	  the	  Governor	  pursuant	  to	  State	  law.	  

State	  Wide	  Mutual	  Aid	  
Agreement	  

A	   document,	   that	   when	   executed,	   provides	   political	   subdivisions	   of	   the	   State	   of	  
Florida	   who	   become	   a	   party	   to	   the	   agreement	   are	   authorized	   under	   Chapter	   252,	  
Florida	  Statutes,	  to	  request,	  offer	  or	  provide	  assistance	  to	  any	  other	  signatory	  to	  the	  
agreement	  if	  authorized	  by	  the	  SERT.	  

Storm	  Surge	   The	   high	   and	   forceful	   dome	   of	   wind	   driven	   rising	   tidal	   waters,	   sweeping	   along	   the	  
coastline	  near	  where	  the	  eye	  makes	  landfall	  or	  passes	  close	  to	  the	  coast.	  	  

Sustained	  Wind	   The	  wind	  obtained	  by	  averaging	  observed	  value	  over	  a	  one	  minute	  period.	  	  

–	  T	  –	  U	  –	  V	  –	  W	  –	  X	  –	  Y	  –	  Z	  –	  

Tornado	   A	  relatively	  short-‐lived	  local	  storm,	  that	  is	  composed	  of	  violently	  rotating	  columns	  of	  
air	  that	  descend	  in	  the	  familiar	  funnel	  shape	  from	  a	  thunderstorm	  cloud	  system.	  

Tornado	  Warning	   Indicates	   a	   tornado	  has	  been	   sighted	  or	   is	   spotted	  on	   radar.	  Warnings	  will	   give	   the	  
location	  of	  the	  tornado	  and	  the	  area	  immediately	  affected	  by	  the	  warning.	  	  

Tornado	  Watch	   Indicates	  that	  the	  weather	  conditions	  are	  favorable	  for	  a	  tornado	  to	  develop	  and	  that	  
the	  sky	  should	  be	  watched.	  	  
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Tropical	  Cyclone	   A	   non-‐frontal	   cyclone	   of	   synoptic	   scale,	   developing	   over	   tropical	   or	   sub-‐tropical	  
waters	  and	  having	  a	  definite	  organized	  circulation.	  	  

Tropical	  Depression	   A	  tropical	  cyclone	  in	  which	  the	  maximum	  sustained	  surface	  wind	  in	  38	  miles	  per	  hour	  
(33	  knots)	  or	  less.	  	  

Tropical	  Disturbance	   A	  moving	  area	  of	  thunderstorms	  in	  the	  tropics.	  

Tropical	  Storm	   A	  warm	  core	  tropical	  cyclone	  in	  which	  the	  maximum	  sustained	  surface	  wind	  is	  in	  the	  
range	  of	  39	  to	  73	  miles	  per	  hour	  (34-‐63	  knots)	  inclusive.	  

Tropical	  Storm	  
Warning	  

A	  warning	  of	   sustained	  winds	   in	   the	   range	  of	  39-‐73	  miles	  per	  hour	   (34	   to	  63	  knots)	  
inclusive.	  

Tropical	  Wave	   A	  westward	  moving	  trough	  of	  low	  pressure	  embedded	  in	  the	  deep	  easterly	  current.	  It	  
tends	   to	  organize	   low	   level	   circulation	  and	  may	   travel	   thousands	  of	  miles	  with	   little	  
change	  in	  shape,	  sometimes	  producing	  significant	  shower	  and	  thundershower	  activity	  
along	  its	  path.	  	  
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ACRONYMS.	  
	  
AAR	   After	  Action	  Report	  	  

ACOE	   Army	  Corps	  of	  Engineers	  

AHCA	   Agency	  Health	  Care	  Administration	  	  

ALF	   Assisted	  Living	  Facility	  	  

AMR	   American	  Medical	  Response	  	  

ARC	   American	  Red	  Cross	  -‐	  Greater	  Palm	  
Beach	  Area	  Chapter	  	  

BCC	   Palm	  Beach	  County	  Board	  of	  County	  
Commissioners	  	  

BRC	   Business	  Recovery	  Center	  	  

CAP	   Civil	  Air	  Patrol	  	  

CEMP	   Comprehensive	  Emergency	  
Management	  Plan	  	  

CERT	   Community	  Emergency	  Response	  Team	  	  

CEOC	   County	  Emergency	  Operations	  Center	  	  

CISD	   Critical	  Incident	  Stress	  Debriefing	  	  

COG	   Continuity	  of	  Government	  	  

COOP	   Continuity	  of	  Operations	  Plan	  	  

CRC	   Community	  Redevelopment	  Center	  	  

CRT	   Community	  Relations	  Team	  	  

CRS	   Community	  Rating	  System	  	  

CSA	   County	  Staging	  Area	  	  

DTAP	   Disabled	  Transportation	  Assistance	  Plan	  	  

DCA	   Florida	  Department	  of	  Community	  
Affairs	  	  

DEM	   Palm	  Beach	  County	  Division	  of	  
Emergency	  Management	  	  

DEP	   Florida	  Department	  of	  Environmental	  
Protection	  	  

DFO	   Disaster	  Field	  Office	  	  

DMAT	   Disaster	  Medical	  Assistance	  Team	  	  

DMORT	   Disaster	  Mortuary	  Response	  Team	  	  

DOH	   PBC	  Department	  of	  Health	  	  

DOT	   Department	  of	  Transportation	  	  

DRC	   Disaster	  Recovery	  Center	  /	  Disaster	  
Recovery	  Coalition	  	  

DRP	   Disaster	  Recovery	  Plan	  	  

EAS	   Emergency	  Alert	  System	  	  

ECO	   Emergency	  Coordinating	  Officer	  	  

EIC	   Emergency	  Information	  Center	  	  

EM	   Emergency	  Management	  	  

EMAC	   Emergency	  Management	  Assistance	  
Compact	  	  

EM-‐Net	   Emergency	  Management	  Network	  	  

ERM	   PBC	  Department	  of	  Environmental	  
Resource	  Management	  	  

EMS	   Emergency	  Medical	  Services	  	  

EMT	   Emergency	  Medical	  Technician	  	  

EM	  Team	   Emergency	  Management	  Team	  
Committee	  	  

EOA	   Emergency	  Operations	  Area	  	  

EOC	   Palm	  Beach	  County	  Emergency	  
Operations	  Center	  	  

EOG	   Executive	  Office	  of	  the	  Governor	  	  

EPG	   Executive	  Policy	  Group	  	  

EPZ	   Emergency	  Planning	  Zone	  	  

ESATCOM	   Emergency	  Satellite	  Communications	  
System	  	  

ESF	   Emergency	  Support	  Function	  	  

F-‐SERT	   Forward	  State	  Emergency	  Response	  
Team	  	  

FAC	   Florida	  Administrative	  Code	  	  

FCO	   Federal	  Coordinating	  Officer	  	  

FDEM	   Florida	  Division	  of	  Emergency	  
Management	  	  

FDLE	   Florida	  Department	  of	  Law	  Enforcement	  	  

FEMA	   Federal	  Emergency	  Management	  Agency	  	  

FEPA	   Florida	  Emergency	  Preparedness	  
Association	  	  

FFCA	   Florida	  Fire	  Chiefs	  Association	  	  

FHP	   Florida	  Highway	  Patrol	  	  

FIND	   Florida	  Interfaith	  Networking	  in	  Disaster	  	  

FLNG	   Florida	  National	  Guard	  	  

FMAP	   Flood	  Mitigation	  Assistance	  Program	  	  
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FOG	   Field	  Operations	  Guide	  	  

FPL	   Florida	  Power	  &	  Light	  Company	  	  

FRP	   Federal	  Response	  Plan	  	  

GIS	   Geographic	  Information	  System	  	  

HAZMAT	   Hazardous	  Materials	  	  

HMGP	   Hazard	  Mitigation	  Grants	  Program	  	  

HNAT	   Human	  Needs	  Assessment	  Training	  	  

HSEEP	   Homeland	  Security	  Exercise	  Evaluation	  
Program	  	  

HSP	   Hazard	  Specific	  Plan	  	  

HSPD	   Homeland	  Security	  Presidential	  Directive	  	  

IAP	   Incident	  Action	  Plan	  	  

IC	   Incident	  Commander	  	  

ICP	   Incident	  Command	  Post	  	  

ICS	   Incident	  Command	  System	  	  

IDA	   Initial	  Damage	  Assessment	  	  

IMT	   Incident	  Management	  Team	  	  

IPZ	   Ingestion	  Pathway	  Zone	  	  

JIS	   Joint	  Information	  System	  	  

LMS	   Local	  Mitigation	  Strategy	  	  

LSA	   Logistical	  Staging	  Area	  	  

MACC	   Multi	  Agency	  Coordination	  Center	  	  

NAWAS	   National	  Warning	  System	  	  

NFIP	   National	  Flood	  Insurance	  Program	  	  

NHC	   National	  Hurricane	  Center	  	  

NIMS	   National	  Incident	  Management	  System	  	  

NOAA	   National	  Oceanic	  and	  Atmospheric	  
Administration	  	  

NOI	   Notice	  of	  Interest	  	  

NRC	   Nuclear	  Regulatory	  Commission	  	  

NRP	   National	  Response	  Plan	  	  

NTC	   National	  Tele-‐registration	  Center	  	  

NWS	   National	  Weather	  Service	  	  

OCVAN	   Organized	  Crime,	  Vice	  and	  Narcitics	  

PBC	   Palm	  Beach	  County	  	  

PBIA	   Palm	  Beach	  International	  Airport	  	  

PBCFR	   Palm	  Beach	  County	  Fire	  Rescue	  	  

PBSO	   Palm	  Beach	  County	  Sheriff’s	  Office	  	  

PDA	   Preliminary	  Damage	  Assessment	  	  

PDRP	   Post-‐Disaster	  Redevelopment	  Plan	  	  

PIO	   Public	  Information	  Officer	  	  

PIU	   Public	  Information	  Unit	  	  

POD	   Point	  of	  Distribution	  	  

PSAP	   Public	  Safety	  Answering	  Point	  	  

PW	   Project	  Worksheet	  	  

RACES	   Radio	  Amateur	  Civil	  Emergency	  Services	  	  

RIAT	   Rapid	  Impact	  Assessment	  Team	  	  

ROC	   Recovery	  Operations	  Center	  	  

RRT	   Rapid	  Response	  Team	  	  

SAR	   Search	  and	  Rescue	  	  

SBA	   Small	  Business	  Administration	  	  

SCO	   State	  Coordinating	  Officer	  	  

SEOC	   State	  Emergency	  Operations	  Center	  	  

SERT	   State	  Emergency	  Response	  Team	  	  

SITREP	   Situation	  Report	  	  

SFWMD	   South	  Florida	  Water	  Management	  
District	  	  

SMAA	   Statewide	  Mutual	  Aid	  Agreement	  	  

SO	   Safety	  Officer	  	  

SOG	   Standard	  Operating	  Guide	  	  

SOP	   Standard	  Operating	  Procedure	  	  

SpNS	   Special	  Needs	  Shelters	  	  

SpNU	   Special	  Needs	  Unit	  	  

SWA	   Solid	  Waste	  Authority	  	  

SWO	   State	  Watch	  Office	  	  

TAG	   The	  Adjutant	  General	  	  

TICP	   Tactical	  Interoperable	  Communications	  
Plan	  	  

UC	   Unified	  Command	  	  

UNU	   Unmet	  Needs	  Unit	  	  

VRC	   Volunteer	  Reception	  Center	  	  

VOAD	   Voluntary	  Organizations	  Active	  in	  
Disasters	  	  

WCD	   Water	  Control	  Districts	  	  
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ANNEX	  I:	  MITIGATION.	  
	  
A.	   GENERAL.	  
	  
1.	   Hazard	  mitigation	  planning	  is	  the	  process	  of	  developing	  a	  set	  of	  actions	  designed	  to	  reduce	  or	  eliminate	  risk	  

to	  people	  and	  property	  from	  hazards	  and	  their	  effects.	  Mitigation	  efforts	  include	  activities	  that	  will	  prevent	  
or	  reduce	  the	  impact	  of	  emergency/disaster	  results	  on	  people,	  property	  and	  environment.	  Efforts	   include	  
building	  codes,	  land	  use	  planning,	  training	  and	  education,	  structural	  and	  non–structural	  safety	  measures.	  

	  
2.	   Philosophically,	  there	  are	  three	  things	  we	  can	  do	  to	  mitigate.	  We	  can:	  	  
	  

a.	   Act	  on	  the	  hazard	  (the	  cause	  of	  the	  emergency).	  
b.	   Act	  on	  the	  people	  (the	  population	  effected	  by	  the	  emergency).	  
c.	   Act	  on	  the	  interaction	  between	  the	  hazard	  and	  the	  people.	  

	  
3.	   Mitigation	   activities	   may	   be	   undertaken	   before	   a	   hazard	   event	   or	   afterwards.	   Pre–event	   mitigation	  

activities	  are	  highly	  desirable,	  since	  the	  period	  immediately	  following	  a	  hazard	  event	  is	  often	  a	  difficult	  one	  
in	  which	   to	  make	  mitigation	   decisions.	   If	   put	   in	   place	   soon	   enough,	  mitigation	   activities	   can	   reduce	   the	  
damage	   caused	   by	   the	   next	   event.	   Also	   worth	   noting	   is	   mitigation	   can	   break	   the	   cycle	   of	   repeated	  
destruction	  resulting	  from	  hazard	  events.	  	  

	  
4.	   Federal	  policies	  require	  a	  formal	  mitigation	  program	  implementation	  plan	  any	  time	  an	  area	  is	  subject	  of	  a	  

Presidential	  Disaster	  Declaration	  and	  Federal	  disaster	  monies	  are	  received.	  	  
	  
B.	   POLICY.	  
	  
1.	   It	  is	  the	  policy	  of	  Palm	  Beach	  to	  support	  mitigation	  activities	  to	  eliminate	  or	  reduce	  disaster	  damages	  and	  to	  

coordinate	  recovery	  efforts	  with	  long–term	  development	  and	  hazard	  mitigation	  plans	  of	  the	  Town.	  This	  is	  
done	  a	  number	  of	  ways,	  including,	  but	  not	  limited	  to,	  the	  land	  use	  planning	  process	  and	  the	  enforcement	  
of	   existing	   codes,	   enhancement	   of	   codes,	   and	   mitigation	   requirements	   in	   the	   permit	   process.	   Since	  
mitigation	  efforts	  will	  not	  eliminate	  all	  disasters,	  the	  Town	  shall	  endeavor	  to	  be	  as	  prepared	  as	  possible	  for	  
a	  disaster.	  

	  
2.	   Palm	   Beach	   Departments	   are	   encouraged	   to	   support	   mitigation	   efforts	   that	   fall	   within	   their	   respective	  

missions.	   There	   is	   a	   system	  of	   Town	  Council	   boards	   and	   commissions	   that	   have	   the	   ability	   to	   effectively	  
address	  many	  mitigation	  issues.	  

Comprehensive	  Emergency	  Management	  Plan	  CEMP	  
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3.	   It	  is	  the	  policy	  of	  Palm	  Beach	  that	  Town	  agencies	  will	  enforce	  all	  public	  safety	  mandates	  of	  the	  Palm	  Beach	  

Town	   Code	   to	   include	   land	   use	   management	   and	   building	   codes,	   and	   recommend	   to	   the	   Mayor/Town	  
Council	  legislation	  required	  to	  improve	  the	  emergency	  readiness	  of	  the	  community.	  

	  
C.	   SUMMARY	  OF	  TOWN	  GENERAL	  MITIGATION	  PROGRAMS	  AND	  DEPARTMENT	  RESPONSIBILITIES.	  

(SEE	  TABLE	  9.)	  	  
	  

Table	  9:	  Summary	  Of	  Town	  General	  Mitigation	  Programs	  And	  Department	  Responsibilities	  

1.	   Emergency	  
Management	  and	  
Emergency	  
Services	  Measures	  

a.	   The	  Town	  Manager	   is	  ultimately	  responsible	  for	  all	  of	  the	  Town	  Departments	  
and	  programs	  and	  acts	  as	  the	  Town’s	  over-‐all	  Incident	  Command	  upon	  passage	  
of	  an	  Emergency	  Resolution	  declaring	  a	  State	  of	  Local	  Emergency.	  

b.	   The	  Information	  Systems	  Manager	  is	  responsible	  for	  protection	  of	  the	  Town’s	  
important	  digital	  records,	  computer	  network,	  and	  data	  base	  systems	  during	  a	  
disaster	   event.	   Additionally,	   the	  GIS	   unit	  will	   be	   involved	   in	   tracking	   damage	  
and	  providing	  geographic	  analysis.	  	  

c.	   The	   Planning,	   Zoning	   and	   Building	   Department	   provides	   damage	   assessment	  
and	  permit	  processing	  of	  reconstruction.	  	  

d.	   The	  Office	  of	  Emergency	  Management	  prepares	  and	  updates	  the	  Town	  of	  Palm	  
Beach	   Comprehensive	   Emergency	   Management	   Plan	   (CEMP).	   Emergency	  
Management	  is	  the	  function	  that	  coordinates	  the	  activities	  of	  all	  Departments	  
within	   the	   Town	   organization	   during	   an	   emergency	   or	   disaster,	   serving	   as	   a	  
conduit	   of	   information	   and	   ensuring	   the	   most	   efficient	   use	   of	   resources.	  
Department	  directors	   and	  other	   Town	   staff	   are	   assigned	   specific	   roles	   in	   the	  
Emergency	   Operations	   Center.	   The	   Town	  Manager	   serves	   as	   the	   Emergency	  
Operations	  Center	  (EOC)	  Incident	  Commander.	  	  

e.	   The	   Public	   Works	   Department	   (Facilities	   Maintenance)	   is	   responsible	   for	  
boarding	  up	  windows	  and	  glass	  doors	  and	  securing	  loose	  objects	  at	  the	  Town	  
Hall	   and	  other	   Town	   critical	   facilities/buildings.	   They	   are	   also	   responsible	   for	  
utility	  preparations	  and	  securing	  fuel.	  

f.	   The	   Palm	   Beach	   Police	   Department	   is	   responsible	   for	   providing	  
communications,	   coordinating	   military	   support,	   law	   enforcement,	   and	   other	  
duties	  as	  outlined	  in	  the	  Town	  of	  Palm	  Beach	  CEMP.	  They	  provide	  an	  integral	  
role	   of	   providing	   traffic	   control	   at	   key	   intersections	   to	   facilitate	   an	   efficient	  
evacuation.	  

g.	   The	  Office	  of	  Emergency	  Management	  establishes,	  equips,	  and	  maintains	   the	  
Palm	   Beach	   EOC;	   Identifies	   required	   EOC	   staffing;	   Prepares	   and	   maintains	  
maps,	  displays,	  databases,	  reference	  materials,	  and	  other	  information	  needed	  
to	   support	   EOC	   operations;	   Identifies	   and	   stocks	   supplies	   needed	   for	   EOC	  
operations;	  Develops	  and	  maintains	  procedures	   for	  activating,	  operating,	  and	  
deactivating	  the	  EOC.	  	  

h.	   Town	  staff	  are	  assigned	  specific	  roles	  in	  the	  EOC.	  	  
i.	   Palm	   Beach	   County	   Health	   Department	   supports	   community	   health	   and	  

disease	  prevention	  programs	  and	  air	  quality	  and	  water	  quality	  programs.	  	  
j.	   The	   Fire	   Department	   provides	   rapid,	   effective,	   and	   efficient	   response	   to	   all	  
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residents	   and	   visitors	   requests	   for	   emergency	   assistance,	   including	   fire,	   pre-‐
hospital	  emergency	  medical,	  and	  rescue	  services.	  	  

k.	   The	   Palm	   Beach	   County	   School	   District	   develops	   district	   and	   building	   hazard	  
mitigation	  and	  emergency	  plans	  in	  accordance	  with	  State	  and	  district	  guidance	  
and	  policy.	  Additionally,	  they	  provide	  school	  facilities	  for	  use	  as	  shelters.	  

2.	   Public	  Protection	   a.	   County	  Communications	  Center	  (County	  Warning	  Point).	  
•	   Initiate	  actions	  to	  warn	  local	  residents	  and	  visitors	  by	  all	  means	  available.	  
•	   Alert	  key	  officials	  and	  activate	  the	  public	  warning	  system.	  

b.	   Emergency	  Management.	  
•	   Insure	   maintenance	   and	   tests:	   warning	   system,	   emergency	  

communications,	   emergency	   public	   information	   system,	   emergency	  
power	  systems.	  

•	   Maintain	  warning,	  sheltering,	  evacuation	  plans.	  
c.	   School	  District(s).	  	  

•	   Develops	  district	  and	  building	  hazard	  mitigation	  and	  emergency	  plans	   in	  
accordance	  with	  State	  and	  district	  guidance	  and	  policy.	  

•	   Provides	  school	  facilities	  for	  use	  as	  shelters.	  

3.	   Public	  Information	   a.	   All	   public	   information	   bulletins	   and	   broadcasts	   released	   from	   the	   Town	  
government	  are	  cleared	  by	  the	  Town	  Manager.	  

b.	   The	  Planning,	  Zoning	  and	  Building	  Department	  administers	  the	  National	  Flood	  
Insurance	   Program/Community	   Rating	   System	   program	   and	   provides	  
numerous	   public	   information	   activities	   that	   includes:	   provision	   of	   Flood	  
Insurance	   Rate	   Map	   (FIRM)	   map	   information;	   an	   outreach	   project	   is	  
periodically	   published	   in	   the	   community	   newsletter	   regarding	   mitigation	   of	  
flood	   hazards;	   encourages	   real	   eState	   agents	   to	   disclose	   flood	   hazard	  
information;	   insures	   that	   the	   library	   contains	   reference	   materials	   on	   hazard	  
mitigation;	  and	  offers	  presentations	  on	  environmental	  and	  flood	  hazard	  issues	  
to	  community	  groups.	  

c.	   The	   Palm	   Beach	   Police	   Department	   provides	   public	   safety	   information	   and	  
numerous	  public	  safety	  and	  crime	  prevention	  projects.	  
•	   The	   Town	   has	   established	   a	   VIPS	   program	   for	   its	   residents	   and	   trains	  

them	  in	  emergency	  support	  roles.	  
d.	   The	   Office	   of	   Emergency	   Management	   provides	   numerous	   public	   outreach	  

projects,	   including	   presentations	   to	   community	   groups,	   mailouts,	   cable	   TV	  
presentations,	   and	   seminars	   to	   encourage	   the	   citizens	   to	   prepare	   for	   a	  
disaster.	  	  

e.	   The	   Public	   Works	   Department	   coordinates/provides	   informational	   signs	   on	  
designated	  evacuation	  routes.	  

f.	   The	  Town	  sponsors	  a	  “hurricane	  awareness	  week”	  each	  May.	  	  

4.	   Property	  
Protection/	  
Mitigation	  

a.	   The	   Planning,	   Zoning	   and	   Building	   Department	   is	   responsible	   for	   the	  
preparation	   and	   administration	   of	   the	   Town	   of	   Palm	   Beach	   Comprehensive	  
Plan	   that	   contains	   goals,	   objectives,	   and	   policies	   relating	   to	   pre-‐	   and	   post-‐
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disaster	  mitigation,	  sheltering,	  evacuation,	  stormwater	  management,	  etc.	  	  
b.	   Palm	  Beach	  participates	   in	  the	  National	  Flood	  Insurance	  Program/Community	  

Rating	  System	  program	  and	  has	  committed	  to	  address	  building	  attributes	  such	  
as	   elevations	   and	   substantial	   improvements.	   However,	   the	   Town	   does	   not	  
have	  an	  active	  program	  for	   relocation,	  acquisition,	  or	  elevation	  of	  structures.	  
Nevertheless,	   numerous	   privately	   owned	   structures	   exist	   which	   are	  
theoretically	  at	  high	  risk	  because	  they	  do	  not	  meet	  current	  standards	  for	  flood	  
elevation	  and	  wind	  resistance.	  

c.	   The	   Planning,	   Zoning	   &	   Building	   Department	   advises	   all	   flood	   zone	   inquiries	  
that	  Federally	  backed	  mortgages	  require	   flood	   insurance	  for	  those	  properties	  
having	  structures	   located	   in	  a	  “A”	  or	  a	  “V”	  Flood	  Zone	  on	  the	  National	  Flood	  
Insurance	  Program	  (NFIP)	  Flood	   Insurance	  Rate	  Map	  (FIRM).	  The	  Department	  
also	   advises	   that	   flood	   insurance	   may	   be	   obtained	   at	   a	   reduced	   rate	   for	  
properties	  having	  structures	   located	   in	  “B”	  or	  “C”	   flood	  zones.	  The	  Town	  has	  
committed	   to	   give	   this	   advice	   to	   all	   inquiries	   as	   part	   of	   it	   National	   Flood	  
Insurance	   Program/Community	   Rating	   System	   program.	   The	   Community	  
Rating	  System	  is	  managed	  by	  the	  Planning,	  Zoning	  &	  Building	  Department.	  

d.	   The	   Planning,	   Zoning	   and	   Building	   Department	   applies	   the	   South	   Florida	  
Building	  Codes	  Florida	  Building	  Code	  and	  the	  National	  Electrical	  Code,	  and	  Life	  
Safety	  Code	  is	  applied	  by	  the	  Fire	  Marshal	  to	  all	  building	  permit	  applications	  as	  
applicable.	  

e.	   The	   EOC	   Manager	   is	   responsible	   for	   coordination	   and	   dissemination	   of	  
emergency/disaster	  related	  information	  to	  the	  public.	  

f.	   The	   Town	   Risk	  Manager	   coordinates	  work	   safety/hazard	  mitigation	   activities	  
for	  Town	  employees	  occupying	  Town	  facilities.	   	  

5.	   Environmental	  
Protection	  

a.	   The	  Town	  of	  Palm	  Beach	  Comprehensive	  Plan	  has	  numerous	  policies	  restricting	  
activities	  that	  would	  degrade	  the	  natural	  environment	  including	  the	  buffering	  
from	  coastal	  wave	  action,	  beach	  re-‐nourishment,	  etc.	  

b.	   The	   Fire-‐Rescue	   Department	   and	   private	   contractors	   provides	   emergency	  
response	   to	   and	   cleanup	   of	   Hazardous	   Material	   incidents;	   and	   provides	  
direction	   and	   control	   for	   Regional	   HazMat	   Teams	   responding	   to	   incidents	  
within	  the	  Town.	  

c.	   The	   Town	   of	   Palm	   Beach	   Public	   Works	   Inspectors	   provide	   sampling	   and	  
monitoring	   of	   water	   quality	   and	   discharging	   of	   waste	   into	   tidal	   waters	  
surrounding	   the	   Town	  on	   a	   case	   by	   case	   basis	   depending	   on	   the	   emergency	  
event.	  

d.	   	   (SFWMD)	   South	   Florida	   Water	   Management	   District,	   (FDEP)	   Department	   of	  
Environmental	   Protection,	   etc.	   -‐	   Coordinates	   with	   other	   local,	   County,	   and	  
State	  agencies	  as	  situation	  requires.	  

6.	   Hazard	  Studies	  
and	  Mapping	  

a.	   Town	  GIS	  is	  developing	  maps	  and	  data	  layers.	  
	  

7.	   Pre	  &	  Post	   a.	   The	   Town	   of	   Palm	   Beach	   Comprehensive	   Plan	   provides	   the	   guide	   for	   the	  
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Disaster	  Re-‐
Development	  &	  
Mitigation	  
Measure	  

Town’s	  efforts	  relative	  to	  evacuation,	  shelter,	  hazard	  mitigation	  in	  the	  Coastal	  
High	   Hazard	   Area,	   and	   post–disaster	   redevelopment.	   See	   the	   Town’s	  
Comprehensive	  Plan.	  

b.	   The	   Town’s	   Emergency	   Management	   assists	   with	   locating	   funding	   for	  
mitigation	  measures.	  

8.	   Preventive	   a.	   The	  Town	  Public	  Works	  Department	  is	  responsible	  for	  public	  drainage	  system	  
maintenance.	  

b.	   Another	   preventative	   function	   performed	   is	   by	   mowing	   of	   Town	   controlled	  
vacant	  lots	  to	  reduce	  grass	  fire	  potential.	  

c.	   The	   Planning,	   Zoning	  &	  Building	  Department,	   Code	   Compliance	  Officers,	   and	  
Police	   Department	   enforces	   codes	   forbidding	   littering	   and	   dumping	   in	   tidal	  
waters	   surrounding	   the	  Town	  and	  vacant	   lots.	   This	   assists	   in	  maintaining	   the	  
function	  of	  the	  Town’s	  drainage	  system.	  

d.	   Palm	  Beach	  County	  Emergency	  Management	  has	  assisted	  the	  public	  schools	  in	  
developing	  severe	  weather	  storm	  plans.	  

e.	   The	   Town	   is	   active	   with	   the	   SARA	   Title	   III	   (hazardous	   materials)	   prevention	  
program	  to	  include:	  identification	  of	  hazardous	  material	  sites,	  plotting	  plumes	  
(GIS),	  encouraging	  facility	  emergency	  plans,	  warning,	  etc.	  	  

9.	   Other	  Pre-‐Disaster	  
Mitigation	  
Strategies	  

a.	   The	   Town	   of	   Palm	   Beach	   will	   work	   with	   Palm	   Beach	   County	   and	   Florida	  
Division	   of	   Emergency	  Management	   to	   identify	   potential	   mitigation	   projects	  
that	  will	  reduce	  future	  damage	  and	  expenditure	  of	  disaster	  recovery	  funds.	  

b.	   The	  Town	  of	  Palm	  Beach	  will	  establish	  project	  funding	  priorities	  and	  will	  make	  
application	  to	  State	  and	  Federal	  funding	  sources.	  Should	  an	  award	  be	  received,	  
Palm	  Beach	  will	  establish	  procedures	  and	  adhere	  to	  State,	  Federal	  guidelines	  in	  
the	  use	  of	  the	  funds.	  	  

	  
D.	   REFERENCES.	  
	  
1.	   Federal.	  
	  

a.	   The	  Disaster	  Mitigation	  Act	  of	  2000.	  
b.	   Section	   409	   of	   the	   Robert	   T.	   Stafford	  Disaster	   Relief	   and	   Emergency	  Assistance	  Act	   (P.L.	   93-‐228,	   as	  

amended).	  
c.	   44	  CFR	  Part	  206	  Subpart	  M	  for	  implementing	  Section	  409.	  
d.	   FEMA	   Mitigation	   Assistance	   Unified	   Guidance	   (Hazard	   Mitigation	   Grant	   Program,	   Pre-‐Disaster	  

Mitigation	   Program,	   Flood	  Mitigation	   Assistance	   Program,	   Repetitive	   Flood	   Claims	   Program,	   Severe	  
Repetitive	  Loss	  Program)	  June	  1,	  2010.	  

	  
2.	   State.	  
	  

a.	   Hazard	  Analysis	  for	  the	  State	  of	  Florida.	  
b.	   State	  of	  Florida	  Hazard	  Mitigation	  Plan.	  
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3.	   County.	  
	  

a.	   Palm	  Beach	  County	  Flood	  Hazard	  Mitigation	  Plan.	  
	  
4.	   Town.	  
	  

a.	   Flood	  Hazard	  Mitigation	  Plan.	  
b.	   Post	  Disaster	  Mitigation	  and	  Recovery	  Plan.	  
c.	   Hazard	  Vulnerability	  Analysis.	  
d.	   Town	  Comprehensive	  Plan.	  
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ANNEX	  II:	  PREPAREDNESS.	  
	  
A.	   GENERAL.	  
	  
The	   Town’s	   Comprehensive	   Emergency	   Management	   Plan	   (CEMP)	   contains	   Departmental	   emergency	  
responsibilities	   and	   tasks	   that	   translate	   to	   actions	   found	  within	   the	   EOC	   ICS	   Task	   Sheets	   (see	   Annex	   III),	   and	  
within	   each	   Department’s	   emergency	   plans	   and	   standing	   operational	   procedures.	   Town	   Departments	   having	  
emergency/disaster	  responsibilities	  will	  need	  to	  educate,	  train,	  and	  equip	  their	  personnel	  to	  insure	  that	  planned	  
responsibilities	  become	  reality.	  Further,	  emergency	  preparedness	  education	  programs	  for	  the	  general	  public	  will	  
reduce	  disaster	  demands.	  An	  informed	  general	  public	  will	  also	  be	  more	  self	  reliant.	  
	  
B.	   POLICIES.	  
	  
1.	   Each	  Department	  will	  budget	  for	  adequate	  training	  on	  such	  topics	  as	  necessary	  to	  insure	  that	  they	  and	  their	  

personnel	  are	  prepared	  to	  carry	  out	  their	  Stated	  responsibilities	  and	  tasks.	  	  
	  
2.	   The	   Town	   Office	   of	   Emergency	   Management	   formalizes	   and	   maintains	   the	   majority	   of	   applicable	  

emergency	  plans	  and	  standard	  operating	  procedures.	  	  
	  
3.	   The	   Town	   Office	   of	   Emergency	   Management	   conducts	   annual	   training	   for	   all	   relevant	   agencies	   and	  

personnel	   which	   includes,	   but	   is	   not	   limited	   to	   EOC	   operations,	   Divisional/Departmental	   and	   personnel	  
preparedness.	  	  

	  
4.	   Review	  of	  Departmental	  plans	  and	  procedures	  are	  to	  be	  conducted	  annually.	  	  
	  
5.	   Each	   Department	   Director	   is	   responsible	   for	   the	   preservation	   of	   vital	   records	   and	   documents	   deemed	  

essential	  for	  continuing	  government	  functions	  and	  conducting	  post-‐disaster	  operations.	  
	  
C.	  	   GENERAL	  PREPAREDNESS	  ACTIVITIES.	  
	  
1.	   The	  Town	  Emergency	  Management	  undertakes	  a	  constant	  year–round	  approach	   in	  preparing	  a	  response,	  

recovery,	  and	  mitigation	  effort.	  
	  
2.	   Ongoing	   community	   emergency	   preparedness	   activities	   coordinated	   by	   the	   Town	   Office	   of	   Emergency	  

Management	  in	  coordination	  of	  affected	  Departments	  include:	  
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a.	   Encouraging	   critical	   facilities	   (hospitals,	   schools,	   nursing	   homes,	   utilities)	   to	   develop	   and	   maintain	  
response,	  recovery	  plans.	  

b.	   Response	  resource	  development	  (developing	  enhanced	  capability).	  
c.	   Equipment,	  supply	  acquisition	  for	  emergency	  response	  to	  include	  terrorism.	  
d.	   Disaster	  drills	  and	  exercises.	  
e.	   Warning	  system	  tests.	  
f.	   Emergency	  communications	  system	  tests.	  
g.	   Emergency	  public	  information	  system	  tests.	  
h.	   Emergency	  power	  tests.	  
i.	   Public	  information	  and	  education.	  
j.	   Emergency	  Operations	  Center	  readiness.	  
k.	   Development	  and	  maintenance	  of	  plans	  and	  procedures.	  
	  

3.	   The	  Office	  of	  Emergency	  Management	  provides	  public	  outreach	  projects	  that	  may	  include	  presentations	  to	  
community	  groups,	  mail-‐outs,	  cable	  TV	  presentations,	  and	  seminars	   to	  encourage	  the	  citizens	   to	  prepare	  
for	  a	  disaster.	  	  

	  
D.	  	   SPECIFIC	  HAZARD	  PREPAREDNESS	  ACTIVITIES.	  
	  
1.	   The	  Office	  of	  Emergency	  Management	  engages	  in	  numerous	  training	  sessions	  dealing	  with:	  
	  

a.	   EOC	  Operations.	  
b.	   ICS	  Training	  and	  Scenarios.	  
c.	   Elected	  Officials	  Training.	  
d.	   New	  Employees	  Emergency	  Roles	  Orientation.	  

	  
2.	   Terrorism/WMD	  Preparedness	  Programs.	  

	  
•	   The	  Town	  is	  participating	  in	  County,	  State	  and	  Federal	  terrorism	  programs	  as	  they	  become	  available.	  

Examples	  include:	  Police	  Department	  participation	  in	  the	  Southeast	  Regional	  Joint	  Terrorism	  Taskforce	  
(JTTF),	  Regional	  Domestic	  Security	  Taskforce,	  Fusion	  Center,	  and	  other	  intelligence	  groups	  coordinated	  
by	  the	  CIU	  Captain	  and	  the	  Criminal	  Investigations	  Analyst.	  

	  
3.	   The	  Town	  Office	  of	  Emergency	  Management	  actively	  promotes	  specific	  hazard	  preparedness	  programs	  to	  

include:	  ICS	  certifications,	  response	  simulations	  for	  hurricanes,	  etc.	  	  
	  

E.	   TRAINING.	  
	  

1.	   It	  is	  the	  responsibility	  of	  the	  Town	  Emergency	  Management	  to	  insure	  that	  all	  emergency	  response	  agencies	  
and	   members	   of	   the	   Emergency	   Management	   Organization	   receive	   sufficient	   training	   on	   the	   Town’s	  
Comprehensive	   Emergency	   Management	   Plan	   (CEMP),	   and	   other	   specific	   disaster	   contingency	   plans	   to	  
insure	  their	  proper	  response	  when	  required.	  

	  

2.	   National	  Incident	  Management	  System	  (NIMS).	  
	  

•	   The	   Town’s	   response	   to	   emergencies	   follows	   the	   concepts	   of	   NIMS	   and	   appropriate	   training	   is	  
encouraged	  and	  provided	  as	  shown	  in	  the	  NIMS	  Training	  Guidelines	  found	  on	  the	  FEMA	  website.	  
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3.	   Town	  Emergency	  Management	  will:	  
	  

a.	   Encourage	  Departments	   to	  provide	  personnel	   training	   in	   specific	   emergency	  management	   skills	   and	  
related	  professional	  development.	  

b.	   Insure	  training	  for	  Emergency	  Operations	  Center	  (EOC)	  staff.	  
c.	   Encourage	  public	  education	  efforts	  for	  schools,	  community	  groups,	  businesses,	  County	  and	  municipal	  

employees,	  and	  the	  general	  public.	  
d.	   Prepare	  and	  coordinate	  drills	  and	  exercises.	  
e.	   Promote	  and	  conduct	  "Volunteers	  in	  Police	  Service	  (VIPs)"	  Training.	  

	  
4.	   Town	  Departments	  are	  expected	  to:	  
	  

a	   Insure	   that	   their	   employees	   are	   trained	   in	   the	   concepts	   of	   the	   Town’s	   Comprehensive	   Emergency	  
Management	  Plan	  (CEMP),	  and	  in	  their	  particular	  Department/agency	  emergency	  plans	  and	  standing	  
operational	  procedures.	  

b	   Encourage	  their	  employees	  to	  develop	  personal	  preparedness	  plans	  and	  supplies.	  
c	   Encourage	   Department	   public	   education	   programs	   to	   include	   emergency	   preparedness	   and	  

emergency	  management	  information.	  
d	   Participate	  in	  pre–evacuation	  activities,	  packing,	  etc.	  
	  

5.	   Other	  on-‐going	  preparedness	  and	  training	  programs	  include:	  
	  

a.	   The	  Palm	  Beach	  Chamber	  of	  Commerce	  promotes	  community	  emergency	  preparedness	  and	  planning	  
via	  participation	  in	  “Business	  Organizations	  Active	  in	  Response	  to	  Disasters	  (BOARD)”.	  

b.	   The	  Fire-‐Rescue	  Department	  provides	  public	  information	  on	  first	  aid,	  Cardio	  Pulmonary	  Resuscitation	  
(CPR),	  and	  fire	  prevention.	  

c.	   The	  Police	  Department	  has	  established	  a	  VIPs	  program,	  a	  product	  of	   the	  Homeland	  Security	  Citizen	  
Corps.	  

d.	   The	  Police	  Department	  promotes	  and	  provides	  a	  "Citizens	  Police	  Academy	  Program."	  
	  
F.	   EXERCISES.	  
	  
1.	   The	  Town	  of	  Palm	  Beach	  will	  adhere	  to	  the	  Homeland	  Security	  Exercise	  and	  Evaluation	  Program	  (HSEEP)	  to	  

plan,	  conduct	  and	  evaluate	  disaster	  exercises.	  HSEEP	  is	  both	  doctrine	  and	  policy	  for	  designing,	  developing,	  
conducting	   and	   evaluating	   exercises.	   HSEEP	   is	   a	   threat-‐	   and	   performance-‐based	   exercise	   program	   that	  
includes	  a	  cycle,	  mix	  and	  range	  of	  exercise	  activities	  of	  varying	  degrees	  of	  complexity	  and	  interaction.	  	  

	  
2.	  	   The	   Town's	   Office	   of	   Emergency	   Management	   will	   coordinate	   involvement	   of	   Town	   staff	   in	   situational	  

drills,	  table	  top	  or	  functional	  exercise	  to	  test	  the	  Comprehensive	  Emergency	  Management	  Plan	  (CEMP),	  and	  
the	   Town’s	   capability	   to	   respond	   to	   emergencies.	   Departments	   and	   agencies	   that	   participate	   in	   these	  
programs	  vary	  by	  type	  of	  exercise.	  

	  
3.	   Other	  exercises	  will	  be	  attempted	  and	  coordinated	  as	  time,	  resources	  and	  conditions	  permit.	  
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G.	   PUBLIC	  AWARENESS	  AND	  EDUCATION.	  
	  
1.	   The	  Office	  of	  Emergency	  Management	  works	  closely	  with	  other	  local	  agencies	  to	  promote	  public	  awareness	  

and	  education.	  	  
	  
2.	   Public	   education	   programs	   and	   materials	   will	   be	   made	   available	   upon	   request,	   as	   time	   and	   resources	  

permit,	  to	  all	  segments	  of	  the	  community.	  Program	  goals	  are	  to	  increase	  awareness	  of	  hazards,	  explain	  how	  
best	  to	  safely	  respond,	  and	  promote	  self–preparedness.	  Efforts	  are	  focused	  on	  schools,	  community	  groups,	  
businesses,	  and	  Town	  and	  municipal	  employees.	  

	  
3.	   Public	  awareness	  programs	  that	  may	  be	  conducted	  from	  time	  to	  time	  include:	  
	  

a.	   Hurricane	  Awareness.	  
b.	   Family	  Preparedness.	  
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III.	  EOC	  POSITION	  TASK	  SHEETS.	  
	  
This	  Section	  contains	  the	  “EOC	  Position	  Task	  Sheets”.	  
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1.0	  Incident	  Commander	  
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Town	  of	  Palm	  Beach	  

Emergency	  Operations	  Center	  (EOC)	  
Incident	  Command	  System	  (ICS)	  Organizational	  Structure	  

5.0	  	  Finance/	  
Administration	  Section	  

4.0	  	  Logistics	  
Section	  

2.0	  	  Operations	  
Section	  

3.0	  	  Planning	  
Section	  

2.1.1	  	  Fire	  Fighting	  Unit	  

2.1.2	  	  Health	  &	  Medical	  Unit	  	  

2.1.3	  	  Search	  &	  Rescue	  Unit	  	  

2.1.4	  	  Hazardous	  Materials	  
Unit	  

2.2.1	  	  Military	  Support	  Unit	  

2.2.2	  	  Volunteers	  Unit	  

2.2.3	  	  Law	  Enforcement	  &	  
Security	  Unit	  	  

2.2.4	  	  Animal	  Protection	  Unit	  

2.3.1	  	  Public	  Works	  &	  
Engineering	  Unit	  

2.3.2	  	  Utilities	  Unit	  

4.1.1	  	  Communications	  Unit	  

4.1.2	  	  Donations	  Unit	  

4.1.3	  	  Food	  Unit	  

2.1	  Fire	  –	  Rescue	  Branch	  

2.2	  Police	  Branch	  

2.3	  Public	  Works	  Branch	  

4.1	  	  Services	  Branch	  

4.2	  	  Support	  Branch	  

3.1	  	  Situation	  Unit	  

3.3	  	  Planning	  Unit*	  

*IAPs:	  Demobilization	  &	  Recovery	  

3.4	  	  Resource	  Status	  Unit	  

v012211	  

1.5	  Safety	  Officer	  

1.6	  Liaison	  Officer	  

1.4.1	  EOC	  Support	  Officer	  

1.4	  EOC	  Manager	  

1.2	  Executive	  Policy	  
Group	  

1.0	  	  INCIDENT	  
COMMANDER	  

	  
DEPUTY	  

(Rumor	  Control,	  Public	  &	  Business	  Outreach)	  	  

	  

1.1	  Mayor/Town	  
Council	  

1.3	  Public	  
Information	  	  Officer	  

3.5	  	  Documentation	  Unit	  

4.2.1	  	  Supply	  Unit	  
(Includes	  Resource	  Support)	  

4.2.2	  	  Facilities	  Unit	  
(Includes	  Mass	  Care	  Support)	  

4.2.3	  	  Ground	  Support	  Unit	  
(Includes	  Transportation	  Support)	  

5.2	  	  Cost	  Unit	  

5.3	  	  Time	  Unit	  

5.4	  	  Claims	  &	  Compensation	  
Unit	  

5.1	  	  Procurement	  Unit	  

3.2	  	  Damage	  Assessment	  Unit	  



Town	  of	  Palm	  Beach,	  
Florida	   1.0	  INCIDENT	  COMMANDER	  

	  

	  

Comprehensive	  Emergency	  Management	  Plan	  (CEMP)	  
November	  2012	   1.0	  –	  3	  
	  

	  

Town	  of	  Palm	  Beach	  EOC	  Position	  Task	  Sheet	  

Position	   1.0	  INCIDENT	  COMMANDER	  

Purpose	  

The	  Incident	  Commander	  (IC)	  is	  in	  charge	  of	  the	  incident,	  Issues	  emergency	  orders	  and	  
makes	   decisions	   necessary	   to	   meet	   the	   emergency	   /	   disaster	   impacts.	   IC	   emergency	  
duties	  may	  include:	  
•	   Insure	  that	  the	  Town	  Comprehensive	  Emergency	  Management	  Plan	  is	  adhered	  to.	  
•	   Provide	  for	  the	  well	  being,	  safety,	  and	  health	  of	  the	  Town	  citizens	  and	  employees.	  
•	   Implement	   public	   protection	   measures	   (alert,	   warning,	   public	   information	   and	  

instructions,	  evacuation,	  sheltering).	  	  
•	   Insure	  the	  continuity	  of	  essential	  of	  essential	  government	  services	  (COOP).	  	  
•	   Provide	  supervision	  over	  all	  command	  and	  general	  staff	  while	  in	  the	  EOC.	  	  
•	   Approve	  the	  ordering	  and	  releasing	  of	  resources.	  	  
•	   Set	  goals	  and	  priorities	  for	  response	  efforts	  and	  insures	  that	  all	  agency	  actions	  are	  

accomplished	  within	  the	  priorities	  established.	  	  
•	   Set	  EOC	  incident	  action	  plan	  objectives.	  	  
•	   Delegate	  EOC	  staff	  positions	  as	  needed	  by	  incident	  according	  to	  ICS	  protocols.	  

Lead	   Town	  Manager	  or	  designee.	  	  
Support	   1.	   Delegates	  positions	  as	  needed	  by	  incident	  according	  to	  ICS	  protocols.	  

Emergency	  
Operations	  
Center	  (EOC)	  

1.	   Determine	  situation,	  impact.	  Consult	  with:	  
a.	   Command	  and	  General	  staff.	  
b.	   EOC	  Section	  Chiefs.	  
c.	   Departments.	  

2.	   If	   needed,	   issue	   “Local	   Declaration	   of	   Emergency	   /	   Disaster.”	   The	   Declaration	  
should	  include:	  
a.	   Description	  of	  the	  situation	  and	  existing	  conditions.	  
b.	   Geographic	  boundaries	  of	  the	  incident.	  
c.	   Outline	  of	  the	  resources	  being	  used	  
d.	   Outline	  of	  the	  special	  powers	  activated.	  

3.	   Consult	  with/receive	  input	  from	  the	  EOC	  Manager.	  
4.	   Insure	   that	   the	   Command	   Section	   is	   staffed	   as	   soon	   as	   possible	   at	   the	   level	  

needed:	  
a.	   EOC	  Manager.	  
b.	   EOC	  Support	  Officer.	  
c.	   Safety	  Officer.	  
d.	   Liaison	  Officer.	  
e.	   Mayor/Town	  Council.	  
f.	   Executive	  Policy	  Group.	  
g.	   Public	  Information	  Officer	  (PIO).	  

5.	   Insure	   that	   Section	   Chiefs	   are	   in	   place	   as	   soon	   as	   possible	   and	   are	   staffing	   their	  
respective	  Sections.	  

6.	   Insure	  initial	  damage	  assessment	  is	  completed.	  
7.	   Determine	  and	  document	  the	  boundaries	  of	  incident	  site(s).	  
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8.	   Determine	  emergency	  response	  actions	  based	  on:	  
a.	   Type	  of	  incident.	  
b.	   Location	  of	  the	  incident.	  
c.	   Weather	  conditions.	  
d.	   Population	  at	  risk.	  
e.	   Town	  infrastructures	  (services)	  affected.	  
f.	   Operational	  status	  of	  Town	  Departments.	  

9.	   Insure	  the	  designation	  of:	  
a.	   Evacuation	  assembly	  areas.	  
b.	   Personnel	  and	  equipment	  staging	  areas.	  
c.	   First	  aid	  centers,	  triage	  areas.	  
d.	   Mass	  care	  centers.	  

10.	   Establish	  contact,	  liaison	  with	  County	  and	  State	  officials	  as	  appropriate.	  
11.	   Insure	  that	  emergency	  public	  information	  is	  provided.	  	  
12.	   Review	  and	  approve	  emergency	  public	  information	  news	  releases.	  	  
13.	   Monitor	   the	  progress	  of	   emergency/disaster	   actions	   from	  messages,	   reports	   and	  

information	  charts.	  
14.	   Insure	  the	  EOC	  is	  maintaining	  a	  current	  status	  and	  estimate	  of	  the	  situation.	  
15.	   Direct	  EOC	  operations.	  	  
16.	   Delegate	  tasks	  to	  EOC	  Section	  Chiefs.	  

Note:	   Remember,	  you	  must	  carry	  out	  the	  responsibilities	  of	  any	  Sections	  that	  
are	  not	  currently	  activated.	  

17.	   Insure	  logistical	  support	  for	  response	  personnel	  and	  disaster	  victims.	  
18.	   Insure	  check	  and	  balance	  of	  status	  boards,	  message	  flow,	  etc.	  	  
19.	   Insure	  position	  checklists	  are	  followed.	  
20.	   Insure	  scheduling	  the	  EOC	  planning	  meetings.	  

a.	   Hold	   incident	   action	   planning	   meetings	   of	   EOC	   Section	   Chiefs,	   Department	  
coordinators,	  agency	  representatives	  (as	  required)	  and	  key	  staff.	  

21.	   Confer	   with	   EOC	   Section	   Chiefs	   and	   other	   general	   staff	   to	   determine	   what	  
representation	  is	  needed	  at	  the	  EOC	  from	  other	  agencies.	  

22.	   Request	  EOC	  Manager	  to	  provide	  additional	  personnel	  support	  as	  needed	  for	  the	  
organization.	  

23.	   Establish	   and	   maintain	   contacts	   with	   adjacent	   jurisdictions/agencies	   and	   with	  
other	  organizational	  levels	  as	  appropriate.	  

24.	   Establish	  and	  maintain	  contact	  with	  neighboring	  EOCs	  as	  appropriate.	  
25.	   Monitor	   Section	   level	   activities	   to	   assure	   that	   all	   appropriate	   actions	   are	   being	  

taken.	  
26.	   Insure	   that	   the	   Liaison	   Officer	   is	   providing	   for	   and	   maintaining	   positive	   and	  

effective	  interagency	  coordination.	  
27.	   Insure	  EOC	  Safety	  Officer	  is	  monitoring	  situations,	  EOC	  environment,	  etc.	  

References	  

1.	   Town	  Codes.	  
2.	   FSS	  252.	  
3.	   Town	  of	  Palm	  Beach	  CEMP.	  
4.	   Palm	  Beach	  County	  CEMP.	  
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Town	  of	  Palm	  Beach	  EOC	  Position	  Task	  Sheet	  

Position	   1.1	  MAYOR/TOWN	  COUNCIL	  

Purpose	  
Support	   the	   development	   of	   Town	   response	   and	   recovery	   goals.	   Provide	  
recommendations	   for	   the	   contents	   of	   a	   Town	   emergency	   declaration.	   Establish	  
executive-‐level	  policies	  for	  the	  Town	  emergency	  management	  program.	  

Lead	   Mayor	  /	  Town	  Council.	  
	  	  	  

Support	   Internal	  and	  External	  Resources.	  

Emergency	  
Operations	  
Center	  (EOC)	  

1.	   Support	  the	  development	  of	  a	  	  "Local	  Declaration	  of	  Emergency/	  Disaster."	  	  
2.	   Obtain	   current	   situation	   status	   and	   a	   briefing	   on	   priority	   actions	   taken	   and	  

outstanding,	  from	  the	  EOC	  Incident	  Commander.	  
3.	   As	  requested,	  prepare	  for	  and	  participate	  in	  any	  media	  briefings.	  	  
4.	   Monitor	   the	  progress	  of	   emergency/disaster	   actions	   from	  messages,	   reports	   and	  

information	  charts	  received	  by	  and	  issued	  from	  EOC.	  

References	   1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP.	  
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Town	  of	  Palm	  Beach	  EOC	  Position	  Task	  Sheet	  

Position	   1.2	  EXECUTIVE	  POLICY	  GROUP	  

Purpose	   Members	   are	   convened	   by	   the	   EOC	   IC	   to	   consider	   and	   develop	   Town	   response	   and	  
recovery	  policies.	  Assist	  with	  the	  contents	  of	  a	  Town	  emergency	  declaration.	  	  

Lead	   Membership:	  Town	  Manager;	  Deputy	  Town	  Manager,	  Department	  Directors.	  	  

Support	   Assist	  Department	  Directors	  as	  needed.	  

Emergency	  
Operations	  
Center	  (EOC)	  

1.	   Support	  the	  development	  of	  a	  	  "Local	  Declaration	  of	  Emergency/	  Disaster."	  	  
2.	   Attend	   and	   participate	   in	   Executive	   Policy	   Group	   meetings	   at	   the	   EOC	   or	  

designated	  site	  as	  recommended	  by	  the	  EOC	  Incident	  Commander.	  	  
3.	   Obtain	   current	   situation	   status	   and	   a	   briefing	   on	   priority	   actions	   taken	   and	  

outstanding,	  from	  the	  EOC	  Incident	  Commander.	  
4.	   Monitor	   the	  progress	  of	   emergency/disaster	   actions	   from	  messages,	   reports	   and	  

information	  charts	  received	  by	  and	  issued	  from	  EOC.	  
5.	   Examine	   need	   for	   new	   or	   temporary	   policies,	   as	   required	   to	   support	   response	  

operations.	  	  
6.	   Determine	  appropriate	  expenditure	  limits.	  	  
7.	   As	  requested	  prepare	  for	  and	  participate	  in	  any	  media	  briefings.	  	  
8.	   Insure	  adequate	  public	  information	  materials	  are	  being	  issued	  from	  the	  EOC.	  	  
9.	   Consult	   with	   Town	   Attorney	   regarding	   any	   potential	   legal	   issues	   and	  

recommended	  courses	  of	  action.	  	  
10.	   Consult	  with	   the	   EOC	   Incident	   Commander	   to	   determine	   need	   for	   extraordinary	  

resources	  and	  /	  or	  outside	  assistance.	  
11.	   Keep	   appraised	   as	   to	   the	   status	   of	   the	   emergency	   event	   by	   reviewing	   EOC	  

Situation	  Reports.	  	  
12.	   Monitor	   the	  progress	  of	   emergency/disaster	   actions	   from	  messages,	   reports	   and	  

information	  charts	  received	  by	  and	  issued	  from	  EOC.	  
13.	   Consult	   with	   and	   receive	   input	   from	   the	   EOC	   Command	   and	   General	   Staff	  

(Operations,	  Plans,	  Logistics,	  Administration/Finance).	  
14.	   Insure	  that	  emergency	  public	  information	  is	  provided.	  
15.	   Review	  and	  approve	  emergency	  public	  information	  news	  releases.	  
16.	   In	  consultation	  with	  the	  EOC	  Incident	  Commander,	  develop	  temporary	  emergency	  

policies	  for	  managing	  the	  strategic	  aspects	  of	  the	  emergency.	  

References	   1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP.	  
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Town	  of	  Palm	  Beach	  EOC	  Position	  Task	  Sheet	  

Position	   1.3	  PUBLIC	  INFORMATION	  OFFICER	  (PIO)	  

Purpose	  

Gather	   and	   disseminate	   clear,	   accurate	   and	   timely	   information	   to	   the	   public	   about	  
actions	  or	  services	  that	  can	  help	  save	  lives	  or	  change	  circumstances	  before,	  during	  and	  
after	   an	   emergency.	   Disseminate	   and	   coordinate	   information,	   resources,	   and	  
capabilities	   among	  and	  within	   the	  appropriate	  private	   and	  public	   sector	   agencies	   and	  
organizations	   in	   order	   to	   enhance	   business	   disaster	   preparedness	   and	   facilitate	   post	  
disaster	   business,	   economic	   and	   community	   recovery.	   Coordinate	   with	   the	   County's	  
Public	  Information	  Officer.	  

Lead	   Town	  Manager's	  Office	  

Support	  

1.	   City	  Of	  West	  Palm	  Beach:	  safety	  of	  drinking	  water.	  
2.	   County-‐provide	   updates	   of	   County	   functions,	   availability	   of	   resources,	   additional	  

contact	   information,	   curfews,	   availability	   of	   flights	   in/out	   of	   PBIA,	   status	   of	  
opening	   of	   schools,	   evacuation	   of	   barrier	   islands,	   assistance	   for	   residents	   with	  
special	  needs	  or	  disabilities,	  	  

3.	   State	  provide	  information	  regarding	  bridges	  
4.	   Federal	  Government	  FEMA	  information,	  assistants/information	  regarding	  financial	  

needs	  
5.	   News	  Organizations	  time	  frames	  and	  requirements	  for	  gaining	  air	  time	  
6.	   American	  Red	  Cross	  open	  shelters,	  planned	  opening	  of	  additional	  shelters,	  what	  to	  

bring	  to	  a	  shelter	  
7.	   FPL	   expected	   percentage	   and	   timeline	   for	   energized	   the	   island,	   information	  

regarding	  downed	  power	  lines	  and	  power	  poles	  
8.	   Switchboard	  operator	  can	  answer	  simple	  questions	  based	  on	  information	  provided	  

by	  PIO.	  	  
9.	   PBFR	   has	   a	   designated	   PIO	   that	   can	   provide	   assistance	   to	   support	   this	   function;	  

Fire	   Rescue	   PIO	   has	   expertise	   knowledge	   and	   training	   in	   this	   area,	   and	   can	   help	  
provide	  timely	  and	  accurate	  information.	  	  

10.	   Police	   PIO	   or	   Command	   Staff	   officers	   and	   staff	   from	   the	   Training	   &	   Community	  
Relations	  Unit,	   can	  provide	  assistance	  on	  dissemination	  of	   information	   to	  public.	  
Can	  provide	  info/message	  sign	  trailer.	  

11.	   PW:	  See	  attached	  Communication	  Directory.	  	  
12.	   PZB	  Note:	  PZB	  may	  be	  able	  to	  assist	  with	  personnel,	  technical	  information,	  and/or	  

advice	   (dependent	   upon	   final	   allocation	   of	   resources),	   including	   damage	  
assessment	  to	  private	  buildings.	  

13.	   IS:	  Support	  as	  requested	  –	  Technical,	  Equipment.	  
14.	   VIPS:	  Rumor	  Hot	  Line	  handles	  most	  general	  inquires,	  

Emergency	  
Operations	  

PIO.	  
1.	   Staff	  the	  Public	  Information	  Officer	  position	  in	  the	  EOC	  Command	  Staff	  Section.	  	  

a.	   Brief	   EOC	   Command	   and	   staff	   on	   procedures/rules	   to	   release	   public	  
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Center	  (EOC)	   information.	  	  
2.	   Assist	  with	  the	  dissemination	  of	  warning	  and	  emergency	  instructions.	  
3.	   Prepare	  official	  emergency	  public	  information:	  

a.	   Gather	  information.	  
b.	   Verify	  information	  for	  accuracy.	  
c.	   Monitor	  media	  reports.	  
d.	   Obtain	  appropriate	  approval	  prior	  to	  release	  of	  information.	  

4.	   Provide	  emergency	  public	  information:	  	  
a.	   Coordinate	  releases	  to	  public.	  
b.	   Inform	   the	   public	   about	   disaster	   damage,	   restricted	   areas,	   protection	   and	  

care	  for	  companion	  animals,	  farm	  animals,	  wildlife,	  and	  available	  emergency	  
assistance.	  

c.	   Issue	  official	  emergency	  instructions	  and	  information	  to	  the	  public	  through	  all	  
available	  means.	  	  

5.	   Establish	  communication	  links	  with	  local	  media.	  
6.	   Respond	  to	  media	  inquiries.	  
7.	   Monitor	  and	  respond	  to	  rumors.	  
8.	   Schedule	  news	  conferences.	  
9.	   Designate	   an	   information	   center	   where	   media	   representatives	   can	   be	   briefed,	  

compose	  their	  news	  copy,	  and	  have	  telecommunications	  with	  their	  newspaper	  or	  
station.	  	  

10.	   Establish,	  maintain	  contact	  with	  County	  EOC:	  
a.	   Coordinate	  emergency	  information	  efforts.	  
b.	   Participate	  in,	  coordinate	  with	  State	  and	  Federal	  Joint	  Information	  Centers.	  

11.	   Maintain	  documentation:	  clip	  articles,	  log,	  and	  maintain	  list	  of	  releases	  sent.	  
12.	   Provide	  technical	  support	  to	  access	  TV	  cable	  system.	  
13.	   Gain	  appropriate	  approval.	  
	  
Public	  Communications.	  
1.	   Coordinate	   messages	   from	   the	   various	   response	   agencies	   and	   establish	   a	   Joint	  

Information	  Center	  (JIC).	  	  
2.	   Gather	  information	  on	  the	  incident.	  	  
3.	   Provide	  incident	  related	  information	  through	  the	  media	  and	  other	  Town	  sources	  to	  

individuals,	   families,	   businesses,	   and	   industries	   directly	   or	   indirectly	   affected	   by	  
the	  incident.	  	  

4.	   Use	  a	  broad	  range	  of	  resources	  to	  disseminate	  information.	  	  
5.	   Monitor	   the	   news	   coverage	   to	   insure	   the	   accuracy	   of	   the	   information	   being	  

disseminated.	  	  
6.	   Handle	   appropriate	   special	   projects	   such	   as	   news	   conferences	   and	   press	  

operations	  for	  incident	  area	  tours.	  
7.	   Oversee	  the	  key	  function	  of	  media	  relations.	  	  
8.	   Establish	  a	  call	  center.	  
	  
Community	  Relations.	  
1.	   Prepare	  an	  initial	  action	  plan	  with	  incident–specific	  guidance	  and	  objectives,	  at	  the	  

beginning	  of	  an	  actual	  or	  potential	  incident.	  	  
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2.	   Identify	  and	  coordinate	  with	  the	  community	   leaders	  and	  neighborhood	  groups	  to	  
assist	   in	   the	   rapid	   dissemination	   of	   information,	   identify	   unmet	   needs,	   and	   to	  
establish	  an	  ongoing	  dialogue	  and	  information	  exchange.	  	  

3.	   Encourage	  the	  use	  of	  the	  VIPS	  Rumor	  Control	  Hotline	  as	  a	  way	  of	  getting	  input.	  
	  
Governmental	  Affairs.	  
1.	   Establish	   contact	   with	   the	   elected	   and	   appointed	   officials	   representing	   affected	  

areas	  to	  provide	  information	  on	  the	  incident.	  
2.	   Be	  prepared	  to	  arrange	  an	  incident	  site	  visit	  for	  these	  officials	  and	  their	  staffs.	  	  
3.	   Respond	  to	  inquiries.	  	  
	  
Emergency	  Management.	  
1.	   Advises	   Town	   Manager	   on	   when	   to	   disseminate	   emergency	   information/	  

instructions	  to	  public.	  	  
2.	   Assist	  PIO	  with	  news	  releases	  and	  rumor	  control.	  
3.	   Liaison	  with	  County	  EOC.	  
4.	   Activate	  public	  information	  activities	  as	  dictated	  by	  the	  situation.	  
5.	   Request	   activation	   of	   the	   EAS	   and	   NOAA	   Radio	   systems	   as	   required	   (EOC	  

activation).	  
6.	   Maintain	  records	  of	  cost	  and	  expenditures	  to	  accomplish	  this	  function	  and	  forward	  

them	  to	  the	  EOC	  Finance/	  Administration	  Section	  Chief.	  

References	   1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP.	  
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Town	  of	  Palm	  Beach	  EOC	  Position	  Task	  Sheet	  

Position	   1.4	  EOC	  MANAGER	  

Purpose	  

Insures	  the	  EOC	  is	  adequately	  staffed	  and	  appropriate	  Sections,	  Branches	  and	  Units	  are	  
activated.	  Implements	  EOC	  Incident	  Commander's	  (IC)	  decisions.	  Works	  with	  the	  EOC	  IC	  
to	  establish	   the	  appropriate	   level	  of	  EOC	  organization,	  and	  continuously	  monitors	   the	  
effectiveness	   of	   that	   organization.	   Makes	   changes	   as	   required.	   Insures	   that	   multi–
agency	  or	  interagency	  coordination	  is	  accomplished	  effectively	  within	  the	  EOC.	  

Lead	   Town	  Manager's	  Office.	  

Support	  

1.	   Police	  Dept.,	  Fire-‐Rescue	  Dept.	  because	  of	  their	  experience	  with	  ICS.	  
2.	   Fire	  Command	  Staff	  as	  staffing	  permits.	  
3.	   Police:	  Command	  staff	  if	  necessary,	  due	  to	  limited	  staffing	  levels	  and	  need	  for	  use	  

in	  24	  hour	  police	  operations.	  
4.	   PZB	  Note:	  PZB	  may	  be	  able	  to	  assist	  with	  personnel,	  technical	  information,	  and/or	  

advice	  (dependent	  upon	  final	  allocation	  of	  resources).	  
5.	   IS:	  Support	  as	  requested	  –	  Technical,	  Equipment.	  

Emergency	  
Operations	  
Center	  (EOC)	  

1.	   Determine	  appropriate	  level	  of	  EOC	  activation	  based	  on	  situation	  as	  known.	  
a.	   Assign	  staff	  to	  initiate	  check–in	  procedures.	  
b.	   Mobilize	  appropriate	  personnel	  for	  initial	  activation	  of	  EOC.	  
c.	   Insure	  that	  the	  EOC	  organization	  and	  staffing	  chart	  is	  posted	  and	  that	  arriving	  

team	  members	  are	  assigned	  by	  name.	  
d.	   Insure	  that	  EOC	  is	  properly	  set	  up	  and	  ready	  for	  operations.	  

2.	   Work	  with	  Incident	  Commander	  to	  insure	  that	  Section	  Chiefs	  are	  in	  place	  as	  soon	  
as	  possible	  and	  are	  staffing	  their	  respective	  Sections.	  

3.	   Work	  with	  Incident	  Commander	  to	  insure	  that	  the	  Command	  Section	  is	  staffed	  as	  
soon	  as	  possible	  at	  the	  level	  needed:	  
a.	   Chief	  Executive.	  
b.	   Policy	  Group.	  
c.	   Safety	  Officer.	  
d.	   Public	  Information	  Officer	  (PIO).	  
e.	   Liaison	  Officer.	  

References	   1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP.	  
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Town	  of	  Palm	  Beach	  EOC	  Position	  Task	  Sheet	  

Position	   1.4.1	  EOC	  SUPPORT	  OFFICER	  

Purpose	  
Insures	   that	   the	  EOC	  physical	   facility	   is	  operational.	  Determines	  requirements	   for	  EOC	  
administrative/support	  staff.	  Establishes	  EOC	  Support	  Staff	  as	  required.	  Insure	  security,	  
janitorial,	  supplies	  and	  food/beverages.	  Assists	  EOC	  manager	  at	  his	  direction	  

Lead	   TBD.	  	  

Support	  

1.	   Fire	  Command	  Staff	  as	  staffing	  permits.	  
2.	   Police:	  via	  Command	  Staff	   if	  necessary	  due	  to	   limited	  staffing	   levels	  and	  need	  for	  

this	  staff	  in	  24	  hour	  police	  operations	  
3.	   PZB	  Note:	  PZB	  may	  be	  able	  to	  assist	  with	  personnel,	  technical	  information,	  and/or	  

advice	  (dependent	  upon	  final	  allocation	  of	  resources).	  
4.	   IS:	  Support	  as	  requested	  –	  Technical,	  Equipment.	  

Emergency	  
Operations	  
Center	  (EOC)	  

1.	   Determine	  personnel	  support	  requirements	  for	  the	  EOC	  facility:	  
a.	   Administrative	  Support	   	  

•	   Clerical	  Staff.	  
•	   Message	  /	  Runner	  Staff.	  
•	   Plotters	  Staff	  /	  Status	  Board	  .	  

b.	   Maintenance	  Staff.	  
c.	   Security	  Staff.	  
d.	   Communications/Data	  Staff.	  

2.	   Identify	  additional	  personnel	  required	  for	  establishing,	  operating,	  and	  demobilizing	  
the	  EOC.	  

3.	   Request	  additional	  personnel	  from	  “Logistics	  Section.”	  Request	  should	  include:	  
a.	   Number	  of	  personnel	  needed.	  
b.	   Qualifications.	  
c.	   Reporting	  location.	  
d.	   Reporting	  time.	  

Note:	   Be	  sure	  to	  release	  any	  excess	  personnel.	  
4.	   Obtain	  necessary	  equipment	  and	  supplies.	  

a.	   Determine	  EOC	  requirements.	  
b.	   Review	  the	  EOC	  Incident	  Action	  Plan	  to	  determine	  the	  expected	  duration	  and	  

scope	  of	  incident.	  
5.	   Review	  layout	  of	  EOC	  facility	  and	  determine	  services	  to	  be	  established	  at	  the	  EOC:	  

a.	   Kitchen,	  feeding	  area.	  
b.	   Sleeping.	  
c.	   Showers.	  
d.	   Supplies.	  
e.	   Medical.	  
f.	   Communications	  Center.	  
g.	   Message	  Center.	  
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h.	   Space.	  
i.	   Access.	  
j.	   Lighting.	  
k.	   Security.	  
l.	   Safety.	  
m.	   Sanitation.	  

6.	   Insure	   that	   the	   tasks	   assigned	   to	   your	   function	   as	   per	   the	   “EOC	   Action	   Plan”	   is	  
carried	  out	  effectively.	  

7.	   Insure	   that	   your	   function	   is	   supporting	   other	   EOC	   elements	   consistent	   with	  
priorities	  established	  by	  the	  EOC	  Manager.	  

8.	   Insure	  adequate	  staff;	  review	  overall	  staffing	  requirements	  and	  request	  additional	  
support	  as	  required.	  

9.	   Insure	  message	  flow	  and	  content	  are	  correct.	  
10.	   Insure	  status	  boards	  are	  kept	  current.	  

a.	   Make	  sure	  that	  information	  reports	  or	  displays	  are	  clear	  and	  understandable.	  
11.	   Attend	  Command	  and	  General	  Staff	  meetings	  and	  briefings.	  
12.	   Insure	  that	  all	  facilities	  and	  equipment	  are	  set	  up	  and	  properly	  functioning.	  
13.	   Insure	  strict	  compliance	  with	  all	  applicable	  safety	  regulations.	  
14.	   Insure	  that	  all	  facility	  maintenance	  services	  are	  provided.	  

a.	   Determine	   the	   types	   of	   maintenance	   services	   required,	   such	   as	   sanitation,	  
showers,	  janitorial,	  lighting,	  and	  safety.	  

b.	   Determine	  and	  request	  the	  number	  and	  type	  of	  personnel	  needed	  to	  perform	  
maintenance	  services.	  

15.	   Coordinate	  Security	  Services.	  
a.	   Determine	  areas	  within	  the	  EOC	  where	  security	  must	  be	  provided.	  
b.	   Determine	  and	  request	  the	  number	  and	  type	  of	  personnel	  needed	  to	  provide	  

security	  services.	  
16.	   Coordinate	  for	  the	  following	  EOC	  support:	  

a.	   Food	  and	  beverages	  for	  EOC	  staff.	  Coordinate	  feeding	  as	  situation	  dictates.	  
b.	   Insure	  there	  are	  enough	  EOC	  supplies.	  
c.	   Determine	  availability	  of	  requested	  or	  needed	  EOC	  resources.	  
d.	   Maintain	  EOC	  resource	  listings.	  

17.	   Insure	  adequate	  staffing	  patterns	  and	  rotations	  to	  avoid	  fatigue	  in	  EOC	  workers.	  

References	   1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP.	  
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Town	  of	  Palm	  Beach	  EOC	  Position	  Task	  Sheet	  

Position	   1.5	  SAFETY	  OFFICER	  

Purpose	  

Insure	   that	   all	   facilities	   used	   in	   support	   of	   EOC	   operations	   have	   safe	   operating	  
conditions.	  Monitor	  all	  EOC	  and	  related	   facility	  activities	   to	   insure	   that	   they	  are	  being	  
conducted	  in	  as	  safe	  a	  manner	  as	  possible	  under	  the	  circumstances	  that	  exist.	  Stop	  or	  
modify	  all	  unsafe	  operations.	  Develop	  EOC	  Safety	  and	  Evacuation	  Plan.	  

Lead	   Fire-‐Rescue.	  

Support	  

1.	   PBFR	   Training	   and	   Safety	   Officer	   can	   serve	   in	   this	   function;	   additional	   support	  
would	   come	   from	   the	   Risk	   Manager	   to	   help	   analyze	   risks	   and	   implement	   risk	  
controls.	  	  

2.	   Police:	  as	  needed	  to	  advise	  on	  security	  and	  facility	  operations,	  could	  be	  provided	  
via	  Crime	  Prevention	  staff	  or	  other	  staff	  as	  assigned.	  	  

3.	   Risk	  Management:	  Safety	  for	  Town	  employees	  only.	  

Emergency	  
Operations	  
Center	  (EOC)	  

1.	   Evaluate	  conditions	  and	  advise	  the	  EOC	  Incident	  Commander	  of	  any	  conditions	  and	  
actions	  which	  might	  result	  in	  liability	  –	  e.g.	  oversights,	  improper	  response	  actions,	  
etc.	  

2.	   Study	   the	   facility	   to	   learn	   the	   location	   of	   all	   fire	   extinguishers,	   fire	   hoses,	   and	  
emergency	  shut–offs	  and	  other	  safety	  equipment.	  

3.	   Be	  familiar	  with	  any	  particularly	  hazardous	  conditions	  in	  the	  facility.	  
4.	   Provide	   guidance	   regarding	   actions	   to	   be	   taken	   by	   EOC	   staff	   should	   the	   hazard	  

primary	  or	  secondary	  effects	  impact	  the	  EOC.	  
5.	   Coordinate	   with	   EOC	   Security	   to	   obtain	   assistance	   for	   any	   special	   safety	  

requirements.	  
6.	   Keep	  the	  EOC	  Incident	  Commander	  advised	  of	  safety	  conditions.	  
7.	   Participate	  in	  planning	  meetings.	  

a.	   Attend	  planning	  meeting	  to	  advise	  on	  safety	  matters.	  
b.	   Identify	  potentially	  hazardous	  situations	  associated	  with	  suggested	  plans.	  
c.	   Advise	  EOC	  Command	  and	  General	  Staff	  of	  such	  situations.	  

8.	   Review	  Incident	  Action	  Plans.	  
9.	   Identify	  potentially	  unsafe	  situations.	  

a.	   Receive	  reports	  from	  EOC	  or	  field	  personnel	  concerning	  safety	  matters.	  
b.	   Determine	  severity	  of	  situation.	  
c.	   Review	   reports	   to	   identify	   hazardous	   environmental	   and	   operational	  

situations.	  
d.	   Personally	  survey	  the	  incident	  environment	  and	  operations	  as	  appropriate.	  
e.	   Obtain	  and	  review	  situation	  unit	  information	  and	  identify	  unsafe	  situations.	  
f.	   Send	   qualified	   safety	   officers	   to	   incident	   sites	   as	   directed	   by	   EOC	  

Management.	  
10.	   Exercise	  emergency	  authority	  to	  stop	  and	  prevent	  unsafe	  acts.	  

a.	   Determine	  if	  situation	  requires	  use	  of	  emergency	  authority	  and	  if	  so,	  exercise	  
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that	  authority	  to	  prevent	  or	  stop	  the	  act.	  
b.	   Coordinate	  with	  appropriate	  supervisory	  personnel.	  

References	   1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP.	  
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Town	  of	  Palm	  Beach	  EOC	  Position	  Task	  Sheet	  

Position	   1.6	  LIAISON	  OFFICER	  

Purpose	  

Responsible	   for	   overseeing	   all	   liaison	   activities.	   These	   include	   coordinating	   Agency	  
Representatives	  assigned	  to	  the	  EOC	  as	  well	  as	  handling	  requests	  from	  other	  agencies	  
for	  sending	  liaison	  personnel	  to	  other	  EOCs.	  Function	  as	  a	  central	  location	  for	  incoming	  
Agency	   Representatives,	   and	   will	   provide	   work	   space	   and	   arrange	   for	   support	   as	  
necessary.	  

Lead	   Town	  Managers	  Office.	  	  

Support	  

1.	   PBFR	   has	   a	   designated	   Public	   Education	   Officer	   that	   can	   provide	   assistance	   to	  
support	  this	  function;	  Fire	  Rescue	  PEO	  has	  experience	  and	  knowledge	  dealing	  with	  
agencies,	  businesses,	  and	  representatives.	  

2.	   Police:	  Provided	  via	  Police	  PIO	  and	  Training	  Unit	  staff.	  

Emergency	  
Operations	  
Center	  (EOC)	  

1.	   Obtain	  briefing	  from	  the	  EOC	  Incident	  Commander.	  
2.	   Determine	  what	  liaison	  positions	  are	  required.	  

a.	   Request	  additional	  personnel	  to	  fill	  these	  needs	  as	  required.	  
3.	   Establish	   yourself	   as	   the	   “point	   of	   contact”	   for	   assisting	   and	   cooperating	   agency	  

representatives.	  This	   includes	  agency	   representatives	   from	  private,	   local,	  County,	  
State	  and	  Federal	  government	  agencies.	  
a.	   Identify	   assisting	   and	   cooperating	   agencies,	   organizations,	   businesses	   from:	  

incident	  briefing	  package,	  resource	  status	  lists,	  and	  EOC	  displays.	  
b.	   Identify	  agency	  representatives	   from	  each	  agency	   including	  communications	  

link	  and	  location.	  
4.	   Make	   sure	   that	   all	   contacts	   with	   the	   media	   are	   fully	   coordinated	   first	   with	   the	  

Public	  Information	  Officer.	  
5.	   Contact	  all	  Agency	  Representatives	  in	  EOC.	  Make	  sure:	  

a.	   They	  have	  signed	  into	  the	  EOC.	  
b.	   Understand	  their	  assigned	  function.	  
c.	   Know	  their	  work	  location.	  
d.	   Understand	  EOC	  organization	  and	  floor	  plan	  (provide	  both).	  

6.	   Brief	  Agency	  Representatives	  on	  current	  situation,	  priorities	  and	  action	  plan.	  
7.	   Request	   Agency	   Representatives	   contact	   their	   agency,	   determine	   level	   of	  

activation	  of	  agency	  resources,	  and	  obtain	  any	  intelligence	  or	  situation	  information	  
that	  may	  be	  useful	  to	  the	  EOC.	  

8.	   Respond	  to	  requests	  for	  liaison	  personnel	  from	  other	  agencies.	  
9.	   Determine	   if	   there	   are	   any	   communication	   problems	   in	   contacting	   external	  

agencies.	  Provide	  information	  to	  EOC	  Communications	  Officer.	  
10.	   Know	   the	  working	   location	   for	   any	   Agency	   Representative	   assigned	   directly	   to	   a	  

Department	  function.	  
11.	   Compile	   list	   of	   Agency	   Representatives	   and	  make	   available	   (Agency,	   Name,	   EOC	  

phone)	  to	  EOC	  Command	  and	  General	  Staff.	  	  
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12.	   Respond	   to	   requests	   from	   EOC	   Command	   and	   General	   Staff	   for	   inter–
organizational	   contacts	   and/or	   information.	   Direct	   requesters	   to	   appropriate	  
Agency	  Representatives.	  
a.	   Take	  necessary	  action	  to	  satisfy	  requests.	  

13.	   Provide	  periodic	  update	  briefings	  to	  Agency	  Representatives	  in	  EOC	  as	  necessary.	  
14.	   Communicate	  with	  local,	  State,	  and	  Federal	  government	  agencies	  as	  necessary.	  
15.	   Monitor	   incident	   operations	   to	   identify	   current	   or	   potential	   inter–organizational	  

problems.	  
a.	   Receive	   complaints	   pertaining	   to	   matters	   such	   as	   logistical	   problems,	  

inadequate	  communications,	  and	  strategic	  and	  tactical	  direction.	  
b.	   Personally	   monitor	   response	   operations	   to	   identify	   current	   or	   potential	  

liaison	  problems.	  
c.	   Coordinate	   governmental	   cooperation	   aspects	   of	   media	   releases,	   working	  

with	  the	  PIO	  and	  the	  EOC	  Incident	  Commander.	  
16.	   Copy	  and	  provide	  “Agency	  Representative	  Checklist”	  as	  required.	  

References	   1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP.	  
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	   Town	  of	  Palm	  Beach	  

Emergency	  Operations	  Center	  (EOC)	  
Incident	  Command	  System	  (ICS)	  Organizational	  Structure	  

5.0	  	  Finance/	  
Administration	  Section	  

4.0	  	  Logistics	  
Section	  

2.0	  	  Operations	  
Section	  

3.0	  	  Planning	  
Section	  

2.1.1	  	  Fire	  Fighting	  Unit	  

2.1.2	  	  Health	  &	  Medical	  Unit	  	  

2.1.3	  	  Search	  &	  Rescue	  Unit	  	  

2.1.4	  	  Hazardous	  Materials	  
Unit	  

2.2.1	  	  Military	  Support	  Unit	  

2.2.2	  	  Volunteers	  Unit	  

2.2.3	  	  Law	  Enforcement	  &	  
Security	  Unit	  	  

2.2.4	  	  Animal	  Protection	  Unit	  

2.3.1	  	  Public	  Works	  &	  
Engineering	  Unit	  

2.3.2	  	  Utilities	  Unit	  

4.1.1	  	  Communications	  Unit	  

4.1.2	  	  Donations	  Unit	  

4.1.3	  	  Food	  Unit	  

2.1	  Fire	  –	  Rescue	  Branch	  

2.2	  Police	  Branch	  

2.3	  Public	  Works	  Branch	  

4.1	  	  Services	  Branch	  

4.2	  	  Support	  Branch	  

3.1	  	  Situation	  Unit	  

3.3	  	  Planning	  Unit*	  

*IAPs:	  Demobilization	  &	  Recovery	  

3.4	  	  Resource	  Status	  Unit	  

v012211	  

1.5	  Safety	  Officer	  

1.6	  Liaison	  Officer	  

1.4.1	  EOC	  Support	  Officer	  

1.4	  EOC	  Manager	  

1.2	  Executive	  Policy	  
Group	  

1.0	  	  INCIDENT	  
COMMANDER	  

	  
DEPUTY	  

(Rumor	  Control,	  Public	  &	  Business	  Outreach)	  	  

	  

1.1	  Mayor/Town	  
Council	  

1.3	  Public	  
Information	  	  Officer	  

3.5	  	  Documentation	  Unit	  

4.2.1	  	  Supply	  Unit	  
(Includes	  Resource	  Support)	  

4.2.2	  	  Facilities	  Unit	  
(Includes	  Mass	  Care	  Support)	  

4.2.3	  	  Ground	  Support	  Unit	  
(Includes	  Transportation	  Support)	  

5.2	  	  Cost	  Unit	  

5.3	  	  Time	  Unit	  

5.4	  	  Claims	  &	  Compensation	  
Unit	  

5.1	  	  Procurement	  Unit	  

3.2	  	  Damage	  Assessment	  Unit	  
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Town	  of	  Palm	  Beach	  EOC	  Position	  Task	  Sheet	  

Position	   2.0	  OPERATIONS	  SECTION	  CHIEF	  

Purpose	  

1.	   Assume	  responsibility	  for	  ensuring	  that	  the	  Departments	  and	  functions	  within	  your	  
Section	  are	  staffed	  and	  activated	  as	  directed	  by	  the	  EOC	  Incident	  Commander.	  

2.	   Manage	  the	  Departments	  and	  functions	  within	  your	  Section.	  
3.	   Insure	  that	  the	  operational	  objectives	  and	  tasks	  assigned	  to	  your	  Section	  as	  per	  the	  

“EOC	  Action	  Plan”	  are	  carried	  out	  effectively.	  

Lead	  
Fire–Rescue.	  
Public	  Safety.	  
Public	  Works.	  

Support	   Internal	  and	  External	  Resources.	  

Emergency	  
Operations	  
Center	  (EOC)	  

1.	   Determine	   from	   the	   EOC	   Incident	   Commander	  which	   Departments	   and	   function	  
should	  be	  activated.	  

2.	   Activate	   Branches	   and	   the	   associated	   Departments	   and	   functions	   within	   your	  
Section	  as	  required:	  
a.	   Fire–Rescue	  Branch.	  

•	   Fire	  Fighting	  Unit.	  
•	   Health	  and	  Medical	  Unit.	  
•	   Search	  and	  Rescue	  Unit.	  
•	   Hazardous	  Materials	  Unit.	  

b.	   Police	  Branch.	  
•	   Military	  Support	  Unit.	  
•	   Volunteers	  Unit.	  
•	   Law	  Enforcement	  and	  Security	  Unit.	  
•	   Animal	  Protection	  Unit.	  

c.	   Public	  Works	  Branch.	  
•	   Public	  Works	  and	  Engineering	  Unit.	  
•	   Utilities	  Unit.	  

3.	   Designate	   a	   Branch	   Director	   when	   activated	   and	   a	   Unit	   Leader	   for	   each	   Unit	  
activated.	  Note:	  Remember,	  you	  must	  carry	  out	  the	  responsibilities	  of	  any	  Branch	  
that	  is	  activated	  but	  not	  having	  any	  staff	  assigned.	  
a.	   Make	  required	  personnel	  assignments	  as	  staff	  arrives	  at	  the	  EOC.	  
b.	   Provide	   arriving	   personnel	   with	   position	   checklist	   of	   duties	   and	  

responsibilities.	  
c.	   Assign	  work	  locations	  and	  preliminary	  work	  tasks	  to	  arriving	  personnel.	  

4.	   Notify	   Planning	   Section	   of	   which	   Branches/Units	   have	   been	   activated	   including	  
names	  and	  locations	  of	  assigned	  personnel.	  

5.	   Determine	  financial	  and	  administrative	  support	  needs.	  	  
a.	   Confer	  with	  EOC	  Incident	  Commander	  and	  Finance	  on	  appropriate	  purchasing	  

limits.	  
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6.	   Insure	   that	   your	   Section	   is	   set	   up	   properly	   and	   that	   appropriate	   personnel,	  
equipment	  and	  supplies	  are	  in	  place.	  	  
a.	   Set	  up	  your	  work	  station,	  including	  maps	  and	  status	  boards.	  	  

7.	   Determine	   the	   24–hour	   staffing	   requirement	   for	   your	   Section	   and	   request	  
additional	  support	  as	  required.	  

8.	   Insure	  that	  the	  operational	  objectives	  and	  tasks	  assigned	  to	  your	  Section	  as	  per	  the	  
“EOC	  Action	  Plan”	  are	  carried	  out	  effectively.	  
a.	   Coordinate	  operational	  requests	  and	  task	  assignments.	  
b.	   Provide	  Branch	  Directors	  with	  assignments	  and	  specific	  actions	  which	  require	  

immediate	  attention.	  
9.	   Insure	   that	   your	   Section	   is	   supporting	   other	   EOC	   elements	   consistent	   with	  

priorities	  established	  by	  EOC	  Incident	  Commander.	  
10.	   Maintain	   the	   appropriate	   level	   of	   organization	   (required	   numbers	   of	  

Branches/Units)	  within	  your	  Section.	  
a.	   Insure	   adequate	   staff;	   Review	   overall	   staffing	   requirements	   and	   request	  

additional	  support	  as	  required.	  
11.	   Establish,	  maintain	  communications	  with	  incident	  site(s)	  as	  appropriate.	  
12.	   Insure	  message	  flow	  and	  content	  are	  correct.	  
13.	   Insure	  status	  boards	  assigned	  to	  your	  Section	  are	  kept	  current.	  

a.	   Maintain	   current	   displays	   associated	   with	   your	   area.	   Make	   sure	   that	  
information	  reports	  or	  displays	  you	  prepare	  are	  clear	  and	  understandable.	  

14.	   Brief	   EOC	   Incident	   Commander	   on	   major	   problem	   areas	   that	   now	   need	   or	   will	  
require	  solutions.	  

15.	   Provide	  situation	  and	  resources	  information	  to	  Planning	  Section	  on	  a	  periodic	  basis	  
or	  as	  the	  situation	  requires.	  

16.	   Make	   sure	   that	   all	   contacts	   with	   the	   media	   are	   fully	   coordinated	   first	   with	   the	  
Public	  Information	  Officer.	  

17.	   Provide	  summary	  of	  the	  disaster	  situation.	  
18.	   Provide	  summary	  of	  the	  kind	  and	  extent	  of	  emergency	  function	  support	  that	  may	  

be	  asked	  for.	  
19.	   Insure	  that	  all	  organizational	  elements	  are	  aware	  of	  priorities.	  
20.	   Determine	  if	  there	  are	  un–met	  needs	  or	  problems.	  
21.	   Assign	  tasks	  to	  Section	  personnel.	  
22.	   Obtain	  consensus	  among	  staff	  on	  objectives	  for	  forthcoming	  operational	  periods.	  
23.	   Recommend	  priorities	  for	  allocating	  critical	  resources.	  
24.	   List	  key	  issues	  currently	  facing	  your	  Section.	  
	   List	  action	  items	  to	  be	  accomplished	  within	  the	  next	  operational	  period.	  
25.	   Forecast,	  determine	  likely	  future	  Branch/Unit	  needs	  for	  resources	  and	  personnel.	  
26.	   Insure	  that	   intelligence	   information	  from	  your	  Section’s	  Branch	  Directors	   is	  made	  

available	  to	  the	  Planning	  Section.	  
27.	   Participate	  in	  preparation	  of	  the	  EOC	  Incident	  Action	  Plan.	  

a.	   Attend	  Planning	  Meeting(s).	  	  
b.	   Obtain	  and	  review	  any	  major	  incident	  reports.	  	  
c.	   Provide	   input	   on	   current	   service	   and	   support	   capabilities.	   Identify	   types	   of	  

resources	  which	  are	  in	  low	  supply	  and	  may	  necessitate	  allocation.	  
d.	   Prepare	  the	  Section	  assignments	  for	  the	  next	  operational	  period	  based	  on	  the	  
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operational	  objectives	  generated	  at	  the	  planning	  meeting.	  
e.	   Identify	   potential	   future	   operational	   needs	   so	   as	   to	   anticipate	   logistical	  

requirements.	  
f.	   Identify	   service	   and	   support	   requirements	   for	   planned	   and	   expected	  

operations.	  
g.	   Advise	  on	  current	  service	  and	  support	  capabilities.	  
h.	   Estimate	  future	  service	  and	  support	  requirements.	  

28.	   Develop	  a	  Section	  plan	  for	  carrying	  out	  all	  responsibilities.	  
29.	   Insure	   that	   all	   fiscal	   and	   administrative	   requirements	   are	   coordinated	   through	  

Finance.	  
a.	   Notification	  of	  any	  emergency	  expenditures.	  
b.	   Daily	  Timesheets.	  

30.	   Maintain	  appropriate	  administrative	  and	  fiscal	  records.	  
31.	   Continuously	   monitor	   Section	   activities	   and	   modify	   organization	   of	   Section	   as	  

needed.	  
32.	   Assess,	  manage	  and	  monitor	  the	  structural	  and	  staffing	  needs	  of	  your	  Section.	  	  
33.	   Review	  the	  responsibilities	  of	  the	  Branches/Units	  in	  your	  Section.	  	  
34.	   Evaluate	   Branch/Unit	   staff	   performance	   on	   an	   ongoing	   basis,	   adjust	   or	   replace	  

personnel	  if	  necessary.	  
35.	   Resolve	  problems	  early,	  involve	  EOC	  Incident	  Commander	  if	  appropriate.	  
36.	   Adopt	   a	   proactive	   attitude.	   Think	   ahead	   and	   anticipate	   situations	   and	   problems	  

before	  they	  occur.	  

References	  
1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP.	  
3.	   EOC	  Operations	  Manual.	  
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Town	  of	  Palm	  Beach	  EOC	  Position	  Task	  Sheet	  

Position	   2.1	  FIRE	  –	  RESCUE	  BRANCH	  DIRECTOR	  

Purpose	  

1.	   Assume	   responsibility	   for	   ensuring	   that	   your	   assigned	   functions	   are	   staffed	   and	  
activated	  as	  directed	  by	  the	  Operations	  Section	  Chief.	  

2.	   Manage	  your	  assigned	  functions.	  
3.	   Insure	  that	  the	  tasks	  assigned	  to	  you	  are	  carried	  out	  effectively.	  

Lead	   Fire–Rescue.	  

Support	   Internal	  and	  External	  Resources.	  

Emergency	  
Operations	  
Center	  (EOC)	  

General.	  
1.	   Complete	  “General	  Duties”	  checklist	  items.	  
2.	   Read	   EOC	   status	   boards	   for	   information	   relating	   to	   your	   functions.	   Verify	   the	  

CURRENT	  situation	  on	  the	  Town’s	  response	  by	  checking	  with	  the	  Planning	  Section.	  
3.	   Clarify	  with	  the	  Operations	  Section	  Chief	  any	   issues	  regarding	  your	  authority	  and	  

assignment	  and	  what	  others	  in	  the	  organization	  do.	  
4.	   Review	  the	  responsibilities	  of	  the	  functions	  as	  assigned	  to	  your	  position.	  	  

	  
Activate	  Functions.	  
5.	   Activate	  Units	  as	  directed	  by	  the	  Operations	  Section	  Chief:	  

a.	   Fire	  Fighting	  Unit.	  
b.	   Health	  &	  Medical	  Unit.	  
c.	   Search	  &	  Rescue	  Unit.	  
d.	   Hazardous	  Materials	  Unit.	  

6.	   Designate	  a	  Unit	  Leader	  for	  each	  function	  activated	  as	  needed.	  
Note:	   Remember,	  you	  must	  carry	  out	  the	  responsibilities	  of	  any	  function	  that	  is	  

activated	  but	  not	  having	  any	  staff	  assigned.	  
a.	   Make	  required	  personnel	  assignments	  as	  staff	  arrives	  at	  the	  EOC.	  
b	   Provide	   arriving	   personnel	   with	   position	   checklist	   of	   duties	   and	  

responsibilities.	  
c.	   Assign	  work	  locations	  and	  preliminary	  work	  tasks	  to	  arriving	  personnel.	  

7.	   Determine	  financial	  and	  administrative	  support	  needs.	  
a.	   Report	  this	  information	  to	  the	  Operations	  Section	  Chief.	  	  

8.	   Determine	  the	  24–hour	  staffing	  requirements	  for	  your	  Branch.	  
a.	   Report	  this	  information	  to	  the	  Operations	  Section	  Chief.	  	  

	  
Supervise	  Functions.	  
9.	   Insure	   that	   the	   tasks	   assigned	   to	   your	   Branch	   as	   per	   the	   “EOC	   Action	   Plan”	   are	  

carried	  out	  effectively.	  
a.	   Provide	   your	   Unit	   Leaders	   with	   assignments	   and	   specific	   actions	   which	  

require	  immediate	  attention.	  
10.	   Insure	  that	  your	  Branch	  personnel	  are	  supporting	  other	  EOC	  elements	  consistent	  
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with	   priorities	   established	   by	   Operations	   Section	   Chief	   and	   EOC	   Incident	  
Commander.	  

11.	   Insure	  adequate	  staff;	  Review	  overall	  staffing	  requirements	  and	  request	  additional	  
support	  as	  required.	  

12.	   Establish,	  maintain	  communications	  with	  incident	  site(s)	  as	  appropriate.	  
13.	   Insure	  message	  flow	  and	  content	  are	  correct.	  
14.	   Insure	  status	  boards	  assigned	  to	  your	  Section	  are	  kept	  current.	  

a.	   Maintain	   current	   displays	   associated	   with	   your	   area.	   Make	   sure	   that	  
information	  reports	  or	  displays	  you	  prepare	  are	  clear	  and	  understandable.	  

15.	   Brief	   Operations	   Section	   Chief	   on	   major	   problem	   areas	   that	   now	   need	   or	   will	  
require	  solutions.	  

16.	   Provide	   situation	   and	   resources	   information	   to	   Operations	   Section	   Chief	   on	   a	  
periodic	  basis	  or	  as	  the	  situation	  requires.	  

17.	   Make	   sure	   that	   all	   contacts	   with	   the	   media	   are	   fully	   coordinated	   first	   with	   the	  
Public	  Information	  Officer.	  

18.	   Attend	  Section	  meetings	  and	  briefings.	  
19.	   Prepare,	  submit	  situation	  report(s)	  on	  your	  Branch	  activities.	  	  

a.	   Recommend	  priorities	  for	  allocating	  critical	  resources.	  
b.	   List	  key	  issues	  currently	  facing	  your	  Branch.	  
c.	   List	  action	  items	  to	  be	  accomplished	  within	  the	  next	  operational	  period.	  
d.	   Forecast,	  determine	  likely	  future	  Branch	  needs	  for	  resources	  and	  personnel.	  

References	   1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP.	  
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Town	  of	  Palm	  Beach	  EOC	  Position	  Task	  Sheet	  

Position	   2.1.1	  FIRE	  FIGHTING	  UNIT	  

Purpose	  
Provide	   fire	   detection,	   suppression,	   evacuations,	   and	   prevention	   services.	   Coordinate	  
with	   the	  County's	  EOC	  Fire-‐Rescue	  Unit	   for	   the	  allocation	  and	  mobilization	  of	  County,	  
State,	  Federal	  fire	  fighting	  resources	  available	  for	  emergency	  response.	  	  

Lead	   Fire-‐Rescue	  

Support	  

1.	   PBPD	  (traffic;	  evacuations;	  crowd	  control)	  
2.	   WPB	  Water	  Dept.	  (water	  pressure)	  
3.	   FPU	  (secure	  utilities)	  
4.	   FPL	  (secure	  electrical	  power)	  
5.	   Red	  Cross	  (housing)	  
6.	   WPBFR	  (mutual	  aid)	  
7.	   PBCFR	  (mutual	  aid)	  
8.	   PW:	  See	  attached	  Communication	  Directory.	  	  
9.	   IS:	  Supply	  technical	  support	  and	  computer	  equipment	  as	  needed	  

Emergency	  
Operations	  
Center	  (EOC)	  

1.	   Staff	  the	  Fire	  Fighting	  Unit	  within	  the	  EOC	  Operations	  Section.	  
2.	   Identify	  incident	  sites	  requiring	  firefighting	  services.	  
3.	   Insure	  operation	  of	  fire	  dispatch	  and	  reporting	  systems.	  

a.	   Provide	  alternate	  communication	  links	  if	  necessary.	  
4.	   Determine	  condition,	  status	  of	  Palm	  Beach	  firefighting	  resources.	  

a.	   Make	  routine	  contact	  with	  fire	  stations/Departments.	  
b.	   Request	   damage	   report	   from	   each	   fire	   station	   to	   estimate	   neighborhood	  

damages.	  
5.	   Determine	   present	   and	   project	   future	   need	   for	   firefighting	   and	   other	   on–scene	  

resources:	  
a.	   Communications.	  
b.	   Emergency	  Medical.	  
c.	   Search	  and	  rescue.	  
d.	   Heavy	  rescue.	  
e.	   Evacuation.	  
f.	   Mobile	  shelter.	  
g.	   Transport	  of	  emergency	  responders	  and	  resources.	  
h.	   Other	  Logistics:	  food;	  water;	  emergency	  power;	  lighting;	  etc.	  

6.	   Assure	  incident	  commanders	  receive	  needed	  resources	  when	  available.	  
7.	   Coordinate	  acquisition	  of	  needed	  mutual	  aid	  firefighting	  resources	  as	  necessary.	  
8.	   Sources	  for	  resources	  can	  include:	  

a.	   Local,	  State,	  Federal	  mutual	  aid.	  
b.	   County	  EOC.	  

9.	   Provide	   County	   EOC	   information	   on	   damages,	   status	   of	   Palm	   Beach	   firefighting	  
systems.	  
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a.	   Request	  additional	  firefighting	  resources,	  as	  requested.	  
10.	   Determine	  if	  support	  is	  required	  to	  other	  jurisdictions:	  

a.	   Do	  not	  dispatch	  mutual	  aid	   resources	  until	   it	   is	  determined	   those	   resources	  
are	  not	  needed	  in	  the	  Palm	  Beach	  .	  

b.	   Assess	   	   Palm	   Beach's	   ability	   to	   respond	   based	   on	   existing	   resources	   and	  
possible	  threat	  to	  our	  community.	  

11.	   Maintain	  records	  of	  cost	  and	  expenditures	  to	  accomplish	  this	  function	  and	  forward	  
them	  to	  the	  EOC	  Finance/	  Administration	  Section	  Chief.	  

References	   1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP.	  
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Position	   2.1.2	  HEALTH	  AND	  MEDICAL	  UNIT	  

Purpose	  

Health:	   	   Coordinate	   with	   the	   County's	   EOC	   Health	   and	  Medical	   Unit	   for	   provision	   of	  
public	   health	   services	   during	   an	   emergency	   to	   include	   communicable	   disease	  
prevention	   and	   control	   (disease	   surveillance,	   investigation,	   containment	   and	  
communication),	  and	  environmental	  health.	  	  
	  
Medical	   Services:	   Provide	   for	   the	   coordination	   of	   emergency	  medical	   services	   during	  
disasters	  and	  for	  incidents	  involving	  mass	  casualties	  and/or	  mass	  death.	  Provide	  triage,	  
treatment,	  and	  transport	  of	  the	  sick	  and	  injured.	  

Lead	   Fire-‐Rescue	  

Support	  

1.	   WPBFR	  (mutual	  aid)	  
2.	   PBCFR	  (mutual	  aid)	  
3.	   Trauma	  Hawk	  (air	  transport)	  
4.	   Private	  Ambulance	  (ground	  transport)	  
5.	   PBC	  Health	  Dept.	  (assess	  and	  monitor	  health	  conditions)	  
6.	   Fire-‐Rescue	  Medical	  Director.	  
7.	   PW:	  See	  attached	  Communication	  Directory.	  	  

Emergency	  
Operations	  
Center	  (EOC)	  

1.	   Staff	  the	  Health	  and	  Medical	  Unit	  in	  the	  EOC	  Operations	  Section.	  
2.	   Determine	  condition,	  status	  of	  Town	  health,	  medical	  resources.	  
3.	   Determine	  present	  and	  future	  need	  for	  health	  and	  medical	  resources.	  
4.	   Obtain,	   coordinate	   health	   and	   medical	   resources	   as	   requested	   by	   field	   incident	  

commanders,	  includes:	  
a.	   Provision	  for	  pre-‐hospital	  and	  hospital	  emergency	  medical	  care.	  
b.	   Assist	   in	   identification,	  coordination	  and	  mobilization	  of	  medical	  equipment,	  

supplies	  and	  personnel.	  
5.	   Sources	  for	  resources	  can	  include:	  

a.	   Mutual	  aid.	  
b.	   Palm	  Beach	  County	  Emergency	  Operations	  Center	  (EOC).	  
c.	   American	  Red	  Cross.	  

6.	   Coordinate	   with	   Palm	   Beach	   County	   EOC	   Operations	   Section	   Chief	   (Palm	   Beach	  
County	  Health	  Department)	  in	  the	  team	  assessment	  of	  general	  health	  and	  medical	  
needs	  of	  the	  affected	  population,	  includes:	  
a.	   Provide	  for	  dissemination	  of	  emergency	  public	  health	  information.	  
b.	   Surveillance	  and	  monitoring	  of	  conditions	  that	  could	  impact	  general	  health.	  
c.	   Evaluation	  of	  food,	  drug	  or	  medical	  safety.	  
d.	   Assessment	  of	  worker	  health	  and	  safety.	  
e.	   Identification	  of	  biological,	  chemical,	  radiological	  or	  physiological	  hazards.	  
f.	   Evaluation	  of	  mental	  health	  of	  emergency	  workers	  and	  victims.	  
g.	   Advise	   on	   potability	   of	   water	   sources	   and	   disposition	   of	   solid	   waste	   and	  
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wastewater.	  
7.	   Coordinate	   assistance	   to	  Medical	   Examiner	   in	   victim	   identification	   and	  mortuary	  

services.	  
8.	   Establish,	  maintain	  contact	  with	  Palm	  Beach	  County	  EOC:	  

a.	   Provide	  information	  on	  damages,	  status	  of	  Town	  health	  and	  medical	  systems.	  
b.	   Request	  additional	  health	  and	  medical	  resources,	  as	  needed.	  

9.	   Provide	  mutual	  aid	  if	  requested:	  
a.	   Do	   not	   dispatch	   mutual	   aid	   until	   it	   is	   determined	   no	   threat	   exists	   in	   Palm	  

Beach.	  

References	   1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP.	  
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Town	  of	  Palm	  Beach	  EOC	  Position	  Task	  Sheet	  

Position	   2.1.3	  SEARCH	  AND	  RESCUE	  UNIT	  

Purpose	  

Coordinate	  with	   the	   County's	   EOC	   Search	   and	   Rescue	  Unit,	   and	   other	   State,	   Federal,	  
and	   volunteer	   search	   and	   rescue	   organizations	   in	   support	   of	   search	   and	   rescue	  
operations	   on	   the	   lands	   and	   waterways	   within	   the	   Town.	   Coordinate	   support	   to	  
locating,	   extricating,	   and	   providing	   initial	   medical	   treatment	   to	   victims	   trapped,	  
threatened	  or	  stranded	  in	  harm's	  way	  by	  any	  emergency	  or	  hazardous	  event.	  	  

Lead	   Fire-‐Rescue.	  

Support	  

1.	   PBPD	  (assistance	  w/	  S	  &	  R);	  PW	  (provide	  heavy	  equipment	  operators).	  
2.	   IS	  (GIS	  coordinating).	  
3.	   WPBFR	  TRT	  (provide	  heavy	  rescue).	  
4.	   PBCFR	  Regional	  USAR	  Response	  Team	  (provide	  technical	  rescue	  services).	  
5.	   USCG	  (provide	  maritime	  S	  &	  R).	  
6.	   Police:	   can	   provide	   search	   and	   rescue	   ops	   via	   ad-‐hoc	   units	   and/or	   SOU	   (Special	  

Operations	  Unit)	  units	  with	  sergeants	  as	  team	  leaders.	  Can	  coordinate	  with	  PBSO	  
and	  WPBPD	  K9	  units,	  or	  assist	  our	  FR	  staff.	  

7.	   PW:	  See	  attached	  Communication	  Directory.	  	  
8.	   PW:	  Access	   to	  contractors	  with	  heavy	  equipment.	   In-‐house	  equipment	  operators	  

and	  some	  light	  weight	  construction	  equipment.	  

Emergency	  
Operations	  
Center	  (EOC)	  

1.	   Staff	  the	  Search	  and	  Rescue	  Unit	  in	  the	  EOC	  Operations	  Section.	  
2.	   Identify	  incident	  sites	  or	  situations	  requiring	  search	  and	  rescue	  services	  to	  include:	  

a.	   Search	  and	  rescue	  activities	  following	  flood,	  severe	  weather,	  and/or	  building	  
collapses	  (i.e.,	  Technical	  Rescue	  Teams	  (TRT)	  and	  Hazardous	  Materials.	  

b.	   Water	   recovery	   searches	   for	   persons	   presumed	   to	   be	   deceased	   (Water	  
Rescue	  Operations	  Team).	  

c.	   Searches	  for	  missing	  persons	  (Police).	  
3.	   Determine	  condition,	  status	  of	  Town	  search	  and	  rescue	  resources.	  
4.	   Determine	   present	   and	   future	   need	   for	   search	   and	   rescue	   and	   other	   on–scene	  

resources.	  	  
5.	   Obtain,	   coordinate	   search	   and	   rescue	   resources	   as	   requested	   by	   field	   incident	  

commanders.	  	  
6.	   Provide	  strategic	  command	  and	  control	  of	  search	  and	  rescue	  teams	  not	  assigned	  

to	  specific	  incidents.	  
a.	   Mobilize	  and	  manage	  search	  and	  rescue	  teams	  by	  pre–designated	  Town	  grids.	  

7.	   Determine	  need	  for	  USAR	  Task	  Force.	  
a.	   Coordinate	  response	  with	  USAR	  Coordinator.	  
b.	   Assist	   with	   implementation	   of	   an	   appropriate	   mobilization	   plan	   in	  

coordination	   with	   the	   assigned	   Task	   Force	   Leader	   and/or	   Incident	  
Commander.	  	  

8.	   Direct	  SAR	  activities	  according	  to	   the	  National	   Incident	  Management	  System,	   the	  
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Incident	  Command	  System,	  and	  team	  policies	  and	  procedures.	  	  
9.	   Provide	  personnel,	   equipment,	   supplies	  and	  other	   resources	  necessary	   to	   locate,	  

extricate	  and	  treat	  the	  injured/trapped	  victims.	  	  
10.	   Coordinate	   the	   acquisition	   of	   personnel,	   supplies	   and	   administrative	   support	  

necessary	  to	  conduct	  search	  and	  rescue	  operations.	  	  
11.	   Sources	  for	  search	  and	  rescue	  resources	  can	  include:	  	  

a.	   Mutual	  aid.	  
b.	   State	  EOC	  (Federal	  USAR	  Task	  Forces.)	  
c.	   State,	  and	  Federal	  agencies	  (State	  SAR	  Teams).	  
d.	   NGOs.	  

12.	   Establish,	  maintain	  contact	  with	  County	  EOC:	  	  
a.	   Provide	   information	   on	   damages,	   status	   of	   Palm	   Beach	   search	   and	   rescue	  

systems.	  	  
b.	   Request	  additional	  Search	  &	  Rescue	  resources,	  as	  requested.	  	  

13.	   Provide	  mutual	  aid	  to	  other	  jurisdictions	  if	  requested:	  	  
a.	   Do	   not	   commit	   mutual	   aid	   until	   it	   is	   determined	   no	   threat	   exists	   in	   Palm	  

Beach.	  
14.	   Specialty	  Teams	   include	  Technical	  Rescue	  Teams	  (TRT),	  Urban	  Search	  and	  Rescue	  

Teams	  (USAR),	  Hazardous	  Materials,	  and	  Water	  Rescue	  Operations	  Team.	  
15.	   Maintain	  records	  of	  cost	  and	  expenditures	  to	  accomplish	  this	  function	  and	  forward	  

them	  to	  the	  EOC	  Finance/	  Administration	  Section	  Chief.	  

References	   1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP.	  
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Town	  of	  Palm	  Beach	  EOC	  Position	  Task	  Sheet	  

Position	   2.1.4	  HAZARDOUS	  MATERIALS	  UNIT	  

Purpose	  
Provide	   protection	   of	   life	   and	   property	   for	   a	   hazardous	  materials	   incident	   to	   include	  
evacuations,	   in-‐place	   sheltering,	   and	   the	   applications	   of	   any	   necessary	  
countermeasures.	  	  

Lead	   Fire-‐Rescue.	  

Support	  

1.	   PBPD	  (assist	  with	  perimeter	  security	  and	  evacuations).	  
2.	   WPBFR	  HazMat.	  Response	  Team	  (assist	  with	  mitigation	  of	  incident).	  
3.	   PBC	  Regional	  HazMat.	  Response	  Team	  (assist	  with	  mitigation	  of	  incident).	  
4.	   WPB	  Solid	  Waste	  Authority	  (HazMat.	  waste	  disposal).	  
5.	   USCG	  (assist	  with	  maritime	  containment).	  
6.	   FL	   Dept.	   of	   Environmental	   Protection	   Agency	   (assist	   with	   the	   protection	   of	  

environment).	  
7.	   EPA	  (assist	  with	  the	  protection	  of	  environment).	  
8.	   PW:	  In-‐house	  staff	  trained	  to	  work	  with	  hazardous	  materials.	  In-‐house	  equipment	  

operators,	   light	   weight	   construction	   equipment,	   and	   trucks	   available	   if	   not	  
involved	   in	   debris	   management;	   provide	   traffic	   barricades;	   assist	   with	  
containment.	  

Emergency	  
Operations	  
Center	  (EOC)	  

1.	   Staff	  the	  	  Hazardous	  Materials	  Unit	  in	  the	  EOC	  Operations	  Section.	  	  
2.	   Identify	  incident	  sites	  requiring	  HazMat	  response	  services.	  
3.	   Determine	  present	  and	  future	  need	  for	  on–scene	  resources:	  

a.	   Communications.	  
b.	   Warning.	  
c.	   Search	  and	  rescue.	  
d.	   Emergency	  medical.	  
e.	   Heavy	  rescue.	  
f.	   Evacuation.	  
g.	   Mass	  casualty	  transportation.	  
h.	   Mobile	  shelter.	  
i.	   Transport	  of	  emergency	  responders	  and	  resources.	  
j.	   Other	  Logistics,	  such	  as	  food,	  water,	  emergency	  power,	  lighting,	  etc.	  

4.	   Obtain,	   coordinate	   HazMat	   response	   resources	   as	   requested	   by	   field	   Incident	  
Commanders.	  

5.	   Coordinate	   the	   acquisition	   of	   personnel,	   supplies	   and	   administrative	   support	  
necessary	  to	  conduct	  hazardous	  materials	  operations	  Including	  protective	  actions,	  
such	  as	  evacuation	  and/or	  sheltering–in–place.	  	  

6.	   Notify	  Palm	  Beach	  County	  Duty	  Officer:	  
a.	   Provide	  information	  on	  damages,	  status	  of	  HAZMAT	  response	  systems.	  
b.	   Request	  additional	  HAZMAT	  response	  resources,	  as	  needed.	  

7.	   Establish	  contact/coordinate	  with	  appropriate	  County,	  State	  and	  Federal	  agencies.	  
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8.	   Request	  mutual	  aid,	  as	  requested.	  
9.	   Sources	  for	  resources	  can	  include:	  	  

a.	   Mutual	  aid.	  
b.	   State	  and	  Federal	  agencies.	  	  
c.	   Private	  contractors.	  

10.	   Coordinate	   hazardous	   materials	   cleanup	   activities	   with	   the	   appropriate	   tasked	  
organizations.	  

11.	   Coordinate	  activities	  of	  private	  cleanup	  companies.	  
12.	   Maintain	  records	  of	  cost	  and	  expenditures	  to	  accomplish	  this	  function	  and	  forward	  

them	  to	  the	  EOC	  Finance/	  Administration	  Section	  Chief.	  
13.	   Insure	  on–scene	  recovery	  activities	  are	  completed	  to	  include:	  

a.	   Transfer	  of	  product.	  
b.	   Clear	  wreckage.	  
c.	   Cleanup	  environment.	  
d.	   Identification	  of	  a	  disposal	  site.	  
e.	   Dispose	  of	  waste.	  
f.	   Move	  contaminated	  materials.	  
g.	   Decontaminate	  response	  equipment.	  
h.	   Provide	  medical	  monitoring	  of	  personnel.	  

References	   1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP.	  
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Town	  of	  Palm	  Beach	  EOC	  Position	  Task	  Sheet	  

Position	   2.2	  POLICE	  BRANCH	  DIRECTOR	  

Purpose	  

1.	   Assume	   responsibility	   for	   ensuring	   that	   your	   assigned	   functions	   are	   staffed	   and	  
activated	  as	  directed	  by	  the	  Operations	  Section	  Chief.	  

2.	   Manage	  your	  assigned	  functions.	  
3.	   Insure	  that	  the	  tasks	  assigned	  to	  you	  are	  carried	  out	  effectively.	  

Lead	   Police	  Department.	  

Support	   Internal	  and	  External	  Resources.	  

Emergency	  
Operations	  
Center	  (EOC)	  

General.	  
1.	   Complete	  “General	  Duties”	  checklist	  items.	  
2.	   Read	   EOC	   status	   boards	   for	   information	   relating	   to	   your	   functions.	   Verify	   the	  

CURRENT	  situation	  on	  the	  Town’s	  response	  by	  checking	  with	  the	  Planning	  Section.	  
3.	   Clarify	  with	  the	  Operations	  Section	  Chief	  any	   issues	  regarding	  your	  authority	  and	  

assignment	  and	  what	  others	  in	  the	  organization	  do.	  
4.	   Review	  the	  responsibilities	  of	  the	  functions	  as	  assigned	  to	  your	  position.	  	  

	  
Activate	  Functions.	  
5.	   Activate	  Units	  as	  directed	  by	  the	  Operations	  Section	  Chief:	  

a.	   Military	  Support	  Unit.	  
b.	   Volunteers	  Unit.	  
c.	   Law	  Enforcement	  &	  Security	  Unit.	  
d.	   Animal	  Protection	  Unit.	  

6.	   Designate	  a	  Unit	  Leader	  for	  each	  function	  activated	  as	  needed.	  
Note:	   Remember,	  you	  must	  carry	  out	  the	  responsibilities	  of	  any	  function	  that	  is	  

activated	  but	  not	  having	  any	  staff	  assigned.	  
a.	   Make	  required	  personnel	  assignments	  as	  staff	  arrives	  at	  the	  EOC.	  
b	   Provide	   arriving	   personnel	   with	   position	   checklist	   of	   duties	   and	  

responsibilities.	  
c.	   Assign	  work	  locations	  and	  preliminary	  work	  tasks	  to	  arriving	  personnel.	  

7.	   Determine	  financial	  and	  administrative	  support	  needs.	  
a.	   Report	  this	  information	  to	  the	  Operations	  Section	  Chief.	  	  

8.	   Determine	  the	  24–hour	  staffing	  requirements	  for	  your	  Branch.	  
a.	   Report	  this	  information	  to	  the	  Operations	  Section	  Chief.	  	  

	  
Supervise	  Functions.	  
9.	   Insure	   that	   the	   tasks	   assigned	   to	   your	   Branch	   as	   per	   the	   “EOC	   Action	   Plan”	   are	  

carried	  out	  effectively.	  
a.	   Provide	   your	   Unit	   Leaders	   with	   assignments	   and	   specific	   actions	   which	  

require	  immediate	  attention.	  
10.	   Insure	  that	  your	  Branch	  personnel	  are	  supporting	  other	  EOC	  elements	  consistent	  



2.2	  	  POLICE	  BRANCH	  DIRECTOR	  
Town	  of	  Palm	  Beach,	  

Florida	  
	  

	  

2.2	  –	  2	  
Comprehensive	  Emergency	  Management	  Plan	  (CEMP)	  

November	  2012	  
	  

with	   priorities	   established	   by	   Operations	   Section	   Chief	   and	   EOC	   Incident	  
Commander.	  

11.	   Insure	  adequate	  staff;	  Review	  overall	  staffing	  requirements	  and	  request	  additional	  
support	  as	  required.	  

12.	   Establish,	  maintain	  communications	  with	  incident	  site(s)	  as	  appropriate.	  
13.	   Insure	  message	  flow	  and	  content	  are	  correct.	  
14.	   Insure	  status	  boards	  assigned	  to	  your	  Section	  are	  kept	  current.	  

a.	   Maintain	   current	   displays	   associated	   with	   your	   area.	   Make	   sure	   that	  
information	  reports	  or	  displays	  you	  prepare	  are	  clear	  and	  understandable.	  

15.	   Brief	   Operations	   Section	   Chief	   on	   major	   problem	   areas	   that	   now	   need	   or	   will	  
require	  solutions.	  

16.	   Provide	   situation	   and	   resources	   information	   to	   Operations	   Section	   Chief	   on	   a	  
periodic	  basis	  or	  as	  the	  situation	  requires.	  

17.	   Make	   sure	   that	   all	   contacts	   with	   the	   media	   are	   fully	   coordinated	   first	   with	   the	  
Public	  Information	  Officer.	  

18.	   Attend	  Section	  meetings	  and	  briefings.	  
19.	   Prepare,	  submit	  situation	  report(s)	  on	  your	  Branch	  activities.	  	  

a.	   Recommend	  priorities	  for	  allocating	  critical	  resources.	  
b.	   List	  key	  issues	  currently	  facing	  your	  Branch.	  
c.	   List	  action	  items	  to	  be	  accomplished	  within	  the	  next	  operational	  period.	  
d.	   Forecast,	  determine	  likely	  future	  Branch	  needs	  for	  resources	  and	  personnel.	  

References	   1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP.	  
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Town	  of	  Palm	  Beach	  EOC	  Position	  Task	  Sheet	  

Position	   2.2.1	  MILITARY	  SUPPORT	  UNIT	  

Purpose	  
Provide	   coordination	   and	   liaison	   with	   Florida	   National	   Guard	   and/or	   Department	   of	  
Defense	  emergency	  operations	  within	  and	  for	  the	  Town.	  Coordinate	  with	  the	  County's	  
Military	  Support	  Unit	  in	  establishing	  mission	  priorities.	  

Lead	   Police.	  

Support	  

1.	   Florida	  National	  Guard.	  
2.	   US	  Coast	  Guard	  Liaison	   to	  be	  assigned	   from	  Organized	  Crime,	  Vice	  and	  Narcotics	  

(OCVAN)	  or	  Professional	  Standards	  as	  available.	  
3.	   Fire	  Command	  Staff,	  as	  staffing	  permits.	  

Emergency	  
Operations	  
Center	  (EOC)	  

1.	   Staff	  the	  Military	  Support	  Unit	  in	  the	  EOC	  Operations	  Section.	  
2.	   Determine	  present	  and	  future	  need	  for	  military	  support	  resources:	  

a.	   Identify	  incident	  sites	  requiring	  military	  support	  services.	  
b.	   Determine	  need	  for	  military	  support	  from	  other	  EOC	  Sections,	  Branches,	  etc.	  

3.	   Requested	  military	  support	  tasks	  could	  include:	  
a.	   Security	  (support	  to	  civilian	  law	  enforcement).	  
b.	   Search	  and	  rescue.	  
c.	   Urban	  search	  and	  rescue.	  
d.	   Transportation.	  
e.	   Air	  support.	  
f.	   Shelter.	  
g.	   Mass	  care.	  
h.	   Medical	  services.	  
i.	   Communications.	  
j.	   Mortuary	  services.	  
k.	   Civil	  engineering	  support.	  
l.	   Manpower.	  
m.	   Fire	  protection.	  

4.	   Request	   assistance	   through	   the	   State	   law	   enforcement	   mutual	   aid	   system	   as	  
necessary.	  

5.	   Identify	  specific	  tasks	  to	  be	  performed.	  
6.	   Prepare	   written	   "mission	   assignments"	   to	   be	   given	   to	   the	   on-‐scene	   military	  

commander.	  
7.	   Maintain	  direction	  &	  control	  of	  emergency	  operations.	  
8.	   If	  military	  units	  are	  deployed	  within	  the	  Town	  of	  Palm	  Beach:	  
a.	   Provide	  liaison	  to	  the	  on-‐scene	  military	  commander.	  
b.	   Request	  their	  assistance	  in	  writing	  using	  "mission	  oriented	  objectives."	  
c.	   The	  on-‐scene	  military	  commander	  will	  determine	  if	  the	  "mission/tasks"	  are	  within	  

his/her	  capability,	  and	  will	  deploy	  personnel,	  resources	  accordingly.	  
d.	   Request	  a	  military	  liaison	  to	  be	  present	  in	  the	  Town	  EOC.	  
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*	  Remember:	  
1.	   Civil	  agencies	  exercise	  no	  command	  authority	  over	  military	  forces.	  
2.	   The	  role	  of	  military	  forces	  is	  to	  support,	  not	  supplant	  civil	  authority.	  
3.	   Requests	  for	  military	  support:	  

a.	   Must	  not	  conflict	  with	  Department	  of	  Defense	  (DOD)	  priorities.	  
b.	   Support	  provided	  should	  not	  compete	  with	  private	  enterprise	  or	   the	  civilian	  

labor	  force.	  
c.	   Must	  be	  within	  the	  experience	  and	  availability	  of	  the	  military	  unit(s)	  tasked.	  

References	   1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP.	  
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Town	  of	  Palm	  Beach	  EOC	  Position	  Task	  Sheet	  

Position	   2.2.2	  VOLUNTEERS	  UNIT	  

Purpose	  
Coordinate	   Town	   volunteer	   resources	   (personnel	   and	   services).	   Coordinate	   with	   the	  
County's	  Volunteer	   and	  Donations	  Unit	   for	   the	   allocation	  and	  mobilization	  of	   County,	  
State,	  Federal	  volunteer	  resources	  available	  for	  emergency	  response.	  

Lead	   1.	   Police.	  
2.	   Human	  Resources.	  

Support	  

1.	   Police	  VIPS	  (Volunteers	  in	  Police	  Service)	  program	  
2.	   Red	  Cross,	  coordinated	  via	  PIO/Training	  and	  Community	  Relations	  Unit	  staff	  
3.	   Fire	  Command	  Staff,	  as	  staffing	  permits.	  
4.	   Human	  Resources	  can	  assist	  by	  providing	  support	  staff,	   if	  staffing	  permits,	  and	  by	  

contacting	  volunteers	  involved	  in	  the	  townwide	  volunteer	  program.	  

Emergency	  
Operations	  
Center	  (EOC)	  

1.	   Staff	  the	  Volunteers	  Unit	  in	  the	  EOC	  Operations	  Section.	  
2.	   Implement	   procedures	   to	   solicit,	   register,	   screen,	   receive,	   and	   deploy	   local	  

volunteers.	  Establish	  Emergency	  Volunteer	  Center.	  	  
3.	   Determine	  present	  and	  future	  need	  for	  volunteer	  resources.	  	  
4.	   Obtain	   and	   coordinate	   volunteer	   resources	   as	   requested	   by	   field	   incident	  

commanders.	  	  
5.	   Establish	  Volunteer	  Reception	  Center	  for	  registration	  of	  unaffiliated/	  spontaneous	  

volunteers.	  	  
6.	   Sources	  for	  resources	  can	  include:	  	  

a.	   Red	  Cross.	  	  
b.	   Salvation	  Army.	  	  
c.	   United	  Way.	  	  
d.	   Faith	  based	  organizations	  and	  their	  affiliations.	  	  
e.	   General	  public.	  	  
f.	   Pre–existing	  NGOs.	  	  

7.	   Coordinate,	  when	  necessary,	  with	  the	  County	  EOC	  for	  the	  influx	  of	  volunteer	  help	  
offered	  in	  aftermath	  of	  an	  emergency.	  	  

References	   1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP.	  
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Town	  of	  Palm	  Beach	  EOC	  Position	  Task	  Sheet	  

Position	   2.2.3	  LAW	  ENFORCEMENT	  &	  SECURITY	  UNIT	  

Purpose	  

Provide	   enforcement	   of	   applicable	   orders,	   ordinances	   and	   statutes;	   to	   provide	   traffic	  
control	   during	   evacuations;	   and	   to	   maintain	   security	   for	   impacted,	   protected,	   and	  
evacuated	   areas	   critical	   facilities;	   to	   provide	   support	   to	   emergency	   response	   and	  
recovery	   operations.	   Enforce,	   as	   needed,	   short–term	   public	   safety	   activities	   such	   as	  
curfew,	   traffic	   control,	   crowd	   control,	   security	   and	   other	   extra-‐ordinary	   law	  
enforcement	   functions	   within	   a	   disaster	   environment.	   Coordinate	   with	   the	   County's	  
Law	  Enforcement	  and	  Security	  Unit	  for	  the	  allocation	  and	  mobilization	  of	  County,	  State,	  
Federal	  law	  enforcement	  and	  security	  resources	  available	  for	  emergency	  response.	  

Lead	   Police	  

Support	  

1.	   West	  Palm	  Beach	  PD.	  
2.	   PBSO.	  
3.	   FDLE.	  
4.	   FBI.	  
5.	   DHS.	  
6.	   JTTF.	  
7.	   FL	  National	  Guard.	  
8.	   Police	  Liaison	  is	  the	  Organized	  Crime,	  Vice	  and	  Narcotics	  (OCVAN)	  sergeant.	  
9.	   PW:	  In-‐house	  traffic	  control	  devices.	  Ability	  to	  deliver,	  set	  up,	  and	  maintain	  if	  staff	  

is	  not	  involved	  in	  debris	  management.	  	  
10.	   IS:	  Supply	  technical	  support	  and	  computer	  equipment	  as	  needed.	  

Emergency	  
Operations	  
Center	  (EOC)	  

1.	   Staff	  the	  Law	  Enforcement	  &	  Security	  Unit	  in	  the	  EOC	  Operations	  Section.	  
2.	   Insure	  the	  operation	  of	  dispatch	  and	  reporting	  systems.	  
a.	   Provide	  alternate	  communication	  links	  if	  necessary.	  
3.	   Determine	  condition	  and	  status	  of	  Town	  Police	  resources.	  
4.	   Determine	   present	   and	   future	   need	   for	   Police,	   security	   and	   other	   on–scene	  

resources.	  
5.	   Coordinate	   activities	   with	   the	   National	   Guard,	   State	   Law	   Enforcement	   Agencies	  

personnel,	   and/or	   Federal	   military	   officials	   if	   such	   organizations	   are	   providing	  
support	  in	  affected	  areas.	  

6.	   Organize	  and	  direct	  Police	  activities.	  
7.	   Insure	  public	  safety	  and	  welfare	  are	  being	  implemented	  through	  such	  actions	  as:	  

a.	   Evacuation.	  
b.	   Crowd	  control.	  
c.	   Traffic	  control.	  
d.	   Property	  protection.	  
e.	   Security	  at	  designated	  facilities.	  
f.	   Incident	  perimeter	  control.	  

8.	   Support	  damage	  assessment	  activities.	  
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9.	   Coordinate	  security	  for:	  
a.	   County	  facilities.	  
b.	   Evacuated	  areas.	  
c.	   Supply	  distribution	  points.	  

10.	   Maintain	  records	  of	  cost	  and	  expenditures	  to	  accomplish	  this	  function	  and	  forward	  
them	  to	  the	  EOC	  Finance/	  Administration	  Section	  Chief.	  

11.	   Respond	  to	  mutual	  aid	  requests	  of	  other	  jurisdictions	  if	  requested.	  
a.	   Do	   not	   dispatch	   mutual	   aid	   until	   it	   is	   determined	   no	   threat	   exists	   in	   Palm	  

Beach.	  

References	   1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP.	  
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Town	  of	  Palm	  Beach	  EOC	  Position	  Task	  Sheet	  

Position	   2.2.4	  ANIMAL	  PROTECTION	  UNIT	  

Purpose	  

Coordinate	  with	   the	  County's	  Animal	  Protection	  Unit	   for	  veterinary	  needs	  and	  care	  of	  
pets	   and	   other	   animals	   affected	   by	   an	   emergency	   event.	   Disseminate	   information	  
concerning	   animals	   and	   animal	   related	   problems	   caused	   by	   an	   emergency/disaster.	  
Coordinate	   emergency	   response	   and	   relief	   assistance	  with	   County,	   State	   and	   Federal	  
agencies.	  	  

Lead	   Police	  

Support	  

1.	   PBC	  Animal	  Care	  &	  Control	  and	  FL	  Fish	  &	  Wildlife	  are	  primary	  agencies	  with	  private	  
organizations	   being	   contacted	   via	   AC&C.	   Others	   used	   include	   Bush	  Wildlife,	   Sea	  
World.	  

2.	   Fire	  Command	  Staff,	  as	  staffing	  permits.	  
3.	   Human	  Resources:	  provide	  support	  staff	  if	  staffing	  permits.	  

Emergency	  
Operations	  
Center	  (EOC)	  

1.	   Staff	  the	  Animal	  Protection	  Unit	  in	  the	  Town	  EOC	  Operations	  Section.	  
2.	   Assess	  and	  prioritize	  animal	  service	  emergency	  needs;	  coordinate	  with	  other	  EOC	  

Sections.	  
3.	   Identify	  local	  facilities	  and	  resources	  available	  for	  animal	  concerns.	  
4.	   Establish,	  maintain	  contact	  with	  Palm	  Beach	  County	  EOC:	  

a.	   Provide	  information	  on	  need	  for	  animal	  care	  services,	  facilities.	  
b.	   Request	  animal	  care	  resources,	  as	  needed.	  

5.	   Provide	  public	  information	  about	  emergency/disaster	  considerations	  for	  animals.	  
6.	   Coordinate	  animal	  related	  advisories	  with	  Health	  Department.	  

References	   1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP.	  
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Town	  of	  Palm	  Beach	  EOC	  Position	  Task	  Sheet	  

Position	   2.3	  PUBLIC	  WORKS	  BRANCH	  DIRECTOR	  

Purpose	  

1.	   Assume	   responsibility	   for	   ensuring	   that	   your	   assigned	   functions	   are	   staffed	   and	  
activated	  as	  directed	  by	  the	  Operations	  Section	  Chief.	  

2.	   Manage	  your	  assigned	  functions.	  
3.	   Insure	  that	  the	  tasks	  assigned	  to	  you	  are	  carried	  out	  effectively.	  

Lead	   Public	  Works	  Director.	  

Support	   Internal	  and	  External	  Resources.	  

Emergency	  
Operations	  
Center	  (EOC)	  

General.	  
1.	   Complete	  “General	  Duties”	  checklist	  items.	  
2.	   Read	   EOC	   status	   boards	   for	   information	   relating	   to	   your	   functions.	   Verify	   the	  

CURRENT	  situation	  on	  the	  Town’s	  response	  by	  checking	  with	  the	  Planning	  Section.	  
3.	   Clarify	  with	  the	  Operations	  Section	  Chief	  any	   issues	  regarding	  your	  authority	  and	  

assignment	  and	  what	  others	  in	  the	  organization	  do.	  
4.	   Review	  the	  responsibilities	  of	  the	  functions	  as	  assigned	  to	  your	  position.	  	  

	  
Activate	  Functions.	  
5.	   Activate	  Units	  as	  directed	  by	  the	  Operations	  Section	  Chief:	  

a.	   Public	  Works	  &	  Engineering	  Unit.	  
b.	   Utilities	  Unit.	  

6.	   Designate	  a	  Unit	  Leader	  for	  each	  function	  activated	  as	  needed.	  
Note:	   Remember,	  you	  must	  carry	  out	  the	  responsibilities	  of	  any	  function	  that	  is	  

activated	  but	  not	  having	  any	  staff	  assigned.	  
a.	   Make	  required	  personnel	  assignments	  as	  staff	  arrives	  at	  the	  EOC.	  
b	   Provide	   arriving	   personnel	   with	   position	   checklist	   of	   duties	   and	  

responsibilities.	  
c.	   Assign	  work	  locations	  and	  preliminary	  work	  tasks	  to	  arriving	  personnel.	  

7.	   Determine	  financial	  and	  administrative	  support	  needs.	  
a.	   Report	  this	  information	  to	  the	  Operations	  Section	  Chief.	  	  

8.	   Determine	  the	  24–hour	  staffing	  requirements	  for	  your	  Branch.	  
a.	   Report	  this	  information	  to	  the	  Operations	  Section	  Chief.	  	  

	  
Supervise	  Functions.	  
9.	   Insure	   that	   the	   tasks	   assigned	   to	   your	   Branch	   as	   per	   the	   “EOC	   Action	   Plan”	   are	  

carried	  out	  effectively.	  
a.	   Provide	   your	   Unit	   Leaders	   with	   assignments	   and	   specific	   actions	   which	  

require	  immediate	  attention.	  
10.	   Insure	  that	  your	  Branch	  personnel	  are	  supporting	  other	  EOC	  elements	  consistent	  

with	   priorities	   established	   by	   Operations	   Section	   Chief	   and	   EOC	   Incident	  
Commander.	  
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11.	   Insure	  adequate	  staff;	  Review	  overall	  staffing	  requirements	  and	  request	  additional	  
support	  as	  required.	  

12.	   Establish,	  maintain	  communications	  with	  incident	  site(s)	  as	  appropriate.	  
13.	   Insure	  message	  flow	  and	  content	  are	  correct.	  
14.	   Insure	  status	  boards	  assigned	  to	  your	  Section	  are	  kept	  current.	  

a.	   Maintain	   current	   displays	   associated	   with	   your	   area.	   Make	   sure	   that	  
information	  reports	  or	  displays	  you	  prepare	  are	  clear	  and	  understandable.	  

15.	   Brief	   Operations	   Section	   Chief	   on	   major	   problem	   areas	   that	   now	   need	   or	   will	  
require	  solutions.	  

16.	   Provide	   situation	   and	   resources	   information	   to	   Operations	   Section	   Chief	   on	   a	  
periodic	  basis	  or	  as	  the	  situation	  requires.	  

17.	   Make	   sure	   that	   all	   contacts	   with	   the	   media	   are	   fully	   coordinated	   first	   with	   the	  
Public	  Information	  Officer.	  

18.	   Attend	  Section	  meetings	  and	  briefings.	  
19.	   Prepare,	  submit	  situation	  report(s)	  on	  your	  Branch	  activities.	  	  

a.	   Recommend	  priorities	  for	  allocating	  critical	  resources.	  
b.	   List	  key	  issues	  currently	  facing	  your	  Branch.	  
c.	   List	  action	  items	  to	  be	  accomplished	  within	  the	  next	  operational	  period.	  
d.	   Forecast,	  determine	  likely	  future	  Branch	  needs	  for	  resources	  and	  personnel.	  

References	   1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP.	  
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Town	  of	  Palm	  Beach	  EOC	  Position	  Task	  Sheet	  

Position	   2.3.1	  PUBLIC	  WORKS	  &	  ENGINEERING	  UNIT	  

Purpose	  

Provide	  for:	  	  
a.	   Storm	  water	  management	  and	  flood	  containment,	  and	  the	  restoration	  of	  the	  

Town’s	   public	   works	   systems	   including	   emergency	   debris	   removal	   and	  
emergency	  repair	  of	  roadways	  and	  water	  and	  wastewater	  systems.	  	  

b.	   Engineering	   services	   needed	   by	   other	   Town	   Departments	   such	   as	   technical	  
advice	  and	  inspections	  of	  structures	  and	  systems.	  

c.	   Coordination	   with	   the	   County's	   Public	   Works	   Unit	   for	   the	   allocation	   and	  
mobilization	   of	   County,	   State,	   Federal	   public	   works/engineering	   resources	  
available	   for	   emergency	   response	   and	   restoration	   of	   public	   works	   and	  
facilities	  located	  within	  the	  Town.	  	  

d.	   Temporary	   utility	   services	   for	   the	   Town’s	   emergency	   response	   facilities	   and	  
other	  critical	  facilities	  within	  the	  Town.	  

e.	   Coordination	  of	  emergency	  road	  and	  debris	  clearance.	  	  

Lead	   Public	  Works.	  

Support	  

1.	   Exterior	  Resources:	  FEMA,	  FDEP,	  Army	  Corps	  of	  Engineers,	  FDOT,	  County	  EOC,	  City	  
of	  West	  Palm	  Beach,	  Health	  Department,	  Debris	  contractors	  and	  monitoring	  firms.	  

2.	   PBFR	   Operation	   Units	   can	   assist	   with	   road	   clearing	   projects;	   chain	   saws,	   power	  
winch,	  come	  along	  winch,	  etc.	  	  

3.	   Police	  can	  provide	   limited	  #	  cones	  and	  barricades	  and	  deployment	  of	  the	  same	  if	  
staffing	  allows.	  Cones	  and	  barricades	  may	  be	  needed	  for	  bridge	  &	  north	  end	  check	  
points	  and	  are	  in	  limited	  supply.	  Can	  provide	  one	  info	  message	  trailer.	  	  

4.	   PZB	   Note:	   PZB	   may	   be	   able	   to	   assist	   with	   technical	   information	   and/or	   advice	  
(dependent	   upon	   final	   allocation	   of	   resources),	   including	   damage	   assessment	   to	  
public/private	  structures.	  

5.	   IS/GIS	  Coordinator.	  

Emergency	  
Operations	  
Center	  (EOC)	  

1.	   Staff	  the	  Public	  Works	  &	  Engineering	  in	  the	  EOC	  Operations	  Section.	  
2.	   Insure	  operation	  of	  Public	  Works	  dispatch	  and	  reporting	  systems.	  
3.	   Determine	  condition,	  status	  of	  Public	  Works	  resources.	  
4.	   Identify	  incident	  sites	  requiring	  Public	  Works	  services.	  
5.	   Determine	  present	  and	  future	  need	  for	  Public	  Works	  resources	  to	  support:	  

a.	   Search	  and	  rescue.	  
b.	   Heavy	  rescue.	  
c.	   Damage	  assessment.	  
d.	   Road,	  bridge	  repair.	  
e.	   Road	  clearing.	  
f.	   Debris	  removal.	  
g.	   Flood	  control.	  
h.	   Traffic	  control.	  
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i.	   Sanitation	  services.	  
j.	   Repair	  to	  utility	  systems.	  

6.	   Obtain	   and	   coordinate	   public	   works	   response	   teams/personnel,	   equipment,	   and	  
vehicles	  to	  the	  emergency	  scene,	  staging	  area,	  or	  other	  location(s),	  as	  appropriate.	  

7.	   Sources	  for	  additional	  resources	  can	  include:	  
a.	   Mutual	  aid.	  
b.	   County	  EOC.	  
c.	   State	  and	  Federal	  resources.	  
d.	   Private	  companies,	  contractors.	  

8.	   Track	  resources	  deployed	  for	  disaster	  response.	  
9.	   If	  possible,	  provide	  mutual	  aid	  as	  requested	  by	  State	  EOC.	  
10.	   Develop	  priorities	  and	  coordinate	  with	  utility	  companies	  the	  restoration	  of	  utilities	  

to	  critical	  and	  essential	  facilities.	  
11.	   Recommend	  disposal	  sites	  for	  debris.	  
12.	   Provide	  logistical	  support	  for	  demolition	  operations.	  
13.	   Maintain	  records	  of	  cost	  and	  expenditures	  to	  accomplish	  this	  function	  and	  forward	  

them	  to	  the	  EOC	  Finance/	  Administration	  Section	  Chief.	  

References	   1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP.	  
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Town	  of	  Palm	  Beach	  EOC	  Position	  Task	  Sheet	  

Position	   2.3.2	  UTILITIES	  UNIT	  

Purpose	  

Coordinate	  utility	  emergency	  operations	  and	  liaison	  with	  the	  County's	  Utilities	  Unit,	  and	  
other	  State	  and	  Federal	  utility	  entities	  for	   identification	  of	  utility	  and	  energy	  needs,	  as	  
well	   as	   the	   restoration	   of	   utility	   and	   energy	   services	   within	   the	   Town	   following	   an	  
emergency	  situation.	  

Lead	   Public	  Works.	  

Support	  

1.	   External	  Agencies:	  FPL,	  FPU,	  City	  of	  West	  Palm	  Beach,	  ATT,	  Comcast	  
2.	   Police:	  Traffic	  control	  and	  security.	  
3.	   Communications	   Unit:	   Regularly	   interacts	   with	   Florida	   Power	   &	   Light	   (FPL)	   and	  

provides	  support	  in	  communication	  area.	  
4.	   PZB:	   Inspectors	   can	   assist	  with	   identifying	   buildings	   that	   should	   be	  disconnected	  

from	  public	  utilities.	  
5.	   IS:	  Supply	  technical	  support	  and	  computer	  equipment	  as	  needed	  

Emergency	  
Operations	  
Center	  (EOC)	  

1.	   Staff	  the	  Utilities	  	  Unit	  in	  the	  EOC	  Operations	  Section.	  
2.	   Determine	  condition,	  status	  of	  County	  energy	  and	  utility	  systems.	  	  

a.	   Initiate	   damage	   assessment/recovery	   activities	   for	   local	   power,	   gas,	   water/	  
wastewater	  distribution	  systems.	  	  

b.	   Determine	   possible	   affected	   areas,	   structures	   and	   resources	   needed	   for	  
energy	  restoration.	  

3.	   Establish	  contact	  and	  coordinate	  with	  Utility	  Companies.	  
a.	   Request	   that	   FPL	   send	   a	   representative	   to	   the	   Town	  EOC	  or	   provide	   liaison	  

contact	  information.	  
4.	   Coordinate	  with	  support	  Departments/agencies,	  to	  establish	  priorities	  and	  develop	  

strategies	  for	  the	  initial	  response	  and	  restoration	  of	  utilities.	  
5.	   Coordinate	   the	   provision	   of	   energy	   materials,	   supplies,	   and	   personnel	   for	   the	  

support	  of	  emergency	  activities.	  	  
6.	   Communicate	  with	  and	  monitor	  County	  and	  utility	  response	  actions.	  
7.	   Maintain	   communication	   with	   utility	   representatives	   to	   determine	   emergency	  

response	  and	  recovery	  needs.	  
a.	   Contact	   electric,	   gas,	   telephone,	   and	   water	   utilities	   serving	   the	   emergency	  

area	   to	  obtain	   information	  about	  damage	  and/or	  assistance	  needed	   in	   their	  
areas	  of	  operation.	  

8.	   Determine	  expected	  duration	  of	  emergency	  event,	  explanation	  of	  utilities’	  actions;	  
and	  recommendations	  of	  local	  agency	  actions	  in	  support	  of	  the	  utilities.	  

9.	   Provide	  assistance	  to	  utilities,	  as	  available.	  
a.	   Coordinate	   Town	   equipment	   and	   personnel	   as	   required	   to	   aid	   in	   this	  

restoration.	  
b.	   Procure	  needed	  resources	  to	  repair	  damaged	  energy	  systems.	  Such	  resources	  

could	   include	   transportation	   to	   speed	   system	   repair	   as	   well	   as	   logistical	  



2.3.2	  UTILITIES	  UNIT	  
Town	  of	  Palm	  Beach,	  

Florida	  
	  

	  

2.3.2	  –	  2	  
Comprehensive	  Emergency	  Management	  Plan	  (CEMP)	  

November	  2012	  
	  

support	  for	  utility	  field	  operations	  
c.	   Work	  with	   local	  and	  State	  emergency	  organizations	   to	  establish	  priorities	   to	  

repair	  damage	  to	  such	  systems.	  
10.	   Monitor	   the	   procedures	   followed	  by	   individual	   utilities	   during	   energy	   generating	  

capacity	  shortages	  to	  insure	  County–wide	  action	  and	  communication.	  
11.	   Determine	  present	  and	  future	  need	  for	  energy	  and	  utility	  resources.	  	  

a.	   Coordinate	   with	   the	   Facilities	   Unit	   to	   identify	   emergency	   shelter	   power	  
generation	  status/needs.	  	  

b.	   Coordinate	  with	  support	  agencies	  and	  other	  EOC	  function’s	  with	  assistance	  in	  
providing	  resources	  for	  emergency	  power	  generation.	  	  

12.	   Receive	   and	   assess	   requests	   for	   aid	   from	   County,	   State	   and	   Federal	   agencies,	  
energy	  offices,	  energy	  suppliers,	  and	  distributors.	  

13.	   Obtain,	   coordinate	   energy	   and	   utilities	   resources	   as	   requested	   by	   field	   incident	  
commanders.	  	  

14.	   Sources	  for	  resources	  can	  include:	  	  
a.	   State	  and	  Federal	  agencies.	  
b.	   Private	  industry.	  

15.	   Establish,	  maintain	  contact	  with	  County	  EOC.	  
a.	   Coordinate	  delivery	  of	  energy	  and	  utilities	  resources	  to	  affected	  areas.	  

16.	   Update	   the	   PIO	   with	   accurate	   assessments	   of	   energy	   supply,	   demand	   and	  
requirements	  to	  repair	  or	  restore	  energy	  systems.	  
a.	   Inform	  PIO	  about	  generating	  capacity	  shortfalls.	  

17.	   Maintain	  accurate	  logs	  and	  other	  records	  of	  emergency	  responses.	  
18.	   Draft	  recommendations	  for	  after	  action	  reviews	  and	  other	  reports	  as	  appropriate.	  
19.	   Maintain	  records	  of	  cost	  and	  expenditures	  to	  accomplish	  this	  function	  and	  forward	  

them	  to	  the	  EOC	  Finance/	  Administration	  Section	  Chief.	  

References	   1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP.	  
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Emergency	  Operations	  Center	  (EOC)	  
Incident	  Command	  System	  (ICS)	  Organizational	  Structure	  

5.0	  	  Finance/	  
Administration	  Section	  

4.0	  	  Logistics	  
Section	  

2.0	  	  Operations	  
Section	  

3.0	  	  Planning	  
Section	  

2.1.1	  	  Fire	  Fighting	  Unit	  

2.1.2	  	  Health	  &	  Medical	  Unit	  	  

2.1.3	  	  Search	  &	  Rescue	  Unit	  	  

2.1.4	  	  Hazardous	  Materials	  
Unit	  

2.2.1	  	  Military	  Support	  Unit	  

2.2.2	  	  Volunteers	  Unit	  

2.2.3	  	  Law	  Enforcement	  &	  
Security	  Unit	  	  

2.2.4	  	  Animal	  Protection	  Unit	  

2.3.1	  	  Public	  Works	  &	  
Engineering	  Unit	  

2.3.2	  	  Utilities	  Unit	  

4.1.1	  	  Communications	  Unit	  

4.1.2	  	  Donations	  Unit	  

4.1.3	  	  Food	  Unit	  

2.1	  Fire	  –	  Rescue	  Branch	  

2.2	  Police	  Branch	  

2.3	  Public	  Works	  Branch	  

4.1	  	  Services	  Branch	  

4.2	  	  Support	  Branch	  

3.1	  	  Situation	  Unit	  

3.3	  	  Planning	  Unit*	  

*IAPs:	  Demobilization	  &	  Recovery	  

3.4	  	  Resource	  Status	  Unit	  

v012211	  

1.5	  Safety	  Officer	  

1.6	  Liaison	  Officer	  

1.4.1	  EOC	  Support	  Officer	  

1.4	  EOC	  Manager	  

1.2	  Executive	  Policy	  
Group	  

1.0	  	  INCIDENT	  
COMMANDER	  

	  
DEPUTY	  

(Rumor	  Control,	  Public	  &	  Business	  Outreach)	  	  

	  

1.1	  Mayor/Town	  
Council	  

1.3	  Public	  
Information	  	  Officer	  

3.5	  	  Documentation	  Unit	  

4.2.1	  	  Supply	  Unit	  
(Includes	  Resource	  Support)	  

4.2.2	  	  Facilities	  Unit	  
(Includes	  Mass	  Care	  Support)	  

4.2.3	  	  Ground	  Support	  Unit	  
(Includes	  Transportation	  Support)	  

5.2	  	  Cost	  Unit	  

5.3	  	  Time	  Unit	  

5.4	  	  Claims	  &	  Compensation	  
Unit	  

5.1	  	  Procurement	  Unit	  

3.2	  	  Damage	  Assessment	  Unit	  
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Town	  of	  Palm	  Beach	  EOC	  Position	  Task	  Sheet	  

Position	   3.0	  PLANNING	  SECTION	  CHIEF	  

Purpose	  

1.	   Assume	   responsibility	   for	  ensuring	   that	   the	  Units	  within	   your	   Section	  are	   staffed	  
and	  activated	  as	  directed	  by	  the	  EOC	  Incident	  Commander.	  

2.	   Manage	  the	  Units	  within	  your	  Section.	  
3.	   Support	   Management	   and	   Operations	   by	   providing	   past,	   present	   and	   future	  

information	   about	   the	   situation.	   This	   information	   includes	   both	   resource	   and	  
situation	  status	  on	  a	  real–time	  basis.	  

Lead	   Planning,	  Zoning	  and	  Building.	  

Support	   Internal	  and	  External	  Resources.	  

Emergency	  
Operations	  
Center	  (EOC)	  

1.	   Determine	  from	  the	  EOC	  Incident	  Commander	  which	  Units	  and	  function	  should	  be	  
activated.	  

2.	   Activate	  Units	  within	  your	  Section	  as	  required:	  
a.	   Situation	  Unit.	  
b.	   Damage	  Assessment	  Unit.	  
c.	   Planning	  Unit.	  
d.	   Resource	  Status	  Unit.	  
e.	   Documentation	  Unit.	  

3.	   Designate	  a	  Unit	  Leader	  for	  each	  Unit	  activated.	  Note:	  Remember,	  you	  must	  carry	  
out	   the	   responsibilities	   of	   any	   Unit	   that	   is	   activated	   but	   not	   having	   any	   staff	  
assigned.	  
a.	   Make	  required	  personnel	  assignments	  as	  staff	  arrives	  at	  the	  EOC.	  
b.	   Provide	   arriving	   personnel	   with	   position	   checklist	   of	   duties	   and	  

responsibilities.	  
c.	   Assign	  work	  locations	  and	  preliminary	  work	  tasks	  to	  arriving	  personnel.	  

4.	   Notify	   Planning	   Section	   (Documentation)	   of	   which	   Units	   have	   been	   activated	  
including	  names	  and	  locations	  of	  assigned	  personnel.	  

5.	   Determine	  financial	  and	  administrative	  support	  needs.	  	  
a.	   Confer	   with	   the	   EOC	   Incident	   Commander	   and	   Finance	   on	   appropriate	  

purchasing	  limits.	  
6.	   Insure	   that	   your	   Section	   is	   set	   up	   properly	   and	   that	   appropriate	   personnel,	  

equipment	  and	  supplies	  are	  in	  place.	  	  
a.	   Setup	  your	  work	  station,	  including	  maps	  and	  status	  boards.	  	  

7.	   Determine	   the	   24–hour	   staffing	   requirement	   for	   your	   Section	   and	   request	  
additional	  support	  as	  required.	  

8.	   Insure	  that	  the	  operational	  objectives	  and	  tasks	  assigned	  to	  your	  Section	  as	  per	  the	  
“EOC	  Action	  Plan”	  are	  carried	  out	  effectively.	  
a.	   Coordinate	  operational	  requests	  and	  task	  assignments.	  
b.	   Provide	   Unit	   Leaders	   with	   assignments	   and	   specific	   actions	   which	   require	  

immediate	  attention.	  
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9.	   Insure	   that	   your	   Section	   is	   supporting	   other	   EOC	   elements	   consistent	   with	  
priorities	  established	  by	  the	  EOC	  Incident	  Commander.	  

10.	   Maintain	   the	   appropriate	   level	   of	   organization	   (required	   numbers	   of	   Units	   and	  
personnel)	  within	  your	  Section.	  
a.	   Insure	   adequate	   staff;	   Review	   overall	   staffing	   requirements	   and	   request	  

additional	  support	  as	  required.	  
11.	   Establish,	  maintain	  communications	  with	  incident	  site(s)	  as	  appropriate.	  
12.	   Insure	  message	  flow	  and	  content	  are	  correct.	  
13.	   Insure	  status	  boards	  assigned	  to	  your	  Section	  are	  kept	  current.	  

a.	   Maintain	   current	   displays	   associated	   with	   your	   area.	   Make	   sure	   that	  
information	  reports	  or	  displays	  you	  prepare	  are	  clear	  and	  understandable.	  

14.	   Brief	  the	  EOC	  Incident	  Commander	  on	  major	  problem	  areas	  that	  now	  need	  or	  will	  
require	  solutions.	  

15.	   Make	   sure	   that	   all	   contacts	   with	   the	   media	   are	   fully	   coordinated	   first	   with	   the	  
Public	  Information	  Officer.	  

16.	   Provide	  summary	  of	  the	  disaster	  situation.	  
17.	   Provide	  summary	  of	  the	  kind	  and	  extent	  of	  emergency	  function	  support	  that	  may	  

be	  asked	  for.	  
18.	   Insure	  that	  all	  organizational	  elements	  are	  aware	  of	  priorities.	  
19.	   Determine	  if	  there	  are	  un–met	  needs	  or	  problems.	  
20.	   Recommend	  priorities	  for	  allocating	  critical	  resources.	  
21.	   List	  key	  issues	  currently	  facing	  your	  Section.	  
	   List	  action	  items	  to	  be	  accomplished	  within	  the	  next	  operational	  period.	  
22.	   Forecast,	  determine	  likely	  future	  Unit	  needs	  for	  resources	  and	  personnel.	  
23.	   Develop	  the	  EOC	  Incident	  Action	  Plan.	  

a.	   Conduct	  Planning	  Meeting(s).	  	  
b.	   Obtain	  and	  review	  any	  major	  incident	  reports.	  	  
c.	   Provide	   input	   on	   current	   service	   and	   support	   capabilities.	   Identify	   types	   of	  

resources	  which	  are	  in	  low	  supply	  and	  may	  necessitate	  allocation.	  
d.	   Prepare	  the	  your	  Section	  assignments	   for	   the	  next	  operational	  period	  based	  

on	  the	  operational	  objectives	  generated	  at	  the	  planning	  meeting.	  
e.	   Identify	   potential	   future	   operational	   needs	   so	   as	   to	   anticipate	   logistical	  

requirements.	  
f.	   Identify	   service	   and	   support	   requirements	   for	   planned	   and	   expected	  

operations.	  
g.	   Advise	  on	  current	  service	  and	  support	  capabilities.	  
h.	   Estimate	  future	  service	  and	  support	  requirements.	  

24.	   Develop	  a	  Section	  plan	  for	  carrying	  out	  all	  responsibilities.	  
25.	   Insure	   that	   all	   fiscal	   and	   administrative	   requirements	   are	   coordinated	   through	  

Finance.	  
a.	   Notification	  of	  any	  emergency	  expenditures.	  
b.	   Daily	  Timesheets.	  

26.	   Maintain	  appropriate	  administrative	  and	  fiscal	  records.	  
27.	   Continuously	   monitor	   Section	   activities	   and	   modify	   organization	   of	   Section	   as	  

needed.	  
28.	   Assess,	  manage	  and	  monitor	  the	  structural	  and	  staffing	  needs	  of	  your	  Section.	  	  
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29.	   Review	  the	  responsibilities	  of	  the	  Units	  in	  your	  Section.	  	  
30.	   Evaluate	  Units	  staff	  performance	  on	  an	  ongoing	  basis,	  adjust	  or	  replace	  personnel	  

if	  necessary.	  
31.	   Resolve	  problems	  early,	  involve	  the	  EOC	  Incident	  Commander	  if	  appropriate.	  
32.	   Adopt	   a	   proactive	   attitude.	   Think	   ahead	   and	   anticipate	   situations	   and	   problems	  

before	  they	  occur.	  

References	   1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP	  
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Town	  of	  Palm	  Beach	  EOC	  Position	  Task	  Sheet	  

Position	   3.1	  SITUATION	  UNIT	  

Purpose	  

The	   Situation	   Unit	   supports	   EOC	   Management	   and	   Operations	   by	   providing	   past,	  
present	   and	   future	   information	   about	   the	   situation.	   Tasks	   include:	   Develop	   and	  
maintain	  current	  planning	  Section	  charts	  and	  maps	  of	  locations	  and	  types	  of	  incidents;	  
Assess,	  verify,	  and	  prioritize	  situation	  and	  Intel	  information	  into	  situation	  briefings	  and	  
situation	   status	   reports;	  Monitor	   and	   insure	   the	   orderly	   flow	   of	   disaster	   information	  
within	  the	  EOC.	  

Lead	   Information	  Services	  (IS)	  	  due	  to	  expertise	  in	  the	  GIS	  programs.	  

Support	  

1.	   Fire	  Command	  Staff	  as	  staffing	  permits.	  
2.	   Police:	  Command	  Staff	  are	  able	  to	  assist	  and	  provide	  advise	  or	  some	  staff	  support	  

if	  staffing	  permits.	  	  
3.	   IS:	  Support	  as	  requested.	  

Emergency	  
Operations	  
Center	  (EOC)	  

1.	   Prepare	  disaster	  and	  Intel	  analysis.	  
2.	   Prepare	  hazard	  and	  Intel	  assessment:	  

a.	   Current.	  
b.	   Future.	  

3.	   Prepare	  disaster	  and	  Intel	  projections	  and	  recommendations.	  
4.	   Prepare,	  set	  up	  and	  maintain	  EOC	  situation	  status	  displays:	  

a.	   Damage	  assessment.	  
b.	   Special	  Hazards	  or	  unusual	  conditions.	  	  
c.	   Weather	  status	  (wind	  speed	  and	  direction,	  precipitation,	  temperature	  etc.).	  
d.	   Chronological	  tracking	  of	  the	  situation	  and	  the	  operational	  strategies.	  
e.	   Areas	  of	  risk	  and	  priority	  focus.	  

5.	   Conduct	  situation	  analysis:	  
a.	   What	  has	  happened?	  
b.	   What	  is	  forecast	  to	  happen?	  
c.	   What	  must	  be	  anticipated?	  
d.	   Provide	  situation	  reports	  to	  Planning.	  

6.	   Determine	  weather	  conditions	  –	  current	  and	  upcoming;	  keep	  up–to–date	  weather	  
information	  posted.	  

7.	   Direct	   the	   collection,	   organization,	   and	   display	   of	   status	   of	   disaster	   events	  
including:	  
a.	   Location	  and	  nature	  of	  the	  disaster/emergency	  
b.	   Special	  hazard	  
c.	   Number	  of	  injured	  persons	  
d.	   Number	  of	  deceased	  persons	  
e.	   Road	  closures	  and	  disaster	  routes	  
f.	   Shelters,	  type,	  location,	  and	  number	  of	  people	  that	  can	  be	  accommodated	  

8.	   Prepare	  an	  evaluation	  of	   the	   situation	  and	  a	   forecast	   for	   the	  potential	   course	  of	  
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the	  disaster	  event(s)	  at	  periodic	  intervals	  (or	  upon	  request	  of	  the	  Planning	  Section	  
Chief).	  

9.	   Prepare	  required	  reports;	  obtain	  approval	  from	  the	  Planning	  Section	  Chief.	  
10.	   Prepare	   written	   situation	   reports	   at	   periodic	   intervals	   at	   the	   direction	   of	   the	  

Planning	  Section	  Chief.	  
11.	   Compile	  information	  from	  weather,	  media,	  County,	  and	  State	  sources.	  
12.	   Insure	  daily	  reconnaissance	  of	  all	  impacted	  areas.	  

a.	   Compile	  status	  report	  to	  assist	  on-‐going	  EOC	  incident	  action	  planning.	  
13.	   Coordinate	  and	  compile	  Preliminary	  Disaster	  Assessment	  reports.	  
14.	   Collect	  and	  analyze	  initial	  assessment	  and	  damage	  information	  to	  include:	  

a.	   Locations	  of	  injuries,	  deaths,	  damages.	  
b.	   Types	  and	  extent	  of	  damages.	  
c.	   Impact	  on	  people.	  
d.	   Identify	  immediate	  victim	  needs	  (need	  for	  shelters,	  water	  availability,	  etc.).	  	  
e.	   Identify	  resource	  requirements	  (assistance	  needed)	  in	  the	  affected	  areas.	  	  
f.	   Identify	  local	  resources	  available.	  

15.	   Provide	   preliminary	   status	   reports	   to	   Palm	   Beach	   County	   EOC	   required	   by	   State	  
and	   Federal	   governments	   to	   determine	   eligibility	   for	   a	   Presidential	   Disaster	  
Declaration.	  
a.	   Coordinate	   situation	   reporting	   procedures	   with	   Palm	   Beach	   County	   and	  

Florida	  Division	  of	  Emergency	  Management.	  
16.	   Prepare	  an	   initial	  situation	  map	   illustrating	  the	  “footprint”	   (location,	  size,	  etc.)	  of	  

the	  affected	  area	  to	  aid	  in	  deploying	  response	  and	  recovery	  resources.	  	  
a.	   The	   “footprint”	   may	   be	   revised	   several	   times	   during	   emergency	   response	  

until	  the	  full	  extent	  of	  the	  impacted	  area	  is	  clearly	  identified.	  	  
17.	   Make	   recommendations	   as	   to	   actions	   to	   be	   taken	   based	   on	   the	   assessment	  

information.	  
18.	   Provide	   a	   consolidated,	   overall	   situation	   report	   for	   responding	   agencies/	  

Departments.	  
19.	   Provide	   information	   necessary	   for	   Emergency	   Public	   Information	   alert	   and	  

warning.	  
20.	   Provide	   initial	   damage	   assessment	   data	   and	   information	   to	   PBC	   EOC	   and	   to	  

Incident	  Command.	  
21.	   Establish,	  maintain	  contact	  with	  Palm	  Beach	  County	  EOC:	  

a.	   Provide	  situation	  status	  and	  damage	  information.	  
b.	   Receive	  State	  situation	  information.	  

22.	   Review	  situation	  reports	  as	  they	  are	  received;	  verify	  information	  where	  questions	  
exist.	  

23.	   Prepare	  and	  maintain	  EOC	  Planning	  Section	  charts	  and	  maps.	  
24.	   Provide	   for	   an	   authentication	   process	   in	   case	   of	   conflicting	   status	   reports	   on	  

events.	  
25.	   Meet	  with	   the	  Planning	  Section	  Chief	   to	  determine	  needs	   for	   situation	  briefings;	  

determine	  if	  there	  are	  any	  special	  information	  needs.	  
26.	   Meet	   with	   the	   PIO	   to	   determine	   best	   methods	   for	   exchanging	   information	   and	  

providing	  the	  PIO	  with	  situation	  reports.	  
27.	   Establish	  and	  maintain	  an	  open	  file	  of	  situation	  reports	  and	  major	  incident	  reports	  
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for	  review	  by	  other	  Sections	  or	  units.	  
28.	   Identify	  potential	  problem	  areas	  along	  evacuation	  routes	  (i.e.,	  weight	  restrictions,	  

narrow	  bridges,	  road	  Sections	  susceptible	  to	  secondary	  effects	  of	  an	  incident,	  etc.).	  
29.	   Provide	  situation	  status	  information	  in	  response	  to	  specific	  requests.	  

References	   1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP.	  
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Town	  of	  Palm	  Beach	  EOC	  Position	  Task	  Sheet	  

Position	   3.2	  DAMAGE	  ASSESSMENT	  UNIT	  

Purpose	  

The	  Damage	  Assessment	  Unit	  Leader	  determines	  the	  initial	   impact	  on	  the	  citizens,	  the	  
community,	   and/or	   the	   Town's	   services.	   Conducts	   damage	   assessment	   to	   determine	  
extent	   of	   damage	   and	   restoration	   actions	   to	   be	   taken.	   Provides	   information	   to	   the	  
County	  EOC.	  

Lead	   PZB:	  Provide	  the	  “Lead”	  if	  final	  allocation	  of	  resources	  permits.	  Support	  can	  be	  provided	  
in	  the	  form	  of	  personnel,	  technical	  information	  and	  advice.	  

Support	  

1.	   Fire-‐Rescue,	  Police	  and	  PZB	  perform	  initial	  damage	  surveys	  (windshield	  surveys).	  	  
2.	   PBFR	  Operations	  Units	  can	  complete	  an	  “Initial	  Damage	  Impact	  Survey”;	  Assistant	  

Fire	  Marshal	  can	  complete	  “Incident	  Information	  and	  Damage	  Assessment.”	  	  
3.	   Police:	  Patrol	  officers	  are	  on	  road	  and	  may	  assist	   in	  providing	  windshield	  damage	  

assessment	  surveys	  as	  time	  and	  staffing	  permits.	  Expertise	   limited	  but	  can	  escort	  
Risk	  Manager	  and	  other	  PB&Z	  staff.	  Equipment	  includes	  a	  very	  limited	  #	  of	  patrol	  
vehicles.	  

4.	   Risk	  Management	  conducts	  damage	  assessment	  to	  Town	  facilities	  to	  be	  reported	  
to	  the	  Town’s	  insurance	  adjuster.	  

5.	   IS:	   Software	   Support	   and	   GIS	   system	   management.	   Mobile	   data	   gathering	   and	  
retrieval.	  

6.	   PW:	  	  Provided	  personnel	  and	  equipment.	  

Emergency	  
Operations	  
Center	  (EOC)	  

1.	   Send	  “Preliminary	  Damage	  Assessment	  (PDA)”	  reports	  to	  County	  EOC.	  
2.	   Receive,	  record	  and	  consolidate	  all	  damage	  reports.	  

a.	   Assemble	   damage	   assessment	   information	   and	   create	   visual	   displays	   and	  
computerized	  GIS	  maps	  of	  the	  affected	  areas.	  

b.	   Determine	   the	   extent	   of	   damages.	   This	   information	  will	   provide	   a	   basis	   for	  
determination	   of	   actions	   necessary,	   establishment	   of	   priorities	   among	  
essential	  actions	  and	  allocation	  of	  Town	  resources	  in	  the	  disaster	  area	  during	  
the	  early	  stages	  of	  the	  recovery	  effort.	  	  

3.	   Provide	   data	   to	   support	   Town	   Manager	   declarations	   of	   emergency	   and	   formal	  
requests	  for	  assistance.	  Information	  to	  include:	  
a.	   The	  extent	  of	  disaster	  impact	  on	  the	  Town	  (description	  of	  the	  disaster,	  where	  

the	  disaster	  struck,	  approximate	  number	  of	  people	  affected,	  demographics	  of	  
the	  affected	  area).	  

b.	   The	  dollar	  amount	  of	  damages.	  
c.	   Any	  conditions	  that	  could	  affect	  the	  ability	  to	  carry	  out	  relief	  coordination.	  

4.	   Compile	  damage	  assessment	  reports	  and	  provide	   information	  on	  damages	  to	  the	  
Palm	  Beach	  County	  and	  State	  EOCs.	  

5.	   Analyze	   the	   damage	   assessment	   information	   to	   determine	   if	   the	   damages	  meet	  
the	   criteria	   to	   request	   Federal	   Disaster	   Assistance	   (SBA	   or	   Presidential	  
Declaration).	  
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6.	   Conduct	   damage	   assessment	   of	   public	   and	   private	   property	   to	   determine	   the	  
extent	  of	  damage.	  

7.	   Activate,	  deploy	  damage	  assessment	  teams.	  
a.	   Assign	   jurisdiction	   personnel	   and	   volunteer	   professionals	   to	   damage	  

assessment	  teams	  based	  on	  levels	  of	  certification	  and	  expertise.	  
8.	   Coordinate	  deployment	  of	  Hazard	  Mitigation	  and	  Recovery	  Specialists	  (HMRS).	  
9.	   Send	   “Preliminary	   Damage	   Assessment	   (PDA)”	   reports	   to	   next	   reporting	   level	  

(Palm	  Beach	  County	  EOC).	  
10.	   Receive	  requests	  for	  and	  coordinate	  deployment	  of	  structural	  engineers	  to	  assist	  in	  

the	   evaluation	   of	   building	   safety,	   especially	   during	   search	   and	   rescue	   (SAR)	  
operations.	  	  

11.	   Receive,	  record	  and	  consolidate	  all	  damage	  assessment	  reports.	  
a.	   Assemble	   damage	   assessment	   information	   and	   create	   visual	   displays	   and	  

computerized	  GIS	  maps	  of	  the	  affected	  areas.	  
b.	   Determine	   the	   extent	   of	   damages.	   This	   information	  will	   provide	   a	   basis	   for	  

determination	   of	   actions	   necessary,	   establishment	   of	   priorities	   among	  
essential	  actions	  and	  allocation	  of	   jurisdiction	   resources	   in	   the	  disaster	  area	  
during	  the	  early	  stages	  of	  the	  recovery	  effort.	  	  

12.	   Provide	   data	   to	   support	   jurisdiction	   declarations	   of	   emergency	   and	   formal	  
requests	  for	  assistance.	  Information	  to	  include:	  
a.	   The	  extent	  of	  disaster	   impact	  on	  the	  jurisdiction	  (description	  of	  the	  disaster,	  

where	   the	   disaster	   struck,	   approximate	   number	   of	   people	   affected,	  
demographics	  of	  the	  affected	  area).	  

b.	   The	  dollar	  amount	  of	  damages.	  
c.	   Any	  conditions	  that	  could	  affect	  the	  ability	  to	  carry	  out	  relief	  coordination.	  

13.	   Determine	  unsafe	  facilities.	  
a.	   Assess	  and	  post	  all	  damaged	  buildings,	  structures,	  and	  facilities	  for	  structural	  

integrity	  and	  occupant	  safety.	  	  
14.	   Provide	  damage	  assessment	  information	  and	  reports	  to	  the	  EOC	  Planning	  Section	  

Chief.	  
15.	   Compile	  damage	  assessment	  reports	  and	  information	  on	  damages	  for	  transmission	  

to	  the	  next	  level	  (Palm	  Beach	  County	  EOC).	  
16.	   Analyze	   the	   damage	   assessment	   information	   to	   determine	   if	   the	   damages	  meet	  

the	   criteria	   to	   request	   Federal	   Disaster	   Assistance	   (SBA	   or	   Presidential	  
Declaration).	  	  

17.	   Provide	  appraisers	  to	  assist	  with	  damage	  assessment.	  
a.	   Arrange	  for	  appraisers	  to	  arrive	  at	  affected	  sites.	  

18.	   Coordinate	  damage	  assessments	  with	  other	   levels	  of	  government	   (County,	  State,	  
and	  Federal	  agencies)	  as	  appropriate.	  	  
a.	   Because	  Federal	  funding	  may	  be	  involved,	  and	  as	  part	  of	  the	  public	  assistance	  

application	  process,	  State	  and	  Federal	  damage	  assessment	   teams	  may	  want	  
to	   identify	   and	   validate	   damaged	   property,	   define	   scope	   of	   repairs,	   and	  
determine	  repair	  or	  replacement	  costs.	  	  

b.	   Escort	   State	   and	   Federal	   damage	   survey	   officials	   on	   inspection	   of	   damaged	  
areas.	  

c.	   Develop	  map(s)	  for	  affected	  areas:	  
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•	   Sites	  are	  numbered	  on	  jurisdiction	  map.	  
•	   Damages	   are	   described	   on	   separate	   sheets	   of	   paper	   by	   numbers	  

corresponding	  to	  numbers	  on	  maps.	  	  
d.	   Prioritize	   sequence	  of	   site	   visitations	   to	   insure	  most	   heavily	   damaged	   areas	  

are	  visited;	  it	  may	  not	  be	  necessary	  to	  visit	  isolated	  damage	  sites.	  
e.	   Have	  jurisdiction	  operating	  budget	  information	  available.	  

References	   1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP.	  
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Town	  of	  Palm	  Beach	  EOC	  Position	  Task	  Sheet	  

Position	   3.3	  PLANNING	  UNIT	  

Purpose	  

The	   Planning	   Unit	   works	   with	   EOC	   Operations	   Section	   to	   identify	   potential	   future	  
operational	   needs.	   Tasks	   include:	   Review	   previous	   Incident	   Action	   Plan	   (IAP)	   and	  
current	   SITREP	   and	   work	   with	   each	   EOC	   Section	   to	   estimate	   their	   needs	   for	   next	  
operational	   period;	   Work	   with	   EOC	   Logistics	   to	   identify	   service	   and	   support	  
requirements	   for	   planned	   and	   expected	   operations;	   Advise	   on	   current	   service	   and	  
support	   capabilities;	   Estimate	   future	   service	  and	   support	   requirements;	  Write	   the	   IAP	  
based	  on	  the	  information	  from	  the	  other	  EOC	  Sections	  to	  document	  what	  will	  be	  done	  
during	  the	  next	  operational	  period.	  

Lead	   1.	   PZB.	  

Support	  

1.	   Purchasing	   Division	   personnel	   may	   assist	   in	   estimating	   needs	   and	   identifying	  
service	  and	  support	  requirements	  and	  service	  and	  support	  capabilities.	  

2.	   Fire	  Command	  Staff	  as	  staffing	  permits.	  
3.	   Police:	   As	   staffing	   allows,	   Command	   Staff	   and	   other	   staff	   may	   be	   available	   to	  

assist.	  
4.	   IS:	  Support	  as	  requested.	  
5.	   Situation	  Unit:	  Support	  as	  requested.	  

Emergency	  
Operations	  
Center	  (EOC)	  

INCIDENT	  ACTION	  PLANNING	  
1.	   Plan	  for	  future	  emergency	  operational	  periods.	  

a.	   Collect,	  process	  and	  disseminate	  essential	  elements	  of	  information	  for	  use	  by	  
response	  operations	  and	  provision	  of	  input	  for	  reports,	  briefings,	  displays	  and	  
plans.	  

b.	   Consolidate	   information	   into	   reports	   and	   other	  materials	   that	   describe	   and	  
document	  overall	  response	  activities.	  
(1)	   Keep	   the	   EOC	   management	   and	   EOC	   Sections	   apprised	   of	   overall	  

operations.	  
c.	   Maintain	  displays	  of	  pertinent	  information	  for	  use	  in	  briefings.	  
d.	   Research	  technical	  information.	  
e.	   Collect	  and	  manage	  information	  from	  all	  sources.	  
f.	   Work	  with	  EOC	  Sections	  to	  develop	  the	  Incident	  Action	  Plan	  (IAP)	  identifying	  

the	   objectives	   and	   tasks	   to	   be	   completed	   during	   the	   next	   “operational	  
period”,	   the	   resource	   requirements	   to	   complete	   those	   tasks,	   as	   well	   as	  
identifying	  future	  issues	  to	  be	  addressed.	  Plan	  elements	  include:	  
(1)	   Summary/Briefing	  Document.	  
(2)	   Objectives:	  specific	  and	  measurable.	  
(3)	   Organization:	  EOC	  staff.	  
(4)	   Tasks	  and	  Assignments:	  who’s	  doing	  what,	  where,	  resources	  required.	  
(5)	   Supporting	   Materials	   (as	   needed):	   maps,	   transportation	   plan,	   security	  

plan,	  medical	  plan,	  communications	  plan,	  etc.,	  as	  well	  as	  weather	  data,	  
special	  precautions,	  and	  safety	  messages.	  

2.	   Establish,	  maintain	  contact	  with	  the	  Palm	  Beach	  County	  EOC:	  
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a.	   Provide	  situation	  status	  and	  damage	  information.	  
b.	   Receive	  County,	  State	  situation	  information.	  

3.	   Meet	  regularly	  with	  EOC	  Planning	  Section	  Chief.	  
4.	   Obtain	  and	  review	  any	  major	  incident	  reports	  and	  updates.	  	  
5.	   Obtain	  additional	   field	  operational	   information	  that	  may	  pertain	  to	  or	  affect	  EOC	  

activities.	  
6.	   Insure	  that	  information	  from	  EOC	  Agency	  Representatives	  is	  made	  available	  to	  the	  

EOC	  Planning	  Section.	  
7.	   Work	  closely	  with	  the	  EOC	  Planning	  Chief	  in	  the	  development	  of	  action	  plans.	  
8.	   Provide	   input	   on	   current	   service	   and	   support	   capabilities.	   Identify	   types	   of	  

resources,	  which	  are	  in	  low	  supply	  and	  may	  necessitate	  allocation.	  
	  

DEMOBILIZATION	  PLANNING	  
1.	   Obtain	  briefing	  from	  Planning	  Section	  Chief.	  
2.	   Review	   incident	   resource	   records	   to	   determine	   probable	   size	   of	   demobilization	  

effort.	  
3.	   Obtain	   EOC	   Incident	   Commander’s	   objectives,	   priorities,	   and	   constraints	   on	  

demobilization.	  
4.	   Be	  aware	  of	  ongoing	  Operations	  Section’s	  resource	  needs.	  

a.	   Obtain	   identification	   and	   description	   of	   surplus	   resources,	   and	   probable	  
release	  times.	  

5.	   Determine	  Finance,	  Supply,	  and	  other	  incident	  check–out	  stops.	  
6.	   Evaluate	   incident	   logistics	   and	   transportation	   capabilities	   to	   support	   the	  

demobilization	  effort.	  
7.	   Establish	  communication’s	  link	  with	  appropriate	  off–incident	  facilities.	  
8.	   Prepare	  Demobilization	  Plan	  including	  the	  following	  Sections:	  

a.	   GENERAL	  –	  Discussion	  of	  demobilization	  procedure.	  
b.	   RESPONSIBILITIES	  –	  Specific	  implementation	  responsibilities	  and	  activities.	  
c.	   RELEASE	  PRIORITY	  –	  According	  to	  agency	  and	  kind	  and	  type	  of	  resources.	  
d.	   RELEASE	  PROCEDURES	  –	  Detailed	  steps	  and	  process	  to	  be	  followed.	  
e.	   DIRECTORIES	   –	   Maps,	   telephone	   numbers,	   instructions,	   and	   other	   needed	  

items.	  
9.	   Provide	  the	  Demobilization	  Plan	  to	  the	  Planning	  Section	  Chief	  to	  obtain	  approval	  of	  

the	  EOC	  Incident	  Commander.	  
10.	   Distribute	  approved	  plan	  to	  each	  processing	  point	  on	  and	  off	  incident.	  
11.	   Insure	  that	  all	  Sections	  understand	  their	  responsibilities	  within	  the	  Demobilization	  

Plan.	  
12.	   Monitor	  implementation	  of	  Demobilization	  Plan.	  
13.	   Assist	  in	  the	  coordination	  of	  Demobilization	  Plan.	  
14.	   Brief	  Planning	  Section	  Chief	  on	  progress	  of	  demobilization.	  
15.	   Complete	  all	  records	  prior	  to	  departure.	  

References	   1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP.	  
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Position	   3.4	  RESOURCE	  STATUS	  UNIT	  

Purpose	  

The	   Resource	   Status	   Unit	   Leader	   maintains	   detailed	   tracking	   records	   of	   EOC	   staff,	  
mutual	  aid	  and	  other	  outside	   resource	  allocation	  and	  use	   (resources	  already	   in	  place,	  
resources	  requested	  but	  not	  yet	  on	  scene,	  and	  estimates	  of	  future	  resource	  needs	  and	  a	  
macro	  level	  summary	  of	  resources	  assigned	  to	  field	  incidents.	  The	  Resource	  Status	  Unit	  
coordinates	  closely	  with	  the	  EOC	  Operations	  Section	  to	  determine	  resources	  currently	  
in	   place	   and	  mutual	   aid	   resources	   needed	   and	   with	   the	   Planning	   Section	   to	   provide	  
resources	   information	   to	   the	   EOC	   Action	   Plan.	   Specific	   actions	   include:	   Prepare	   and	  
maintain	   displays,	   charts,	   and	   lists,	   which	   reflect	   the	   current	   status	   and	   location	   of	  
controlled	   resources,	   transportation,	   and	   support	   vehicles;	   Establish	   a	   resources	  
reporting	  system	  for	   field	  and	  EOC	  units;	  Prepare	  and	  process	   resource	  status	  change	  
information;	   Provide	   information	   to	   assist	   the	   Situation	   Analysis	   and	   Documentation	  
units	  of	  the	  Planning	  Section	  in	  strategy	  planning	  and	  briefing	  presentations.	  

Lead	   TBD.	  

Support	  
1.	   Fire	  Command	  Staff	  as	  staffing	  permits.	  
2.	   Police:	  Command	  Staff	  and	  other	  staff	  may	  be	  available	  to	  assist.	  
3.	   IS:	  Support	  as	  requested	  

Emergency	  
Operations	  
Center	  (EOC)	  

1.	   Track	  resources	  deployed	  for	  disaster	  response.	  
2.	   Direct	   the	   collection,	   organization,	   and	   display	   status	   of	   incident	   resources	   to	  

include	  allocation,	  deployment	  and	  staging	  areas.	  
3.	   Maintain	  a	  master	  list	  of	  resources	  reported.	  

a.	   Provide	   for	   an	   authentication	   system	   in	   case	   of	   conflicting	   resources	   status	  
reports.	  

4.	   Provide	   a	   resources	   overview	   and	   summary	   information	   to	   the	   Situation	  Unit	   as	  
requested	  and	  written	  status	  reports	  on	  resources	  allocations	  as	  requested	  by	  the	  
EOC	  Section	  Chiefs.	  

5.	   Assist	   in	   strategy	   planning	   based	   on	   the	   evaluation	   of	   the	   resources	   allocation,	  
resources	  en–route	  and	  projected	  resources	  shortfalls.	  

6.	   Insure	  that	  the	  EOC	  Operations	  Section	  staff	  does	  not	  overlook	  available	  resources.	  
7.	   Establish	  a	  reporting	  procedure	  for	  resources	  at	  specified	  locations.	  
8.	   Make	   recommendations	   to	   the	   EOC	   Logistics	   or	   EOC	   Planning	   Section	   Chiefs	   of	  

resources	  that	  are	  not	  deployed	  or	  should	  be	  deactivated.	  

References	   1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP.	  
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Town	  of	  Palm	  Beach	  EOC	  Position	  Task	  Sheet	  

Position	   3.5	  DOCUMENTATION	  UNIT	  

Purpose	  

The	   Documentation	   Unit	   collects,	   organizes,	   documents,	   safeguards	   and	   retains	   EOC	  
incident	   records	   and	   information.	   The	   Documentation	   Unit	   is	   responsible	   for:	  
maintaining	   accurate	   and	   complete	   EOC	   incident	   records	   and	   files;	   providing	  
duplication	  services	   to	  EOC	  personnel;	  and	  pack	  and	  store	  EOC	   incident	   files	   for	   legal,	  
analytical	  and	  historical	  purposes.	  

Lead	   TMO.	  	  

Support	   Internal	  and	  External	  Resources.	  

Emergency	  
Operations	  
Center	  (EOC)	  

1.	   Collect	  documentation	  from	  EOC	  Sections,	  and	  maintain	  an	  accurate	  and	  complete	  
record	  of	  significant	  disaster	  events	  and	  response	  efforts.	  

2.	   Assist	  other	  Sections	  of	  the	  EOC	   in	  setting	  up	  and	  maintaining	  files,	   journals,	  and	  
special	  reports.	  

3.	   Collect	  and	  organize	  written	  forms,	  logs,	  journals,	  and	  reports	  at	  the	  completion	  of	  
each	  shift.	  

4.	   Maintain	  and	  preserve	  EOC	  records	  for	  legal,	  analytical,	  and	  historical	  purposes.	  
5.	   Compile,	   copy,	   and	   distribute	   the	   EOC	   Incident	   Action	   Plans	   as	   directed	   by	   the	  

Planning	  Section	  Chief.	  
6.	   Provide	  situation	  documentation	  support.	  
7.	   Maintain	  the	  EOC	  filing,	  documentation	  system	  (collect,	  log,	  and	  compile	  copies	  of	  

message	  forms).	  
8.	   Record	  status	  board	  information	  on	  a	  regular	  basis,	  especially	  as	  significant	  events	  

change.	  
9.	   Review	  situation	  reports	  as	  they	  are	  received;	  verify	  information	  where	  questions	  

exist.	  
10.	   Insure	   that	   the	   EOC	   Incident	   Action	   Plans	   and	   SITREPs	   are	   compiled,	   approved,	  

copied	  and	  distributed	  to	  EOC	  Sections	  and	  units	  as	  directed	  by	  Planning	  Section	  
Chief.	  

11.	   Insure	   distribution	   and	   use	   of	   forms	   to	   capture	   a	   written	   record	   of	   actions	  
requiring	   application	   of	   resources,	   requests	   for	   resources,	   or	   other	  
directions/information.	  

12.	   Maintain	  a	  system	  for	  collecting,	  and	  duplicating	  journals,	  logs,	  and	  message	  forms	  
throughout	  the	  EOC	  at	  shift	  change	  or	  as	  people	  exit	  the	  EOC.	  

13.	   Establish	   a	   filing	   system	   to	   organize	   and	   systematically	   categorize	   all	   situation	  
messages	   in	   chronological	   order.	   (To	   include	   internal	   and	   externally	   generated	  
messages.)	  

14.	   Maintain	  close	  liaison	  with	  EOC	  Admin/Finance	  Branch	  to	  document	  and	  preserve	  
all	  expenditures	  related	  to	  the	  emergency	  or	  disaster	  to	  include:	  	  
a.	   All	  payroll	  records	  during	  the	  disaster.	  
b.	   Use	  of	  government	  owned	  equipment.	  
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c.	   Use	  of	  outside	  or	  rented	  equipment.	  
d.	   Supplies	  or	  resources	  used	  by	  outside	  contractors.	  	  
e.	   Outside	  contracts	  with	  emergency	  services.	   	  

References	   1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP.	  
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Town	  of	  Palm	  Beach	  

Emergency	  Operations	  Center	  (EOC)	  
Incident	  Command	  System	  (ICS)	  Organizational	  Structure	  

5.0	  	  Finance/	  
Administration	  Section	  

4.0	  	  Logistics	  
Section	  

2.0	  	  Operations	  
Section	  

3.0	  	  Planning	  
Section	  

2.1.1	  	  Fire	  Fighting	  Unit	  

2.1.2	  	  Health	  &	  Medical	  Unit	  	  

2.1.3	  	  Search	  &	  Rescue	  Unit	  	  

2.1.4	  	  Hazardous	  Materials	  
Unit	  

2.2.1	  	  Military	  Support	  Unit	  

2.2.2	  	  Volunteers	  Unit	  

2.2.3	  	  Law	  Enforcement	  &	  
Security	  Unit	  	  

2.2.4	  	  Animal	  Protection	  Unit	  

2.3.1	  	  Public	  Works	  &	  
Engineering	  Unit	  

2.3.2	  	  Utilities	  Unit	  

4.1.1	  	  Communications	  Unit	  

4.1.2	  	  Donations	  Unit	  

4.1.3	  	  Food	  Unit	  

2.1	  Fire	  –	  Rescue	  Branch	  

2.2	  Police	  Branch	  

2.3	  Public	  Works	  Branch	  

4.1	  	  Services	  Branch	  

4.2	  	  Support	  Branch	  

3.1	  	  Situation	  Unit	  

3.3	  	  Planning	  Unit*	  

*IAPs:	  Demobilization	  &	  Recovery	  

3.4	  	  Resource	  Status	  Unit	  

v012211	  

1.5	  Safety	  Officer	  

1.6	  Liaison	  Officer	  

1.4.1	  EOC	  Support	  Officer	  

1.4	  EOC	  Manager	  

1.2	  Executive	  Policy	  
Group	  

1.0	  	  INCIDENT	  
COMMANDER	  

	  
DEPUTY	  

(Rumor	  Control,	  Public	  &	  Business	  Outreach)	  	  

	  

1.1	  Mayor/Town	  
Council	  

1.3	  Public	  
Information	  	  Officer	  

3.5	  	  Documentation	  Unit	  

4.2.1	  	  Supply	  Unit	  
(Includes	  Resource	  Support)	  

4.2.2	  	  Facilities	  Unit	  
(Includes	  Mass	  Care	  Support)	  

4.2.3	  	  Ground	  Support	  Unit	  
(Includes	  Transportation	  Support)	  

5.2	  	  Cost	  Unit	  

5.3	  	  Time	  Unit	  

5.4	  	  Claims	  &	  Compensation	  
Unit	  

5.1	  	  Procurement	  Unit	  

3.2	  	  Damage	  Assessment	  Unit	  
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Town	  of	  Palm	  Beach	  EOC	  Position	  Task	  Sheet	  

Position	   4.0	  LOGISTICS	  SECTION	  CHIEF	  

Purpose	  

1.	   Assume	   responsibility	   for	   ensuring	   that	   the	   Branches	   and	   functions	   within	   your	  
Section	  are	  staffed	  and	  activated	  as	  directed	  by	  the	  EOC	  Incident	  Commander.	  

2.	   Manage	  the	  Branches	  and	  Units	  within	  your	  Section.	  
3.	   Provide	   overall	   resource	   support	   to	   include	   supplies,	   communications,	   facilities,	  

equipment	  and	  personnel	  to	  all	  activities,	  and	  facilities	  making	  up	  the	  emergency	  
operations	  system.	  

Lead	   Human	  Resource.	  

Support	   Internal	  and	  External	  Resources.	  

Emergency	  
Operations	  
Center	  (EOC)	  

1.	   Determine	  from	  the	  EOC	  Incident	  Commander	  which	  Logistics	  Branches	  should	  be	  
activated.	  

2.	   Plan	  the	  organization	  of	  the	  Logistics	  Section.	  
a.	   Review	  existing	  Logistic	  Section	  Branch	  staffing.	  	  
b.	   Identify	  need	  or	  surplus	  personnel	  in	  consultation	  with	  Branch	  Coordinators.	  

3.	   Activate	  Branches	  and	  Units	  within	  your	  Section	  as	  required:	  
a.	   Services	  Branch.	  

•	   Communications	  Unit.	  
•	   Donations	  Unit.	  
•	   Food	  Unit.	  

b.	   Support	  Branch.	  
•	   Supply	  Unit.	  
•	   Facilities	  Unit.	  
•	   Ground	  Support	  Unit.	  

4.	   Designate	  a	  director	  for	  each	  Branch	  activated.	  
Note:	   Remember,	  you	  must	  carry	  out	  the	  responsibilities	  of	  any	  Branch	  that	  is	  
activated	  but	  not	  having	  any	  staff	  assigned.	  
a.	   Make	  required	  personnel	  assignments	  as	  staff	  arrives	  at	  the	  EOC.	  
b.	   Provide	   arriving	   personnel	   with	   position	   checklist	   of	   duties	   and	  

responsibilities.	  
c.	   Assign	  work	  locations	  and	  preliminary	  work	  tasks	  to	  arriving	  personnel.	  

5.	   Notify	  Planning	  Section	  of	  which	  Branches	  and	  Units	  have	  been	  activated	  including	  
names	  and	  locations	  of	  assigned	  personnel.	  

6.	   Determine	  financial	  and	  administrative	  support	  needs.	  	  
a.	   Confer	   with	   the	   EOC	   Incident	   Commander	   and	   Finance	   on	   appropriate	  

purchasing	  limits.	  
7.	   Insure	   that	   your	   Section	   is	   set	   up	   properly	   and	   that	   appropriate	   personnel,	  

equipment	  and	  supplies	  are	  in	  place.	  	  
a.	   Setup	  your	  work	  station,	  including	  maps	  and	  status	  boards.	  	  

8.	   Determine	   the	   24–hour	   staffing	   requirements	   for	   your	   Section	   and	   request	  
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additional	  support	  as	  required.	  
9.	   Prepare,	  submit	  situation	  report	  on	  your	  activities.	  
10.	   Shift	  Change:	  

a.	   Fully	  brief	  your	  relief	  on	  events	  and	  status	  of	  actions	  being	  taken.	  
b.	   Give	  your	  logs	  and	  records	  to	  your	  replacement.	  

11.	   Conduct	   shift	   change	   briefings	   in	   detail.	   Insure	   that	   in–progress	   activities	   are	  
identified	  and	  follow–on	  requirements	  are	  known.	  

12.	   Determine	   overall	   staffing	   requirements	   and	   request	   additional	   support	   as	  
required.	  

13.	   Supervise	  the	  Logistics	  Section	  and	  staff.	  In	  general,	  insure	  the	  following:	  
a.	   Communications	   to	   support	   the	   response	   effort,	   and	   the	   acquisition	   of	  

transportation	  and	  other	  support	  resources.	  
b.	   Facilities,	  services,	  and	  materials	  in	  support	  of	  the	  incident.	  
c.	   Identification	  of	  resources	  which	  may	  be	  needed,	  and	  development	  of	  current	  

resource	  availability	  list.	  
14.	   Assemble	  and	  brief	  Branch	  Coordinators	  and	  Units.	  

a.	   Assign	  work	  locations	  and	  preliminary	  work	  tasks	  to	  Section	  personnel.	  
b.	   Provide	  summary	  of	  the	  disaster	  situation.	  
c.	   Provide	   summary	   of	   the	   kind	   and	   extent	   of	   Logistics	   support	   that	   may	   be	  

asked	  for.	  
d.	   Provide	  with	  position	  checklist	  of	  duties	  and	  responsibilities.	  
e.	   Provide	   with	   assignments	   and	   specific	   actions	   which	   require	   immediate	  

attention.	  
f.	   Instruct	  to	  identify	  functional	  needs	  for	  their	  respective	  units.	  
g.	   Review	  and	  approve.	  

15.	   Support	  emergency	  operations:	  
a.	   Insure	   that	   orders	   for	   additional	   resources	   necessary	   to	   meet	   known	   or	  

expected	  demands	  have	  been	  placed,	  and	  are	  being	  coordinated.	  Coordinate	  
and	  process	  requests	  for	  additional	  resources.	  

b.	   Receive	  requests	  for	  resources	  which	  are	  not	  available	  on	  a	  local	  or	  regional	  
basis.	  

c.	   Coordinate	  outside	  resources.	  
d.	   Coordinate	   requests	   for	   additional	   resources	   so	   as	   to	   eliminate	   duplicate	  

requests.	  
e.	   Establish	   a	   flow	   for	   requests,	   both	   internal	   and	   external.	   Insure	   adequate	  

information	   is	   included	   with	   requests.	   Provide	   confirmation/denial	   of	  
requests	  and	  ETA’s.	  

f.	   Based	  on	  the	  situation	  as	  known	  or	  forecast,	  determine	  likely	  future	  logistics	  
needs	  for	  resources	  and	  personnel.	  

g.	   Maintain	  current	  inventory	  of	  resources.	  
16.	   Maintain	   current	  displays	  associated	  with	  your	  area.	  Make	   sure	   that	   information	  

reports	  or	  displays	  you	  prepare	  are	  clear	  and	  understandable.	  
17.	   Make	   sure	   that	   all	   contacts	   with	   the	   media	   are	   fully	   coordinated	   first	   with	   the	  

Public	  Information	  Officer.	  
18.	   Maintain	  appropriate	  administrative	  and	  fiscal	  records.	  
19.	   Insure	   that	   your	   Section	   is	   supporting	   other	   elements	   consistent	   with	   priorities	  
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established	   by	   the	   Assistant	   EOC	   Incident	   Commander	   or	   EOC	   Incident	  
Commander.	  
a.	   Report	   to	  the	  EOC	   Incident	  Commander	  on	  all	  matters	  pertaining	  to	  Section	  

functions.	  
20.	   Keep	   up	   to	   date	   on	   the	   situation	   and	   resources	   associated	   with	   your	   Section.	  

Maintain	  current	  status	  at	  all	  times.	  
21.	   Conduct	  periodic	  briefings	  for	  your	  Section.	  Insure	  that	  all	  organizational	  elements	  

are	  aware	  of	  priorities.	  	  
22.	   Determine	  if	  there	  are	  un–met	  needs	  or	  problems.	  
23.	   Brief	  the	  EOC	  Incident	  Commander	  on	  major	  problem	  areas	  that	  now	  need	  or	  will	  

require	  solutions.	  
24.	   Resolve	  problems	  that	  arise	  in	  conduct	  of	  Section	  responsibilities.	  
25.	   Notify	  Planning	  Section	  of	  Logistics	  Branches	  and	  Units	  activated	  including	  names	  

and	  locations	  of	  assigned	  personnel.	  
26.	   Make	   a	   list	   of	   key	   issues	   currently	   facing	   your	   Section.	   Clearly	   establish	   with	  

assembled	  personnel,	  action	  items	  to	  be	  accomplished	  within	  the	  next	  operational	  
period.	  

27.	   Request	  additional	  personnel	  for	  the	  Section	  as	  necessary	  for	  maintaining	  a	  two–
shift	  operation.	  

28.	   Meet	  with	  the	  Planning	  Section	  Chief.	  	  
	   Obtain	  the	  best	  information	  available	  on	  the	  situation.	  
	   Determine	  status	  of	  any	  requests	  for	  assistance.	  
29.	   Meet	  with	   the	  Operations	   Section	  Chief.	   Review	   resource	   needs	   and	  procedures	  

for	  coordinating	  requests	  between	  Sections.	  
30.	   Meet	  with	  the	  Finance	  &	  Administration	  Chief.	  Review	  financial	  and	  administrative	  

support	   needs	   and	   procedures.	   Determine	   level	   of	   purchasing	   authority	   to	   be	  
delegated	  to	  Logistics	  Section.	  

31.	   Provide	   situation	   and	   resources	   information	   to	   the	   Plans	   Section	   on	   a	   periodic	  
basis	  or	  as	  the	  situation	  requires.	  
a.	   Share	  status	  information	  with	  other	  Sections	  as	  appropriate.	  

32.	   Participate	  in	  preparation	  of	  Incident	  Action	  Plan.	  
a.	   Attend	  Planning	  Meeting(s).	  	  
b.	   Provide	   input	   on	   current	   service	   and	   support	   capabilities.	   Identify	   types	   of	  

resources	  which	  are	  in	  low	  supply	  and	  may	  necessitate	  allocation.	  
c.	   Prepare	   the	   Logistics	   Section	   assignment	   for	   the	   next	   operational	   period	  

based	  on	  the	  operational	  objectives	  generated	  at	  the	  planning	  meeting.	  
d.	   Identify	   potential	   future	   operational	   needs	   so	   as	   to	   anticipate	   logistical	  

requirements.	  
33.	   Review	   Incident	   Action	   Plan	   and	   estimate	   Section	   needs	   for	   next	   operational	  

period.	  
a.	   Identify	   service	   and	   support	   requirements	   for	   planned	   and	   expected	  

operations.	  
b.	   Advise	  on	  current	  service	  and	  support	  capabilities.	  
c.	   Estimate	  future	  service	  and	  support	  requirements.	  
d.	   Develop	  plan	  for	  carrying	  out	  all	  responsibilities.	  

34.	   Determine	  financial	  and	  administrative	  support	  needs.	  	  
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a.	   Confer	   with	   the	   EOC	   Incident	   Commander	   and	   Finance	   &	   Administration	  
Section	  Chief	  on	  appropriate	  purchasing	  limits.	  

35.	   Insure	   that	   all	   fiscal	   and	   administrative	   requirements	   are	   coordinated	   through	  
Finance.	  
a.	   Notification	  of	  any	  emergency	  expenditures.	  
b.	   Daily	  Timesheets.	  

36.	   Maintain	  appropriate	  administrative	  and	  fiscal	  records.	  
37.	   Continuously	   monitor	   Section	   activities	   and	   modify	   organization	   of	   Section	   as	  

needed.	  
38.	   Assess,	   manage	   and	   monitor	   the	   structural	   and	   staffing	   needs	   of	   the	   Logistics	  

Section.	  	  
39.	   Review	  the	  responsibilities	  of	  Branches	  and	  Units	  in	  your	  Section.	  	  
40.	   Evaluate	   Branch	   Coordinator	   performance	   on	   an	   ongoing	   basis,	   replace	   if	  

necessary.	  
41.	   Insure	  horizontal	  communication	  is	  taking	  place	  with	  other	  Branches.	  
42.	   Resolve	  problems	  early,	  involve	  EOC	  Incident	  Commander	  if	  appropriate.	  
43.	   Adopt	   a	   proactive	   attitude.	   Think	   ahead	   and	   anticipate	   situations	   and	   problems	  

before	  they	  occur.	  

References	  
1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP.	  
3.	   EOC	  Operations	  Manual.	  
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Town	  of	  Palm	  Beach	  EOC	  Position	  Task	  Sheet	  

Position	   4.1	  SERVICES	  BRANCH	  DIRECTOR	  

Purpose	  

1.	   Assume	   responsibility	   for	   ensuring	   that	   your	   assigned	   functions	   are	   staffed	   and	  
activated	  as	  directed	  by	  the	  Logistics	  Section	  Chief.	  

2.	   Manage	  your	  assigned	  functions.	  
3.	   Insure	  that	  the	  tasks	  assigned	  to	  you	  are	  carried	  out	  effectively.	  

Lead	   TBD.	  

Support	   Internal	  and	  External	  Resources.	  

Emergency	  
Operations	  
Center	  (EOC)	  

General.	  
1.	   Complete	  “General	  Duties”	  checklist	  items.	  
2.	   Read	   EOC	   status	   boards	   for	   information	   relating	   to	   your	   functions.	   Verify	   the	  

CURRENT	  situation	  on	  the	  Town’s	  response	  by	  checking	  with	  the	  Planning	  Section.	  
3.	   Clarify	   with	   the	   Logistics	   Section	   Chief	   any	   issues	   regarding	   your	   authority	   and	  

assignment	  and	  what	  others	  in	  the	  organization	  do.	  
4.	   Review	  the	  responsibilities	  of	  the	  functions	  as	  assigned	  to	  your	  position.	  	  

	  
Activate	  Functions.	  
5.	   Activate	  Units	  as	  directed	  by	  the	  Logistics	  Section	  Chief:	  

a.	   Communications	  Unit.	  
b.	   Donations	  Unit.	  
c.	   Food	  Unit.	  

6.	   Designate	  a	  Unit	  Leader	  for	  each	  function	  activated	  as	  needed.	  
Note:	   Remember,	  you	  must	  carry	  out	  the	  responsibilities	  of	  any	  function	  that	  is	  

activated	  but	  not	  having	  any	  staff	  assigned.	  
a.	   Make	  required	  personnel	  assignments	  as	  staff	  arrives	  at	  the	  EOC.	  
b	   Provide	   arriving	   personnel	   with	   position	   checklist	   of	   duties	   and	  

responsibilities.	  
c.	   Assign	  work	  locations	  and	  preliminary	  work	  tasks	  to	  arriving	  personnel.	  

7.	   Determine	  financial	  and	  administrative	  support	  needs.	  
a.	   Report	  this	  information	  to	  the	  Logistics	  Section	  Chief.	  	  

8.	   Determine	  the	  24–hour	  staffing	  requirements	  for	  your	  Branch.	  
a.	   Report	  this	  information	  to	  the	  Logistics	  Section	  Chief.	  	  

	  
Supervise	  Functions.	  
9.	   Insure	   that	   the	   tasks	   assigned	   to	   your	   Branch	   as	   per	   the	   “EOC	   Action	   Plan”	   are	  

carried	  out	  effectively.	  
a.	   Provide	   your	   Unit	   Leaders	   with	   assignments	   and	   specific	   actions	   which	  

require	  immediate	  attention.	  
10.	   Insure	  that	  your	  Branch	  personnel	  are	  supporting	  other	  EOC	  elements	  consistent	  

with	  priorities	  established	  by	  Logistics	  Section	  Chief	  and	  EOC	  Incident	  Commander.	  
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11.	   Insure	  adequate	  staff;	  Review	  overall	  staffing	  requirements	  and	  request	  additional	  
support	  as	  required.	  

12.	   Establish,	  maintain	  communications	  with	  incident	  site(s)	  as	  appropriate.	  
13.	   Insure	  message	  flow	  and	  content	  are	  correct.	  
14.	   Insure	  status	  boards	  assigned	  to	  your	  Section	  are	  kept	  current.	  

a.	   Maintain	   current	   displays	   associated	   with	   your	   area.	   Make	   sure	   that	  
information	  reports	  or	  displays	  you	  prepare	  are	  clear	  and	  understandable.	  

15.	   Brief	  Logistics	  Section	  Chief	  on	  major	  problem	  areas	  that	  now	  need	  or	  will	  require	  
solutions.	  

16.	   Provide	  situation	  and	  resources	  information	  to	  Logistics	  Section	  Chief	  on	  a	  periodic	  
basis	  or	  as	  the	  situation	  requires.	  

17.	   Make	   sure	   that	   all	   contacts	   with	   the	   media	   are	   fully	   coordinated	   first	   with	   the	  
Public	  Information	  Officer.	  

18.	   Attend	  Section	  meetings	  and	  briefings.	  
19.	   Prepare,	  submit	  situation	  report(s)	  on	  your	  Branch	  activities.	  	  

a.	   Recommend	  priorities	  for	  allocating	  critical	  resources.	  
b.	   List	  key	  issues	  currently	  facing	  your	  Branch.	  
c.	   List	  action	  items	  to	  be	  accomplished	  within	  the	  next	  operational	  period.	  
d.	   Forecast,	  determine	  likely	  future	  Branch	  needs	  for	  resources	  and	  personnel.	  

References	   1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP.	  
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Town	  of	  Palm	  Beach	  EOC	  Position	  Task	  Sheet	  

Position	   4.1.1	  COMMUNICATIONS	  UNIT	  

Purpose	  

Provide	   emergency	   radio,	   telecommunications	   and	   information	   services	   for	   Town	  
response	  and	  recovery	  operations.	  Coordinate	  with	  the	  County's	  Communications	  Unit	  
for	  the	  allocation	  and	  mobilization	  of	  County,	  State,	  Federal	  communication	  resources	  
available	   for	   emergency	   response.	   Restore	   and	   maintain	   communications	   and	  
information	   services	   infrastructure	   and	   services	   needed	   for	   emergency	   response	   and	  
recovery	  operations	  by	  the	  Town.	  

Lead	   Police	  and	  Public	  Works	  primarily	  because	  they	  deal	  with	  interagency	  communications	  
as	  a	  daily	  function.	  

Support	  

1.	   Public	   Works	   (their	   system	   is	   primarily	   an	   internal	   system	   for	   communication	  
among	  themselves).	  	  

2.	   Police	   Communications	  Unit	   can	   coordinate	   interoperable	   radio	   communications	  
with	  other	  agencies.	  

3.	   PW:	  See	  attached	  Communication	  Directory.	  External	  Resources:	  Comcast,	  ATT	  
4.	   PZB	  Note:	  Building	   Inspection	  Steve	  Carew	   is	  a	   licensed	  ham	  radio	  operator,	  and	  

would	   normally	   be	   available	   to	   assist	   with	   technical	   information,	   advice,	   and	  
equipment,	   including	   the	  establishment	  of	   a	  ham	   radio	  base	   for	  EOC/emergency	  
personnel.	  

5.	   IS:	  Supply	  technical	  support	  and	  computer	  equipment	  as	  needed	  

Emergency	  
Operations	  
Center	  (EOC)	  

1.	   Staff	  the	  Communications	  Unit	  in	  the	  EOC	  Logistics	  Section.	  	  
2.	   Determine	  condition,	  status	  of	  the	  communication	  and	  technology	  systems.	  

a.	   Contact	  dispatch	  centers	  and	  request	  operational	  status.	  
3.	   Insure	  EOC	  internal	  communications	  and	  technology	  systems	  are	  adequate.	  

a.	   Support	  the	  communications	  unit	  in	  the	  EOC	  Logistics	  Section.	  
4.	   Support	  Joint	  Information	  Center	  communications	  operations,	  as	  requested.	  
5.	   Prioritize	   and	   coordinate	   restoration	  of	   communications	   and	   technology	   systems	  

with	  public	  utility	  communication	  providers.	  
6.	   Assess	  damages	  to	  communication	  and	  technology	  systems.	  

a.	   Provide	  installation/restoration	  and	  repairs.	  
7.	   Provide	  voice	  and	  data	  support	  to	  recovery	  operations.	  
8.	   Coordinate	  with	  IS,	  DPW	  and	  FPL	  to	  restore	  power	  to	  the	  networks.	  
9.	   Establish	   and	   maintain	   communications	   links	   with	   operational	   units	   and	   field	  

incident	  commanders.	  
10.	   Establish	  and	  maintain	  communications	  to	  the	  County	  EOC.	  
11.	   Coordinate,	   acquire	   and	   deploy	   additional	   resources	   (normal	   or	   backup	   such	   as	  

amateur	  radio),	  equipment	  and	  personnel	  technicians	  to	  establish	  point–to–point	  
communications	  as	  required.	  

12.	   Obtain	   and	   coordinate	   communication	   resources	   as	   requested	   by	   field	   incident	  
commanders.	  
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13.	   Sources	  for	  resources	  can	  include:	  
a.	   All	  Departments.	  
b.	   County	  EOC.	  
c.	   Amateur	  Radio.	  
d.	   Commercial	  vendors.	  

14.	   Establish,	  maintain	  contact	  with	  County	  EOC.	  
a.	   Provide	  information	  on	  status	  of	  Town	  communications	  systems.	  
b.	   Request	  additional	  communications	  and	  technology	  resources,	  as	  requested.	  

15.	   Insure	  communication	  links	  to/from	  shelters.	  
16.	   Maintain	  records	  of	  cost	  and	  expenditures	  to	  accomplish	  this	  function	  and	  forward	  

them	  to	  the	  EOC	  Finance/	  Administration	  Section	  Chief.	  

References	   1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP.	  
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Town	  of	  Palm	  Beach	  EOC	  Position	  Task	  Sheet	  

Position	   4.1.2	  DONATIONS	  UNIT	  

Purpose	  
Coordinate	   and	   liaison	   with	   the	   County's	   Volunteer	   and	   Donations	   Unit,	   and	   other	  
State,	   Federal,	   and	   volunteer	   organizations	   to	   manage	   the	   receipt,	   storage,	   and	  
distribution	  of	  donated	  goods	  and	  services	  in	  or	  for	  the	  benefit	  of	  the	  Town.	  

Lead	   TBD.	  

Support	   Internal	  and	  External	  Resources.	  

Emergency	  
Operations	  
Center	  (EOC)	  

1.	   Staff	  the	  Donations	  Unit	  in	  the	  EOC	  Logistics	  Section.	  
2.	   Provide	  coordination	  of	  donations	  with	  the	  appropriate	  tasked	  organizations.	  
3.	   Determine	   present	   and	   future	   needs	   for	   donated	   goods	   (type	   and	   approximate	  

numbers).	  
4.	   Develop	  information	  for	  public	  distribution	  (through	  PIO)	  describing	  items	  needed,	  

where	  to	  send	  them,	  etc.	  Relay	  to	  PIO	  and	  the	  various	  law	  enforcement	  agencies.	  
5.	   Through	   the	   Public	   Information	   Officer	   disseminate	   information	   to	   insure	   that	  

offers	  are	  not	  inappropriate	  to	  needs.	  
6.	   Periodically	  update	  public	  information	  concerning	  needed	  items,	  etc.	  
7.	   Receive	  offers	  of	  donated	  goods	  and	  services;	  Match	  offers	  to	  needs.	  
8.	   Coordinate	  delivery	  system	  to	  affected	  population.	  

a.	   Request	   transportation	   resources	   from	   the	   Ground	   Support	   Unit	   and	   Palm	  
Beach	   County	   EOC	   to	   facilitate	   the	   movement	   of	   needed	   items	   to	   staging	  
areas	  or	  into	  the	  disaster	  area.	  

9.	   As	   goods	   arrive,	   provide	   periodic	   listings	   for	   distribution	   to	   EOC	   Branch	  
Coordinators	  and	  Assistant	  Incident	  Managers	  so	  they	  will	  know	  what	  is	  available	  
through	  the	  system.	  

10.	   Respond	  to	   inquiries	   from	  other	  EOC	  Branches	  and	  Units	   regarding	  availability	  of	  
certain	  items.	  

11.	   Coordinate	   with	   Palm	   Beach	   County	   EOC,	   when	   necessary,	   for	   the	   influx	   of	  
donated	  goods	  offered	  in	  aftermath	  of	  a	  disaster.	  

12.	   Coordinate	  activities	  with	  the	  County	  and	  State	  EOCs	  if	  necessary.	  
13.	   Implement	  procedures	  for	  disposing	  of	  unneeded	  or	  unusable	  items.	  
14.	   Manage	  cash	  donations	  received	  by	  Town	  Government.	  (Finance	  Department)	  
15.	   Implement	   cash	  management	   policies/procedures	   to	   insure	   accountability	   for	   all	  

cash	  donations	  received	  by	  the	  Town	  during	  the	  disaster.	  

References	   1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP.	  
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Town	  of	  Palm	  Beach	  EOC	  Position	  Task	  Sheet	  

Position	   4.1.3	  FOOD	  UNIT	  

Purpose	  
Provide	  food	  and	  water	  for	  Town	  emergency	  response	  personnel.	  Coordinate	  with	  the	  
County's	   Food	  Unit,	   and	   other	   State,	   Federal,	   and	   volunteer	   organizations	   to	   provide	  
temporary	  sources	  of	  food,	  ice	  and	  potable	  water	  for	  the	  Town’s	  impacted	  population.	  	  

Lead	   TBD.	  	  

Support	   Internal	  /	  External	  Resources	  and	  VIPS.	  

Emergency	  
Operations	  
Center	  (EOC)	  

1.	   Staff	  the	  Food	  Unit	  in	  the	  EOC	  Logistics	  Section.	  
2.	   Determine	  present	  and	  future	  need	  for	  food,	  water,	  and	  ice	  resources.	  
3.	   Coordinate	   food,	   water,	   and	   ice	   supply	   activities	   with	   the	   appropriate	   tasked	  

organizations.	  
a.	   Coordinate	  assistance	  in	  preparation	  and	  segregation	  of	  food	  stuffs	  for	  mass	  

bulk	  distribution.	  
4.	   Coordinate	  with	   the	  Ground	   Support	  Unit	   for	   transportation	  of	   food,	  water,	   and	  

ice	  supplies	  to	  designated	  distribution	  or	  mass	  feeding	  sites.	  
5.	   Obtain,	   coordinate	   food,	  water,	   and	   ice	   resources	   as	   requested	   by	   field	   incident	  

commanders.	  
6.	   Sources	  for	  resources	  can	  include:	  

a.	   Local	  and	  regional	  suppliers.	  
b.	   Palm	  Beach	  County	  EOC.	  
c.	   County,	  State	  and	  Federal	  agencies.	  

7.	   Establish,	  maintain	  contact	  with	  Palm	  Beach	  County	  EOC:	  
a.	   Coordinate	  delivery	  of	  food,	  water,	  and	  ice	  to	  affected	  areas.	  

References	   1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP.	  
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Town	  of	  Palm	  Beach	  EOC	  Position	  Task	  Sheet	  

Position	   4.2	  SUPPORT	  BRANCH	  DIRECTOR	  

Purpose	  

1.	   Assume	   responsibility	   for	   ensuring	   that	   your	   assigned	   functions	   are	   staffed	   and	  
activated	  as	  directed	  by	  the	  Logistics	  Section	  Chief.	  

2.	   Manage	  your	  assigned	  functions.	  
3.	   Insure	  that	  the	  tasks	  assigned	  to	  you	  are	  carried	  out	  effectively.	  

Lead	   Human	  Resources.	  

Support	   Internal	  and	  External	  Resources.	  

Emergency	  
Operations	  
Center	  (EOC)	  

General.	  
1.	   Complete	  “General	  Duties”	  checklist	  items.	  
2.	   Read	   EOC	   status	   boards	   for	   information	   relating	   to	   your	   functions.	   Verify	   the	  

CURRENT	  situation	  on	  the	  Town’s	  response	  by	  checking	  with	  the	  Planning	  Section.	  
3.	   Clarify	   with	   the	   Logistics	   Section	   Chief	   any	   issues	   regarding	   your	   authority	   and	  

assignment	  and	  what	  others	  in	  the	  organization	  do.	  
4.	   Review	  the	  responsibilities	  of	  the	  functions	  as	  assigned	  to	  your	  position.	  	  

	  
Activate	  Functions.	  
5.	   Activate	  Units	  as	  directed	  by	  the	  Logistics	  Section	  Chief:	  

a.	   Supply	  Unit.	  
b.	   Facilities	  Unit.	  
c.	   Ground	  Support	  Unit.	  

6.	   Designate	  a	  Unit	  Leader	  for	  each	  function	  activated	  as	  needed.	  
Note:	   Remember,	  you	  must	  carry	  out	  the	  responsibilities	  of	  any	  function	  that	  is	  

activated	  but	  not	  having	  any	  staff	  assigned.	  
a.	   Make	  required	  personnel	  assignments	  as	  staff	  arrives	  at	  the	  EOC.	  
b	   Provide	   arriving	   personnel	   with	   position	   checklist	   of	   duties	   and	  

responsibilities.	  
c.	   Assign	  work	  locations	  and	  preliminary	  work	  tasks	  to	  arriving	  personnel.	  

7.	   Determine	  financial	  and	  administrative	  support	  needs.	  
a.	   Report	  this	  information	  to	  the	  Logistics	  Section	  Chief.	  	  

8.	   Determine	  the	  24–hour	  staffing	  requirements	  for	  your	  Branch.	  
a.	   Report	  this	  information	  to	  the	  Logistics	  Section	  Chief.	  	  

	  
Supervise	  Functions.	  
9.	   Insure	   that	   the	   tasks	   assigned	   to	   your	   Branch	   as	   per	   the	   “EOC	   Action	   Plan”	   are	  

carried	  out	  effectively.	  
a.	   Provide	   your	   Unit	   Leaders	   with	   assignments	   and	   specific	   actions	   which	  

require	  immediate	  attention.	  
10.	   Insure	  that	  your	  Branch	  personnel	  are	  supporting	  other	  EOC	  elements	  consistent	  

with	  priorities	  established	  by	  Logistics	  Section	  Chief	  and	  EOC	  Incident	  Commander.	  
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11.	   Insure	  adequate	  staff;	  Review	  overall	  staffing	  requirements	  and	  request	  additional	  
support	  as	  required.	  

12.	   Establish,	  maintain	  communications	  with	  incident	  site(s)	  as	  appropriate.	  
13.	   Insure	  message	  flow	  and	  content	  are	  correct.	  
14.	   Insure	  status	  boards	  assigned	  to	  your	  Section	  are	  kept	  current.	  

a.	   Maintain	   current	   displays	   associated	   with	   your	   area.	   Make	   sure	   that	  
information	  reports	  or	  displays	  you	  prepare	  are	  clear	  and	  understandable.	  

15.	   Brief	  Logistics	  Section	  Chief	  on	  major	  problem	  areas	  that	  now	  need	  or	  will	  require	  
solutions.	  

16.	   Provide	  situation	  and	  resources	  information	  to	  Logistics	  Section	  Chief	  on	  a	  periodic	  
basis	  or	  as	  the	  situation	  requires.	  

17.	   Make	   sure	   that	   all	   contacts	   with	   the	   media	   are	   fully	   coordinated	   first	   with	   the	  
Public	  Information	  Officer.	  

18.	   Attend	  Section	  meetings	  and	  briefings.	  
19.	   Prepare,	  submit	  situation	  report(s)	  on	  your	  Branch	  activities.	  	  

a.	   Recommend	  priorities	  for	  allocating	  critical	  resources.	  
b.	   List	  key	  issues	  currently	  facing	  your	  Branch.	  
c.	   List	  action	  items	  to	  be	  accomplished	  within	  the	  next	  operational	  period.	  

d.	   Forecast,	  determine	  likely	  future	  Branch	  needs	  for	  resources	  and	  personnel.	  
	  

References	   1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP.	  
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Town	  of	  Palm	  Beach	  EOC	  Position	  Task	  Sheet	  

Position	   4.2.1	  SUPPLY	  UNIT	  

Purpose	  

Provide	   resource	   and	   logistical	   support	   to	   Town	   Departments	   and	   organizations	  
involved	   in	   emergency	   response	   and	   recovery	   efforts.	   Coordinate	   acquisition	   of	  
resources	  from	  the	  County	  (Logistics	  Branch),	  State	  or	  Federal	  government	  when	  local	  
resources	  are	  depleted.	  	  

Lead	   TBD.	  

Support	   Internal	  /	  External	  Resources	  

Emergency	  
Operations	  
Center	  (EOC)	  

1.	   Staff	  the	  Supply	  Unit	  in	  the	  EOC	  Logistics	  Section.	  
2.	   Coordinate	   with	   the	   EOC	   Command	   and	   General	   Staff	   to	   determine	   resource	  

needs.	  Essential	  information	  includes:	  	  
a.	   Size.	  	  
b.	   Amount.	  
c.	   Location.	  	  
d.	   Type	  of	  resource.	  	  
e.	   Time	  frame	  in	  which	  it	  is	  needed.	  

3.	   Advise,	  assist	  the	  EOC	  Management	  and	  General	  Staff	  with	  determining	  priorities.	  
4.	   In	  general:	  

a.	   Receive,	  document,	  prioritize,	  and	  track	  requests	  for	  resources.	  	  
b.	   Use	  resource	  inventory/lists	  to	  match	  and	  meet	  needs.	  	  
c.	   Coordinate	  with	  the	  Ground	  Support	  Unit	  as	  necessary.	  	  
d.	   Assist	   in	   establishing	  EOC	   staging	  areas	   in	   coordination	  with	   the	  Operations	  

Section	  Chief.	  
e.	   Coordinate	  supply	  distribution	  points,	  reception,	  storage,	  and	  deployment.	  
f.	   Coordinate	  with	  other	  functions	  within	  the	  EOC.	  	  
g.	   Notify	  resource	  requesters	  of	   the	   fact	   that	  requests	  have	  been	  satisfied	  and	  

provide	  data	  concerning	  expected	  time	  of	  arrival,	  quantity	  en–route,	  etc.	  	  
h.	   Maintain	  financial	  and	  legal	  accountability.	  

5.	   Sources	  for	  resources	  can	  include:	  	  
a.	   All	  Town	  personnel,	  equipment,	  supplies	  and	  facilities.	  	  
b.	   County,	  State,	  Federal	  agencies	  and	  organizations.	  
c.	   NGOs.	  
d.	   General	  public.	  	  
e.	   Businesses,	  industry.	  

6.	   Establish,	  maintain	  contact	  with	  State	  EOC	  through	  the	  County	  EOC.	  	  
a.	   Coordinate	  additional	  resource	  needs.	  

7.	   Finance/Purchasing:	  	  
a.	   Secure	  goods	  and	  services.	  

8.	   Determine	  present	  and	  future	  need	  for	  food,	  water,	  and	  ice	  resources.	  	  
a.	   Notify	  vendors	  of	  present	  and	  future	  needs.	  	  

9.	   Develop	  a	  plan	   that	  will	   insure	   timely	  distribution	  of	   food,	  water,	   ice	   supplies	   to	  
the	  affected	  areas.	  
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10.	   Procure	   storage	   facilities,	   both	   refrigerated	   and	   non–refrigerated	   for	   the	  
warehousing	  of	  ice	  and	  perishable	  food	  items	  outside	  of	  affected	  area.	  

11.	   Coordinate	   food,	   water,	   and	   ice	   supply	   activities	   with	   the	   appropriate	   tasked	  
organizations.	  
a.	   Coordinate	  assistance	  in	  preparation	  and	  segregation	  of	  food	  stuffs	  for	  mass	  

bulk	  distribution.	  
12.	   Make	  emergency	  food	  supplies	  available	  to	  residents	  for	  take–home	  consumption.	  
13.	   Coordinate	   the	   procurement	   and	   delivery	   of	   food,	   water	   and	   ice	   to	   Town	  

employees	  working	  in	  the	  Town	  EOC.	  
14.	   Coordinate	  with	   the	  Ground	   Support	  Unit	   for	   transportation	  of	   food,	  water,	   and	  

ice	  supplies	  to	  designated	  distribution	  or	  mass	  feeding	  sites.	  
15.	   Deploy	  water	  	  to	  locations	  identified	  by	  the	  EOC.	  
16.	   Obtain,	   coordinate	   food,	  water,	   and	   ice	   resources	   as	   requested	   by	   field	   incident	  

commanders.	  	  
17.	   Provide	  water,	  food,	  ice	  information	  to	  the	  appropriate	  EOC	  Sections	  on	  a	  regular	  

basis.	  
18.	   Sources	  for	  resources	  can	  include:	  

a.	   Local	  and	  regional	  suppliers.	  
b.	   County	  EOC.	  
c.	   State	  and	  Federal	  agencies.	  

19.	   Establish,	  maintain	  contact	  with	  County	  EOC:	  	  
a.	   Coordinate	  delivery	  of	  food,	  water,	  and	  ice	  to	  affected	  areas.	  	  

20.	   Maintain	   records	   of	   the	   cost	   of	   supplies,	   resources	   and	   staff–hours	   needed	   to	  
complete	  the	  resource	  support	  function.	  

21.	   Continue	   to	  assess	   the	   situation	  and	  priorities	   to	  address	   the	  most	   critical	  needs	  
and	  develop	  strategies.	  

22.	   Coordinate	   with	   Finance/Purchasing	   in	   preparing	   and	   submitting	   emergency	  
requisitions	  for	  goods	  and	  services	  necessary	  to	  support	  operations	  as	  requested.	  

23.	   Identify	  the	  number	  of	  people	  without	  food	  within	  the	  affected	  area.	  
24.	   Inventory	  warehoused	  food	  products/quantities	  and	  identify	  additional	  sources	  to	  

obtain	  supplies.	  
25.	   Coordinate	  the	  transportation	  of	  food	  shipments	  to	  warehouses,	  feeding	  sites	  and	  

pantry	  locations.	  
26.	   Assist	  with	  other	  duties	  as	  requested.	  
27.	   Maintain	  records	  of	  cost	  and	  expenditures	  to	  accomplish	  this	  function	  and	  forward	  

them	  to	  the	  EOC	  Finance/Administration	  Section	  Chief.	  

References	   1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP.	  
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Town	  of	  Palm	  Beach	  EOC	  Position	  Task	  Sheet	  

Position	   4.2.2	  FACILITIES	  UNIT	  

Purpose	  

Provide	   coordination	   and	   liaison	   with	   the	   County's	  Mass	   Care	   Unit,	   and	   other	   State,	  
Federal,	   and	  volunteer	  organizations	   responsible	   for	   temporary	   sheltering,	  mass	   care,	  
and	  the	  distribution	  of	   relief	   supplies	  and	  disaster	  welfare	   information	   for	   the	  Town’s	  
population	  impacted	  by	  a	  disaster.	  
	  
Mass	  Care:	  Coordinate	  with	  the	  County's	  Mass	  Care	  Unit	  to	  provide	  congregate	  lodging	  
and	  meet	   basic	   human	   needs,	   during	   and	   after	   emergencies	   or	   disasters,	   to	   persons	  
unable	  to	  provide	  for	  themselves.	  
	  
Sheltering:	   Coordinate	   with	   the	   County's	   Mass	   Care	   Unit	   to	   provide	   for	   the	   use	   of	  
shelters	   for	   people	   unable	   to	   return	   home	   as	   a	   result	   of	   disaster,	   and	   to	   insure	  
availability	  of	  basic	  survival	  needs	  (food,	  water,	  etc.)	  for	  use	  during	  disasters.	  
	  
Access	   and	   Functional	   Needs	   Populations:	   Provide	   support	   to	   Palm	   Beach	   County	   in	  
the	  local	  registration,	  transportation,	  sheltering,	  and	  care	  of	  special	  needs	  populations.	  
	  
Comfort	   Center:	   Provide	   post	   storm	   Comfort	   Center,	   as	   required	   at	   the	   Town’s	  
Recreation	  Center.	  

Lead	   Internal	  and	  External	  Resources.	  

Support	  

1.	   American	  Red	  Cross,	  County	  EOC	  ,Town	  Logistics	  Section,	  VIPS	  volunteers	  
2.	   Human	  Resources	  can	  provide	  support	  staff	  if	  staffing	  permits.	  
3.	   Police:	   Very	   limited	   options	   here	   for	   assistance,	   have	   some	   common	   vehicles	  

which	  could	  be	  used	  for	  special	  transports,	  but	  nothing	  for	  mass	  transport.	  Limited	  
space	   for	   sheltering	  and	  mostly	  used	  by	  Police	   staff	  on	  24–hour	   shift	   rotation.	   If	  
staffing	  allows,	  could	  supply	  command	  staff	  for	  coordination	  and	  distribution.	  

4.	   IS:	  Supply	  technical	  support	  and	  computer	  equipment	  as	  needed.	  

Emergency	  
Operations	  
Center	  (EOC)	  

1.	   Staff	  the	  Facilities	  Unit	  in	  the	  EOC	  Logistics	  Section.	  
2.	   Sources	  for	  resources	  can	  include:	  

a.	   Palm	  Beach	  County	  Emergency	  Operations	  Center	  (EOC).	  
b.	   American	  Red	  Cross.	  
c.	   Salvation	  Army.	  

3.	   Establish,	  maintain	  contact	  with	  Palm	  Beach	  County	  EOC:	  
a.	   Provide	  information	  on	  mass	  care	  needs.	  
b.	   Coordinate	  receipt,	  distribution	  of	  bulk	  items	  and	  donated	  goods.	  

4.	   Establish,	  staff,	  and	  maintain	  supply	  distribution	  points	  within	  the	  Town.	  
	  

Sheltering	  duties	  include:	  
Determine	   requirement	   for	   shelters	   for	   disaster	   victims	   and	   temporary	   sheltering	   for	  
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emergency	  responders.	  

References	   1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP.	  
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Town	  of	  Palm	  Beach	  EOC	  Position	  Task	  Sheet	  

Position	   4.2.3	  GROUND	  SUPPORT	  (TRANSPORTATION)	  UNIT	  

Purpose	  

Provide	   for	   coordination	   of	   transportation	   resources	   (human,	   technical,	   equipment,	  
facility,	  materials	  and	  supplies)	  available	  to	  the	  Town	  to	  be	  utilized	  in	  support	  of	  Town	  
emergency	   and	   recovery	   transportation	   needs.	   Coordinate	   with	   the	   County's	  
Transportation	   Unit	   for	   the	   allocation	   and	   mobilization	   of	   County,	   State,	   Federal	  
transportation	  resources	  available	  for	  emergency	  response.	  In	  the	  context	  of	  this	  plan,	  
transportation	  refers	  to	  the	  resources	  and	  assets	  necessary	  to	  move	  goods	  and	  people.	  

Lead	   TBD.	  

Support	   Internal	  and	  External	  Resources.	  

Emergency	  
Operations	  
Center	  (EOC)	  

1.	   Staff	  Ground	  Support	  (Transportation)	  Unit	  within	  the	  EOC	  Logistics	  Section.	  	  
2.	   Determine	  condition,	  status	  of	  	  Town	  transportation	  resources.	  

•	   Develop	  comprehensive	  list	  of	  available	  	  Town	  vehicles	  and	  equipment.	  
3.	   Coordinate	  with	  support	  agencies	  in	  providing	  sufficient	  fuel	  supplies	  to	  	  agencies,	  

emergency	  response	  organizations,	  and	  areas	  along	  evacuation	  routes.	  
4.	   Maintain	   liaison	   with	   all	   support	   Departments	   and	   communication	   with	   field	  

personnel.	  
5.	   Determine	  present	  and	  future	  need	  for	  transportation	  resources.	  	  
6.	   Continually	  assess	   the	  situation	   to	  address	   the	  most	  critical	   transportation	  needs	  

and	  develop	  strategies.	  
7.	   Receive,	  prioritize	  and	  coordinate	  requests	  for	  transportation	  resources	  from	  field	  

incident	  commanders.	  Sources	  can	  include:	  
a.	   Town	  Departments.	  
b.	   Palm	  Beach	  County	  EOC.	  
c.	   Private	  companies:	  bus,	  taxi,	  trucking,	  car/truck	  rentals.	  
d.	   Non	  Governmental	  Organizations	  (NGOs).	  
e.	   Commercial	  carriers.	  
f.	   Ambulance	  companies.	  

8.	   Coordinate	   procurement	   of	   rental	   vehicles	   and	   other	   needed	   equipment	   with	  
operators	  and	  independent	  maintenance	  locations	  as	  required.	  

9.	   Insure	   field	  maintenance	   support,	   to	   include,	   but	   not	   limited	   to,	   fuel,	   lubricants,	  
tires	  and	  vehicles	  parts.	  

10.	   Insure	  a	  continuous	  source	  and	  supply	  of	  food,	  water	  and	  ice	  for	  personnel.	  
11.	   Provide	  transportation	  services	  to	  assist	  in	  damage	  assessment	  operations.	  
12.	   Coordinate	  needs	  with	  County	  EOC,	  as	  necessary.	  
13.	   Coordinate	   with	   County	   EOC	   to	   provide	   evacuation	   transportation	   assistance	  

where	  necessary.	  
14.	   Determine	   condition,	   status	   of	   transportation	   systems	   and	   routes.	   Develop	   and	  

maintain	  status	  map	  showing:	  
a.	   Routes	  that	  are	  open	  unconditionally;	  
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b.	   Routes	  that	  are	  closed;	  
c.	   Routes	  that	  have	  not	  yet	  been	  inspected;	  
d.	   Bridges	  that	  are	  open	  without	  restriction;	  
e.	   Bridges	  that	  are	  open	  with	  restrictions;	  
f.	   Bridges	  that	  are	  closed	  until	  replaced;	  
g.	   Bridges	  that	  have	  yet	  to	  be	  inspected;	  and	  
h.	   Bridges	   that	   have	   been	   visually	   inspected	   but	   require	   engineering	   tests	   to	  

make	  further	  determinations.	  
15.	   Close	  infrastructure	  determined	  to	  be	  unsafe.	  	  
16.	   Post	  signing	  and	  barricades.	  	  
17.	   Prioritize	   and/or	   allocate	   the	   resources	   necessary	   to	   maintain	   and	   restore	   the	  

transportation	  infrastructure	  and	  services	  to	  support	  other	  EOC	  branches/units.	  	  
18.	   Coordinate	  traffic	  control	  assistance	  and	  damage	  assessment	  of	  the	  transportation	  

infrastructure.	  	  
19.	   Determine	   the	   most	   viable	   transportation	   networks	   to,	   from	   and	   within	   the	  

emergency	  area	  and	  regulate	  the	  use	  of	  these	  transportation	  networks.	  	  
20.	   Identify,	   prioritize,	   procure,	   and	   allocate	   available	   resources	   to	   maintain	   and	  

restore	  the	  use	  of	  the	  transportation	  infrastructure.	  	  
21.	   Make	  available	  personnel,	  equipment	  and	  other	  assets	  to	  assist	  in	  the	  restoration	  

and	  maintenance	  of	  the	  transportation	  infrastructure.	  	  
22.	   Provide	  frequent	  updates	  to	  the	  EOC	  Logistics	  Section	  Chief	  as	  to	  the	  status	  of	  the	  

transportation	  infrastructure.	  	  
23.	   Maintain	  records	  of	  cost	  and	  expenditures	  to	  accomplish	  this	  function	  and	  forward	  

them	  to	  the	  EOC	  Finance/	  Administration	  Section	  Chief.	  

References	   1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP.	  
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	   Town	  of	  Palm	  Beach	  

Emergency	  Operations	  Center	  (EOC)	  
Incident	  Command	  System	  (ICS)	  Organizational	  Structure	  

5.0	  	  Finance/	  
Administration	  Section	  

4.0	  	  Logistics	  
Section	  

2.0	  	  Operations	  
Section	  

3.0	  	  Planning	  
Section	  

2.1.1	  	  Fire	  Fighting	  Unit	  

2.1.2	  	  Health	  &	  Medical	  Unit	  	  

2.1.3	  	  Search	  &	  Rescue	  Unit	  	  

2.1.4	  	  Hazardous	  Materials	  
Unit	  

2.2.1	  	  Military	  Support	  Unit	  

2.2.2	  	  Volunteers	  Unit	  

2.2.3	  	  Law	  Enforcement	  &	  
Security	  Unit	  	  

2.2.4	  	  Animal	  Protection	  Unit	  

2.3.1	  	  Public	  Works	  &	  
Engineering	  Unit	  

2.3.2	  	  Utilities	  Unit	  

4.1.1	  	  Communications	  Unit	  

4.1.2	  	  Donations	  Unit	  

4.1.3	  	  Food	  Unit	  

2.1	  Fire	  –	  Rescue	  Branch	  

2.2	  Police	  Branch	  

2.3	  Public	  Works	  Branch	  

4.1	  	  Services	  Branch	  

4.2	  	  Support	  Branch	  

3.1	  	  Situation	  Unit	  

3.3	  	  Planning	  Unit*	  

*IAPs:	  Demobilization	  &	  Recovery	  

3.4	  	  Resource	  Status	  Unit	  

v012211	  

1.5	  Safety	  Officer	  

1.6	  Liaison	  Officer	  

1.4.1	  EOC	  Support	  Officer	  

1.4	  EOC	  Manager	  

1.2	  Executive	  Policy	  
Group	  

1.0	  	  INCIDENT	  
COMMANDER	  

	  
DEPUTY	  

(Rumor	  Control,	  Public	  &	  Business	  Outreach)	  	  

	  

1.1	  Mayor/Town	  
Council	  

1.3	  Public	  
Information	  	  Officer	  

3.5	  	  Documentation	  Unit	  

4.2.1	  	  Supply	  Unit	  
(Includes	  Resource	  Support)	  

4.2.2	  	  Facilities	  Unit	  
(Includes	  Mass	  Care	  Support)	  

4.2.3	  	  Ground	  Support	  Unit	  
(Includes	  Transportation	  Support)	  

5.2	  	  Cost	  Unit	  

5.3	  	  Time	  Unit	  

5.4	  	  Claims	  &	  Compensation	  
Unit	  

5.1	  	  Procurement	  Unit	  

3.2	  	  Damage	  Assessment	  Unit	  
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Town	  of	  Palm	  Beach	  EOC	  Position	  Task	  Sheet	  

Position	   FINANCE	  &	  ADMINISTRATION	  SECTION	  CHIEF	  

Purpose	  

1.	   Assume	  responsibility	  for	  ensuring	  that	  the	  Departments/Units	  within	  your	  Section	  
is	  staffed	  and	  activated	  as	  directed	  by	  the	  EOC	  Incident	  Commander.	  

2.	   Manage	  the	  Departments/Units	  within	  your	  Section.	  
3.	   Insure	  that	  the	  operational	  objectives	  and	  tasks	  assigned	  to	  your	  Section	  as	  per	  the	  

“EOC	  Action	  Plan”	  are	  carried	  out	  effectively.	  
4.	   Within	   established	   policies	   and	   procedures,	   provide	   fiscal	   and	   administrative	  

procedures	   to	   support	   emergency	   measures	   at	   all	   levels	   in	   government	   and	   to	  
preserve	   vital	   community	   records	   in	   the	   event	   of	   disaster	   or	   major	   emergency.	  
Includes	  documenting	  work	  performed	  and	  associated	  costs.	  

Lead	   Finance	  Director.	  

Support	   Internal	  and	  External	  Resources.	  

Emergency	  
Operations	  
Center	  (EOC)	  

1.	   Determine	   from	   the	  EOC	   Incident	  Commander	  which	  Departments/	  Units	   should	  
be	  activated.	  

2.	   Activate	  Departments/Units	  within	  the	  Section	  as	  required:	  
a.	   Procurement	  Unit.	  
b.	   Cost	  Unit.	  
c.	   Time	  Unit.	  
d.	   Claims	  &	  Compensation	  Unit.	  

3.	   Designate	  a	  unit	  leader	  for	  Departments/Units	  activated.	  
Note:	   Remember,	   you	   must	   carry	   out	   the	   responsibilities	   of	   any	  

Departments/Units	  that	  is	  activated	  but	  not	  having	  any	  staff	  assigned.	  
a.	   Make	  required	  personnel	  assignments	  as	  staff	  arrives	  at	  the	  EOC.	  
b.	   Provide	   arriving	   personnel	   with	   position	   checklist	   of	   duties	   and	  

responsibilities.	  
c.	   Assign	  work	  locations	  and	  preliminary	  work	  tasks	  to	  arriving	  personnel.	  

4.	   Notify	   Planning	   Section	   when	   Units	   have	   been	   activated	   including	   name	   and	  
location	  of	  assigned	  personnel.	  

5.	   Insure	   that	   your	   Section	   is	   set	   up	   properly	   and	   that	   appropriate	   personnel,	  
equipment	  and	  supplies	  are	  in	  place.	  	  
a.	   Setup	  your	  work	  station,	  including	  maps	  and	  status	  boards.	  	  

6.	   Determine	   the	   24–hour	   staffing	   requirements	   for	   your	   Section	   and	   request	  
additional	  support	  as	  required.	  

7.	   The	  gathering	  and	  analyzing	  of	  fiscal	  data.	  
8.	   Maintenance	  of	  financial	  records.	  
9.	   The	  tracking	  and	  recording	  of	  all	  staff	  time.	  
10.	   The	   processing	   of	   purchase	   orders	   &	   contracts	   in	   coordination	   with	   “Logistics	  

Section.”	  
11.	   The	  processing	  worker’s	  compensation	  claims	  received	  at	  the	  EOC.	  
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12.	   The	  processing	  of	  travel	  and	  expense	  claims.	  
13.	   Insure	  that	  the	  operational	  objectives	  and	  tasks	  assigned	  to	  your	  Section	  as	  per	  the	  

“EOC	  Action	  Plan”	  are	  carried	  out	  effectively.	  
a.	   Coordinate	  operational	  requests	  and	  task	  assignments.	  
b.	   Provide	  Units	  with	  assignments	  and	  specific	  actions	  which	  require	  immediate	  

attention.	  
14.	   Insure	   that	   your	   Section	   is	   supporting	   other	   EOC	   elements	   consistent	   with	  

priorities	  established	  by	  the	  EOC	  Incident	  Commander.	  
15.	   Maintain	   the	  appropriate	   level	  of	  organization	   (required	  number	  of	  Units)	  within	  

your	  Section.	  
a.	   Insure	   adequate	   staff;	   Review	   overall	   staffing	   requirements	   and	   request	  

additional	  support	  as	  required.	  
16.	   Establish,	  maintain	  communications	  with	  incident	  site(s)	  as	  appropriate.	  
17.	   Insure	  message	  flow	  and	  content	  are	  correct.	  
18.	   Insure	  status	  boards	  assigned	  to	  your	  Section	  are	  kept	  current.	  

a.	   Maintain	   current	   displays	   associated	   with	   your	   area.	   Make	   sure	   that	  
information	  reports	  or	  displays	  you	  prepare	  are	  clear	  and	  understandable.	  

19.	   Brief	   EOC	   Incident	   Commander	   on	   major	   problem	   areas	   that	   now	   need	   or	   will	  
require	  solutions.	  

20.	   Provide	  situation	  and	  resources	  information	  to	  Planning	  Section	  on	  a	  periodic	  basis	  
or	  as	  the	  situation	  requires.	  

21.	   Make	   sure	   that	   all	   contacts	   with	   the	   media	   are	   fully	   coordinated	   first	   with	   the	  
Public	  Information	  Officer.	  

22.	   Provide	  summary	  of	  the	  disaster	  situation.	  
23.	   Provide	  summary	  of	  the	  kind	  and	  extent	  of	  Units	  support	  that	  may	  be	  asked	  for.	  
24.	   Insure	  that	  all	  organizational	  elements	  are	  aware	  of	  priorities.	  
25.	   Determine	  if	  there	  are	  un–met	  needs	  or	  problems.	  
26.	   Assign	  tasks	  to	  Section	  personnel.	  
27.	   Obtain	  consensus	  among	  staff	  on	  objectives	  for	  forthcoming	  operational	  periods.	  
28.	   Recommend	  priorities	  for	  allocating	  critical	  resources.	  
29.	   List	  key	  issues	  currently	  facing	  your	  Section.	  
30.	   List	  action	  items	  to	  be	  accomplished	  within	  the	  next	  operational	  period.	  
31.	   Forecast,	  determine	  likely	  future	  Units	  needs	  for	  resources	  and	  personnel.	  
32.	   Insure	   that	   intelligence	   information	   from	  your	  Section’s	  Units	  are	  made	  available	  

to	  the	  Planning	  Section.	  
33.	   Participate	  in	  preparation	  of	  the	  EOC	  Incident	  Action	  Plan.	  

a.	   Attend	  Planning	  Meeting(s).	  	  
b.	   Obtain	  and	  review	  any	  major	  incident	  reports.	  	  
c.	   Provide	   input	   on	   current	   service	   and	   support	   capabilities.	   Identify	   types	   of	  

resources	  which	  are	  in	  low	  supply	  and	  may	  necessitate	  allocation.	  
d.	   Prepare	  the	  your	  Section	  assignments	   for	   the	  next	  operational	  period	  based	  

on	  the	  operational	  objectives	  generated	  at	  the	  planning	  meeting.	  
e.	   Identify	   potential	   future	   operational	   needs	   so	   as	   to	   anticipate	   logistical	  

requirements.	  
f.	   Identify	   service	   and	   support	   requirements	   for	   planned	   and	   expected	  

operations.	  
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g.	   Advise	  on	  current	  service	  and	  support	  capabilities.	  
h.	   Estimate	  future	  service	  and	  support	  requirements.	  

34.	   Develop	  a	  Section	  plan	  for	  carrying	  out	  all	  responsibilities.	  
35.	   Continuously	   monitor	   Section	   activities	   and	   modify	   organization	   of	   Section	   as	  

needed.	  
36.	   Assess,	  manage	  and	  monitor	  the	  structural	  and	  staffing	  needs	  of	  your	  Section.	  	  
37.	   Review	  the	  responsibilities	  of	  the	  Departments/Units	  in	  your	  Section.	  	  
38.	   Evaluate	   Departments/Units	   staff	   performance	   on	   an	   ongoing	   basis,	   adjust	   or	  

replace	  personnel	  if	  necessary.	  
39.	   Resolve	  problems	  early,	  involve	  EOC	  Incident	  Commander	  if	  appropriate.	  
40.	   Adopt	   a	   proactive	   attitude.	   Think	   ahead	   and	   anticipate	   situations	   and	   problems	  

before	  they	  occur.	  

References	   1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP.	  
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Town	  of	  Palm	  Beach	  EOC	  Position	  Task	  Sheet	  

Position	   5.1	  PROCUREMENT	  UNIT	  

Purpose	  
The	   Procurement	  Unit	   facilitates	   the	   acquisition	   of	   supplies,	   equipment,	   facilities	   and	  
services	   necessary	   to	   support	   the	   emergency	   response	   actions.	   Insures	   that	   all	  
obligation	  documents	  initiated	  in	  the	  incident	  are	  properly	  prepared	  and	  completed.	  	  

Lead	   Purchasing	  Division.	  

Support	   1.	   The	  Purchasing	  Division	  maintains	  a	   list	  of	   vendors	  as	  well	   as	   a	   list	  of	   frequently	  
needed	  emergency	  materials	  on	  file.	  

Emergency	  
Operations	  
Center	  (EOC)	  

1.	   Contact	  appropriate	  unit	  leaders	  on	  incident	  needs	  and	  any	  special	  procedures.	  
2.	   Advise	  Section	  Chiefs	  and	  Branch/Unit	  Leaders	  on	  procurement	  procedures.	  
3.	   Determine	  whether	  any	  special	  requirements	  for	  problems	  exist.	  
4.	   Coordinate	  all	  required	  paperwork	  with	  Logistics	  Section	  Supply	  Unit.	  
5.	   Obtain	  listing	  of	  activated	  contracts/agreements.	  
6.	   Assemble	  copies	  of	  activated	  contracts	  -‐	  agreements.	  
7.	   Coordinate	  closely	  with	  Logistics	  Section.	  
8.	   Organize	  and	  direct	  equipment	  time	  recording	  function.	  	  
9.	   Establish	  contracts	  with	  supply	  vendors	  as	  required.	  	  
10.	   Maintain	  listing	  of	  vendors/suppliers	  and	  telephone	  numbers.	  	  
11.	   Coordinate	   the	   use	   of	   Impress	   funds	   (public	   money	   loaned	   to	   discharge	   a	  

government	  duty)	  as	  required.	  	  
12.	   Determine	  requirement	  from	  agency	  for	  Impress	  fund.	  
13.	   Coordinate	  procedures	  and	  security	  for	  cash	  transactions.	  	  
14.	   Insure	  proper	  emergency	  charge	  code	  is	  posted.	  
15.	   As	  required:	  

a.	   Maintain	  ample	  amount	  of	  purchase	  orders.	  
b.	   Prepare	  and	  sign	  contracts	  and	  use	  agreements	  as	  needed.	  
c.	   Develop	  and	  administer	  a	  cash	  account.	  
d.	   Determine	  whether	  additional	  vendor	  service	  agreements	  may	  be	  necessary,	  

based	  on	  the	  extent	  of	  disaster	  response	  operations.	  
e.	   Interpret	   contracts/agreements,	   and	   resolve	   claims	   or	   disputes	   within	  

delegated	  authority.	  
16.	   Finalize	  all	  agreements	  and	  contracts.	  
17.	   Complete	  final	  processing	  and	  send	  documents	  for	  payment.	  
18.	   Maintain	  final	  incident	  receiving	  documents:	  

a.	   Obtain	  copies	  of	  all	  vendor	  invoices.	  
b.	   Verify	  that	  all	  equipment	  time	  records	  are	  complete.	  
c.	   Maintain	  comprehensive	  audit	  trail	  for	  all	  procurement	  documents.	  

19.	   Verify	  all	  invoices:	  
a.	   Check	  completeness	  of	  all	  data	  entries	  on	  vendor	  invoices.	  
a.	   Compare	  invoices	  against	  procurement	  documents.	  
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a.	   Assure	  that	  only	  authorized	  personnel	  initiate	  orders.	  
20.	   Coordinate	  cost	  data	  in	  contracts	  with	  Cost	  Unit.	  	  
21.	   Provide	  daily	  summary	  estimates	  of	  total	  expenditures	  for	  equipment	  and	  supplies	  

purchased	  or	  rented	  for	  incident	  response	  efforts.	  
22.	   Coordinate	  with	  “Claims	  Unit”	  procedures	  for	  handling	  claims.	  
23.	   Admonish	   vendors	   as	   necessary,	   regarding	   unethical	   business	   practices,	   such	   as	  

inflating	  prices	  or	  rental	  rates	  for	  their	  merchandise	  or	  equipment	  during	  disasters.	  
24.	   Report	  violations	  to	  the	  IC	  and	  Town	  manager.	  

References	   1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP.	  
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Town	  of	  Palm	  Beach	  EOC	  Position	  Task	  Sheet	  

Position	   5.2	  COST	  UNIT	  

Purpose	  

The	  Cost	  Unit	   is	   responsible	   for	   collecting	   all	   cost	   data,	   performing	   cost	   effectiveness	  
analyses	   and	   providing	   cost	   estimates	   and	   cost	   saving	   recommendations.	   Specifically,	  
the	   Cost	   Unit	   is	   responsible	   for	   maintaining	   a	   Disaster	   Accounting	   system	   and	  
developing	  procedures	  to	  capture	  and	  document	  costs	  relating	  to	  a	  disaster/emergency	  
in	   coordination	  with	  other	   Sections	  and	  departments.	   The	  Unit	   is	   also	   responsible	   for	  
maximization	   of	   cost	   recovery	   by	   working	   with	   appropriate	   departments/agencies,	  
requesting	   reimbursement	   for	   disaster	   eligible	   expenditures	   in	   a	   timely	   manner,	  
recognizing	   outstanding	   receivables,	   recording	   related	   revenues	   and	   expenditures	   in	  
accordance	   with	   appropriate	   reporting	   requirements	   and	   monitoring	   receipt	   of	  
revenues	  for	  related	  cash	  flow	  requirements.	  	  

Lead	   Finance.	  

Support	   1.	   FEMA,	   Florida	   Department	   of	   Transportation,	   Florida	   Department	   of	  
Environmental	  Protection,	  West	  Palm	  Beach	  

Emergency	  
Operations	  
Center	  (EOC)	  

1.	   Establish	   and	   maintain	   a	   system	   whereby	   incident	   costs	   are	   identified	   and	  
accumulated	  for	  State	  and	  Federal	  reimbursements.	  
a.	   Maintain	  accurate	  records	  of	  funds,	  materials,	  and	  man–hours	  expended	  as	  a	  

direct	  result	  of	  the	  disaster.	  
b.	   Direct	  Departments	  to	  keep	  accurate	  records	  separating	  disaster	  operational	  

expenditures	   from	   day–to–day	   expenditures.	   Documentation	   will	   include:	  
Logs,	   formal	   records	   and	   file	   copies	   of	   all	   expenditures,	   receipts,	   personnel	  
time	  sheets.	  	  

c.	   Insure	  that	  Departments	  keep	  records	  of	  the	  name,	  arrival	  time,	  duration	  of	  
utilization,	   departure	   time	   and	   other	   information	   relative	   to	   the	   service	   of	  
emergency	   workers,	   as	   well	   as	   documentation	   of	   the	   injuries,	   lost	   or	  
damaged	  equipment,	  and	  any	  extraordinary	  costs.	  	  
Note:	   Accurate	   and	   timely	   documentation	   is	   essential	   for	   financial	  

recovery.	  
2.	   Important.	  Obtain	  a	  copy	  of	  FEMA's	  "Resource	  and	  Financial	  Management	  Policies	  

and	  Procedures	  for	  Emergency	  Management."	  
a.	   This	   document	   contains	   the	   requirements	   and	   forms	   for	   disaster	   cost	  

reimbursements.	  
b.	   Failure	   to	   follow	   the	   instructions	   and	   formats	  may	   result	   in	   the	   delaying	   or	  

denying	  of	  reimbursements.	  
3.	   Successful	  applicants	  will	  need	  to	  provide:	  

a.	   Daily	  work	  sheets	  (Force	  Account).	  
b.	   Rental	  equipment	  Record.	  
c.	   Contract	  Record.	  
d.	   Materials	  Record.	  
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e.	   Equipment	  Record.	  
f.	   Force	  Account	  Labor	  (Labor	  Record).	  
g.	   Cost	  Reimbursement	  Summary.	  
h.	   Administrative,	  copies	  of	  County	  policies	  concerning	  such	   issues	  as	  overtime	  

pay,	  compensations,	  mutual	  aid	  agreements,	  etc.	  

References	   1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP.	  
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Town	  of	  Palm	  Beach	  EOC	  Position	  Task	  Sheet	  

Position	   5.3	  TIME	  UNIT	  

Purpose	  

The	   Time	   Unit	   insures	   that	   plans	   and	   procedures	   are	   in	   place	   for	   the	   overall	  
management	  and	  tracking	  of	  personnel	   time.	  Specific	  duties	  of	   the	  Time	  Unit	   include:	  
Responsible	   for	   personnel	   time	   recording;	   Monitors	   time	   sheets,	   rosters,	   overtime	  
requests	  and	  other	  administrative	  support;	  EOC	  sign-‐in	  time	  sheet.	  

Lead	   Finance	  Department.	  	  

Support	   1.	   All	  Departments:	  Work	  with	  Finance	  to	  properly	  document	  activities.	  

Emergency	  
Operations	  
Center	  (EOC)	  

1.	   Determine	  requirements	  for	  time	  recording	  function.	  
2.	   Establish	  contact	  with	  appropriate	  agency	  personnel	  representatives.	  
3.	   Insure	   that	   daily	   personnel	   time	   recording	   documents	   are	   prepared	   and	  

compliance	  to	  time	  policy	  is	  met.	  
4.	   Establish	  and	  maintain	  a	  file	  for	  employee	  time	  reports.	  	  
5.	   Initiate,	  gather	  or	  update	  a	  time	  report	  from	  all	  applicable	  personnel	  through	  their	  

respective	  agencies	  that	  are	  assigned	  to	  the	  disaster	  or	  emergency.	  	  
6.	   Coordinate	  with	  the	  Planning	  Section	  to	  obtain	  a	  list	  of	  personnel	  involved.	  	  
7.	   Insure	  that	  all	  employee	  identification	  information	  is	  verified	  on	  the	  time	  report.	  
8.	   Post	   personnel	   travel;	   work	   hours,	   transfers,	   specific	   pay	   provisions	   (overtime,	  

etc.)	  to	  all	  personnel	  time	  documents.	  	  
9.	   Make	  sure	  all	  time	  reports	  are	  signed.	  	  
10.	   Maintain	  a	  log	  of	  EXCESSIVE	  hours	  that	  are	  worked	  by	  specific	  personnel	  and	  make	  

sure	  the	  log	  is	  forwarded	  to	  the	  Finance	  and	  Administrative	  Section	  Chief.	  	  
11.	   Determine	  audit	   schedule	   for	   review	  and	  provide	  estimate	  of	  daily	   response	  and	  

contractor	  personnel	  to	  the	  Administrative	  and	  Finance	  Section	  Chief.	  
12.	   Submit	  cost	  estimate	  data	  forms	  to	  cost	  unit	  as	  required.	  
13.	   Review	  reports	  for	  accuracy	  and	  legibility.	  
14.	   Obtain	  necessary	  signatures	  and	  approvals.	  
15.	   Organize	  and	  direct	  recording	  of	  equipment	  time.	  
16.	   Coordinate	  with	  Logistics	  for	  obtaining	  equipment	  use	  information.	  
17.	   Verify	  that	  information	  is	  correct.	  
18.	   Provide	  for	  records	  security.	  
19.	   Insure	  that	  all	  records	  are	  current	  or	  complete	  prior	  to	  demobilization.	  
20.	   Brief	   Administrative	   and	   Finance	   Section	   Chief	   on	   current	   problems,	  

recommendations,	  outstanding	  issues	  and	  follow-‐up	  requirements.	  

References	   1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP.	  



5.3	  TIME	  UNIT	  
Town	  of	  Palm	  Beach,	  

Florida	  
	  

	  

5.3	  –	  2	  
Comprehensive	  Emergency	  Management	  Plan	  (CEMP)	  

November	  2012	  
	  

	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  

This	  Page	  Left	  Blank	  Intentionally	  
	  
	  



Town	  of	  Palm	  Beach,	  
Florida	   5.4	  CLAIMS	  UNIT	  

	  

	  

Comprehensive	  Emergency	  Management	  Plan	  (CEMP)	  
November	  2012	   5.4	  –	  1	  
	  

	  

Town	  of	  Palm	  Beach	  EOC	  Position	  Task	  Sheet	  

Position	   5.4	  CLAIMS	  UNIT	  

Purpose	  

The	   Claims	   Unit	   insures	   that	   plans	   are	   in	   place	   for	   the	   overall	   management	   and	  
direction	   of	   compensation	   and	   claims.	   Specific	   duties	   of	   the	   Claims	   Unit	   include:	  
Administers	   claims	   arising	   from	   serious	   injury	   and	   death;	   Handles	   all	   other	   incident	  
claims.	  

Lead	   1.	   Risk	  Management.	  

Support	  

1.	   Police:	  Advisory	  only,	  will	  be	  working	  with	  Finance	  to	  properly	  document	  activities	  
per	  FEMA	  requirements.	  

2.	   Risk	  Management:	  workers’	   compensation	  claims	   for	  Town	  employees	  and	  Town	  
volunteers.	   General	   liability	   and	   property	   claims	   involving	   Town	   owned	   and/or	  
maintained	  property.	  

Emergency	  
Operations	  
Center	  (EOC)	  

1.	   Document	  and	  maintain	  a	  log	  of	  all	  accidents	  and	  injuries	  that	  occur	  to	  personnel	  
during	  any	  response	  operations.	  

2.	   Investigate	  all	  injury	  and	  damage	  claims	  as	  soon	  as	  possible.	  
3.	   Coordinate	  and	  handle	  all	  administrative	  paperwork	  on	  serious	   injuries	  or	  deaths	  

among	  personnel.	  	  
4.	   Maintain	   a	   log	   of	   all	   potential	   claims	   (i.e.	   for	   personal	   injury	   as	   well	   as	   loss	   or	  

liability	  of	  damaged	  or	  destroyed	  property).	  
5.	   Coordinate	   procurement	   of	  witness	   Statements	   and	   documentation	   for	   files	   and	  

liability	  reference.	  	  
6.	   Coordinate	  follow-‐up	  requirements	  for	  an	  outstanding	  claim	  investigation.	  	  
7.	   Insure	   that	   compensation	   for	   injury	   and	   claims	   logs	   and	   all	   related	   forms	   are	  

up-‐to-‐date	  and	  routed	  to	  the	  proper	  agency.	  

References	   1.	   Town	  of	  Palm	  Beach	  CEMP.	  
2.	   Palm	  Beach	  County	  CEMP.	  
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Annex	  IV	  
	  

A.	   INTRODUCTION,	  PURPOSE,	  GOALS.	  
	  
1.	   The	  Town	  of	  Palm	  Beach	  has	  the	  primary	  role	  in	  planning	  for	  and	  managing	  all	  aspects	  of	  its	  recovery.	  State	  

and	  Federal	  officials	  will	  look	  to	  the	  Town	  to	  clearly	  articulate	  its	  recovery	  priorities	  and	  develop	  recovery	  
plans.	  Post	  disaster	  recovery	  activities	  begin	  in	  the	  early	  stages	  of	  the	  response	  operations	  and	  may	  last	  for	  
years.	  

	  
2.	   The	   purpose	   of	   recovery	   planning	   is	   to	   anticipate	  what	  will	   be	   needed	   to	   restore	   the	   community	   to	   full	  

functioning	  as	  rapidly	  as	  possible	  through	  pre-‐event	  planning	  and	  cooperation	  between	  citizens,	  businesses	  
and	   government.	   Successful	   community	   recovery	   from	   disaster	   will	   only	   occur	   if	   everyone	   in	   the	  
community	   understands	   the	   process,	   and	   how	   they	   fit	   in.	   Individuals,	   agencies,	   organizations	   and	  
businesses	  must	  understand	  their	  responsibilities	  and	  must	  coordinate	  their	  work	  efforts	  with	  the	  Town's	  
recovery	  leadership.	  	  

	  
3.	   This	  Recovery	  Annex	  provides	  a	  framework	  to	  guide	  the	  Town’s	  recovery	  efforts.	  
	  
4.	   The	  Town’s	  recovery	  goals	  are	  to:	  
	  

a.	   Maintain	  Leadership.	  
b.	   Utilize	  local	  initiative	  and	  resources.	  
c.	   Maximize	  State/Federal	  programs	  and	  benefits.	  
d.	   Establish	  and	  maintain	  communications	  to	  and	  from	  citizens.	  
e.	   Provide	  a	  point	  of	  contact	  for	  disaster	  victims.	  
f.	   Make	  maximum	  use	  of	  damage	  and	  impact	  assessment	  for	  recovery	  planning.	  
g.	   Promote	  economic	  recovery.	  

	  

B.	   POLICY.	  
	  
1.	   To	   establish	   overall	   direction,	   control	   and/or	   coordination	   through	   the	   Town’s	   EOC	   ICS	   organization	   to	  

support	  disaster	  recovery.	  
	  
2.	   To	  utilize	  the	  National	  Incident	  Management	  System	  (NIMS)	  as	  the	  organizational	  basis	  for	  recovery	  to	  any	  

emergency.	  
	  
3.	   To	  assure	  a	  safe	  and	  rapid	  recovery	  for	  the	  residents	  and	  businesses	  of	  Palm	  Beach	  from	  a	  natural	  or	  man-‐

made	  disaster	  thru	  the	  processes	  of	  preparation	  and	  response.	  
	  

C.	   RECOVERY	  ROLES	  AND	  RESPONSIBILITIES.	  
	  
1.	   Individuals	  and	  Households.	  
	  

a.	   Individuals	   and	   families	   need	   to	   plan	   and	   be	   prepared	   to	   sustain	   themselves	   in	   the	   immediate	  
aftermath	  of	  a	  disaster.	  Those	  who	  prepare	  reduce	  personal	  stress,	  and	  they	  enhance	  their	  ability	  to	  
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undertake	  their	  own	  recovery	  and	  shape	  the	  future	  of	  the	  Town's	  recovery.	  
	  
b.	   Individuals	  and	  households	  should	  carry	  adequate	  insurance	  and	  maintain	  essential	  levels	  of	  supplies,	  

medication,	  food	  and	  water.	  Resources	  to	  help	  individuals	  and	  families	  prepare	  are	  available	  through	  
websites	  and	  publications	  of	  various	  organizations	   that	  are	  active	   in	  disasters,	   including	   local,	  State,	  
and	  Federal	  agencies.	  	  

	  
2.	   Private	  Sector	  -‐	  Business	  Community	  and	  Critical	  Infrastructure	  Owners	  and	  Operators.	  	  
	  

a.	   The	   private	   sector	   has	   a	   critical	   role	   in	   recovery.	   When	   the	   private	   sector	   is	   operational,	   the	  
community	  recovers	  more	  quickly	  by	  retaining	  and	  providing	  jobs	  and	  a	  stable	  tax	  base.	  Additionally,	  
the	  private	  sector	  owns	  and	  operates	   the	  vast	  majority	  of	   the	  critical	   infrastructure,	  such	  as	  electric	  
power,	  financial	  and	  telecommunications	  systems.	  	  

	  
b.	   The	   private	   sector	   should:	   develop,	   test	   and	   implement	   business	   continuity	   and	   restoration	   plans;	  

implement	  mitigation	  measures	  and	  preparedness;	  carry	  adequate	  insurance.	  
	  

3.	   Nonprofit	  Sector.	  
	  

a.	   Nonprofit-‐sector	  support	  is	  provided	  by	  a	  range	  of	  organizations	  from	  small	  locally-‐	  based	  nonprofits	  
to	   national	   organizations	   with	   extensive	   experience	   in	   disaster	   recovery.	   Nonprofits	   directly	  
supplement	  and	  fill	  gaps	  where	  government	  authority	  and	  resources	  cannot	  be	  applied.	  

	  
4.	   Town.	  
	  

a.	   The	   Town	   Office	   of	   Emergency	  Management	   is	   the	   lead	   agency	   for	   the	   Town's	   preparedness,	   pre-‐
disaster	  recovery	  and	  mitigation	  planning.	  	  

	  
b.	   Based	   on	   the	   disaster	   impacts,	   a	   recovery	   support	   function	   driven	   Recovery	   Incident	   Action	   Plan	  

(RIAP)	   will	   be	   developed.	   Recovery	   planning	   efforts	   will	   focus	   on	   activities	   that	   will	   restore	   the	  
community	  and	  reduce	  future	  disaster	  potential.	  

	  
c.	   Certain	   Town	   Departments,	   Agencies	   and	   Organizations	   will	   be	   assigned	   to	   lead	   specific	   recovery	  

support	  functions.	  	  
	  
d.	   During	  recovery	  the	  Town	  Manager	  may	  use	  the	  EOC	  Executive	  Policy	  Group	  to	  organize	  and	  manage	  

the	  Town's	  recovery	  activities.	  	  
	  
5.	   EOC	  Executive	  Policy	  Group	  (EPG).	  
	  

a.	   When	   needed,	   the	   Town	  Manager	  may	   use	   the	   EPG	   to	  manage	   the	   Town's	   recovery	   activities	   and	  
work	  closely	  with	  the	  County,	  State	  and	  Federal	  disaster	  recovery	  coordinators.	  

	  
b.	   Key	  responsibilities	  for	  the	  EPG	  may	  include,	  but	  is	  not	  limited	  to:	  	  

	  
(1)	   Leading	   and	   coordinating	   the	   establishment	   and	   activities	   of	   local	   recovery-‐dedicated	  
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organizations	  and	  initiatives.	  	  
(2)	   Working	  with	  recovery	  coordinators/leads	  at	  the	  County,	  State	  and	  Federal	  levels	  to	  facilitate	  the	  

development	  of	  a	  unified	  communication	  strategy.	  	  
(3)	   Determining	  and	  communicating	  recovery	  priorities	  to	  County,	  State,	  Federal	  and	  other	  recovery	  

stakeholders	  and	  supporters.	  	  
(4)	   Organizing	   recovery	   planning	   processes	   to	   fully	   engage	   constituents’	   input	   and	   leading	   the	  

development	  of	  the	  Town’s	  recovery	  visions,	  priorities,	  resources,	  capability,	  and	  capacity.	  	  
(5)	   Leading	   the	   development	   of	   the	   Town’s	   recovery	   plans	   and	   ensuring	   that	   they	   are	   publicly-‐

supported,	  actionable,	  and	  feasible	  based	  on	  available	  funding	  and	  capacity.	  	  
(6)	   Incorporating	   critical	  mitigation,	   resilience,	   and	   accessibility	   building	  measures	   into	   the	   Town’s	  

recovery	  plans	  and	  efforts.	  	  
(7)	   Ensuring	   inclusiveness	   in	   the	   community	   recovery	   process,	   including	   protected	   classes	   (e.g.,	  

persons	  with	  disabilities,	  limited	  English	  proficiency,	  etc.).	  	  
(8)	   Collaborating	  with	  Federal	  and	  other	  stakeholders	  and	  supporters,	  such	  as	  the	  business	  and	  non-‐

profit	   communities,	   to	   raise	   financial	   support	   (including	   long–term	   capital	   investment	   in	   local	  
businesses)	  for	  the	  Town’s	  recovery	  and	  to	  resolve	  potential	  duplication	  of	  assistance.	  	  

9)	   Coordinating	  Federal	  and	  other	   funding	  streams	   for	   recovery	  efforts	  and	  communicating	   issues	  
and	  solutions	  to	  recovery	  assistance	  gaps	  and	  overlaps.	  	  

(10)	   Developing	  and	  implementing	  relevant	  recovery	  progress	  measures	  and	  communicating	  needed	  
adjustments	  and	  improvements	  to	  applicable	  stakeholders	  and	  authorities.	  	  

(11)	   Working	   closely	   with	   recovery	   leadership	   at	   all	   levels	   to	   insure	   a	   well-‐coordinated	   and	   well-‐
executed	  recovery.	  	  

	  
6.	   County.	  
	  

a.	   The	   County	   provides	   a	   conduit	   to	   local	   government	   for	   State	   and	   Federal	   recovery	   assistance	  
programs.	  

	  
b.	   During	   recovery	   the	   County	   may:	   establish	   a	   planning	   group;	   perform	   risk	   assessments;	   identify	  

County	   recovery	   resources;	   establish	   recovery	   strategies	   and	   priorities;	   coordinate	   County	   recovery	  
planning	  and	  assistance	  to	  impacted	  communities.	  	  

	  
7.	   State.	  

	  
a.	   The	  State	  provides	  a	  conduit	  to	  local	  government	  for	  Federal	  recovery	  assistance	  programs.	  
	  
b.	   During	  recovery	  the	  State	  may:	  assess	  local	  government	  recovery	  needs;	  assist	  local	  governments	  with	  

identifying	   recovery	   resources;	   appoint	   a	   State	   Disaster	   Recovery	   Coordinator	   (SDRC)	   to	   lead	   and	  
coordinate	  State	  recovery	  planning	  and	  assistance	  to	  impacted	  communities.	  

	  
8.	   Federal.	  
	  

a.	   FEMA	   promotes	   recovery	   preparedness	   by	   providing	   guidance	   to	   local	   and	   State	   governments	   and	  
nongovernmental	  organizations	  on	  pre-‐disaster	  recovery	  planning.	  

	  
b.	   When	  a	  disaster	  occurs	  that	  exceeds	  the	  capacity	  of	  State	  resources	  the	  Federal	  government	  may	  use	  
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the	   National	   Disaster	   Recovery	   Framework	   (NDRF)	   to	   task	   available	   Department	   and	   agency	  
capabilities	  to	  support	  local	  recovery	  efforts.	  

	  
c.	   During	  recovery	  the	  Federal	  government	  may:	  deploy	  a	  Federal	  Disaster	  Recovery	  Coordinator	  (FDRC);	  

activate	  and	  deploy	  Recovery	  Support	  Functions	  (RSFs)	  when	  determined	  necessary;	  and,	  establish	  a	  
recovery	   coordination	   structure	   in	   close	   collaboration	   with	   affected	   local,	   State	   and	   Tribal	  
governments.	  	  

	  
d.	   The	   FDRC	   works	   as	   a	   deputy	   to	   the	   Federal	   Coordinating	   Officer	   (FCO)	   for	   all	   matters	   concerning	  

disaster	  recovery.	  The	  FDRC	  partners	  with	  and	  supports	  the	  Town's	  Disaster	  Recovery	  Manager	  (DRM)	  
and	   the	   State	   Disaster	   Recovery	   Coordinator	   (SDRC)	   to	   facilitate	   disaster	   recovery	   in	   the	   impacted	  
area.	  

	  
D.	   RECOVERY	  PHASES.	  
	  
1.	   Recovery	  begins	  before	  a	  disaster	  strikes,	  with	  preparedness	  activities	  such	  as	  planning,	  capability	  building,	  

exercising,	   and	   establishing	   tools	   and	  metrics	   to	   evaluate	   progress	   and	   success;	  mitigation	   planning	   and	  
actions;	   economic	   development	   planning,	   and	   vital	   partnership	   building,	   all	   of	   which	   contribute	   to	   the	  
Town’s	  resilience.	  Post	  disaster	  recovery	  activities	  begin	  in	  the	  early	  stages	  of	  the	  response	  operations	  and	  
may	  last	  for	  years.	  	  

	  
2.	   The	  Town's	  response	  to	  disaster	  impacts	  follows	  a	  “phased	  approach”	  that	  includes	  three	  general	  phases:	  

short–term,	  intermediate	  and	  long–term.	  
	  

a.	   The	   recovery	   process	   is	   best	   described	   as	   a	   sequence	   of	   interdependent	   and	   often	   concurrent	  
activities	  that	  progressively	  advance	  a	  community	  toward	  a	  successful	  recovery.	  

	  
	  

	  
	  



Town	  of	  Palm	  Beach,	  
Florida	   IV.	  RECOVERY	  

	  

	  

Comprehensive	  Emergency	  Management	  Plan	  (CEMP)	  
November	  2012	   IV	  –	  7	  
	  

3.	   Short-‐term	   (days-‐weeks)	   recovery	   actions.	   As	   response	   actions	   wind	   down,	   short-‐term	   stabilization	  
activities	   are	   primary.	   Stabilization	   is	   the	   process	   in	   which	   the	   immediate	   impacts	   of	   an	   event	   on	  
community	   systems	   are	   managed	   and	   contained,	   thereby	   creating	   an	   environment	   where	   recovery	  
activities	   can	  begin.	  The	  various	  elements	  of	  a	   community	   system	  will	   stabilize	  on	  different	   time	   frames,	  
leading	  to	  a	  situation	  in	  which	  response,	  stabilization,	  and	  restoration	  activities	  can	  occur	  concurrently.	  	  

	  
4.	   Intermediate	   (weeks-‐months)	   recovery	   activities	   involve	   returning	   individuals	   and	   families,	   critical	  

infrastructure	   and	   essential	   government	   or	   commercial	   services	   back	   to	   a	   functional,	   if	   not	   pre-‐disaster	  
State.	   Such	   activities	   are	   often	   characterized	   by	   temporary	   actions	   that	   provide	   a	   bridge	   to	   permanent	  
measures.	  

	  
5.	   Long-‐term	   (months-‐years)	   recovery	   is	   the	  phase	  of	   recovery	   that	   follows	   intermediate	   recovery	  and	  may	  

continue	   for	   months	   to	   years.	   Examples	   include	   the	   complete	   redevelopment	   and	   revitalization	   of	   the	  
damaged	  area.	  It	  is	  the	  process	  of	  rebuilding	  or	  relocating	  damaged	  or	  destroyed	  social,	  economic,	  natural,	  
and	  built	  environments	  in	  a	  community	  to	  conditions	  set	  in	  a	  long-‐term	  recovery	  plan.	  The	  goal	  underlying	  
long-‐term	   redevelopment	   is	   the	   impacted	   community	  moving	   toward	   self-‐sufficiency,	   sustainability,	   and	  
resilience.	  Activities	  may	  continue	  for	  years	  depending	  on	  the	  severity	  and	  extent	  of	  the	  disaster	  damages,	  
as	  well	  as	  the	  availability	  of	  resources.	  

	  
RECOVERY	  PHASES/TASKS	  

	  

Short-‐term	  	  
(days)	  

Intermediate	  
(weeks-‐months)	  

Long-‐term	  	  
(months-‐years)	  

 Providing	  essential	  health	  and	  
safety	  services	  	  

 Providing	  congregate	  
sheltering	  or	  other	  temporary	  
sheltering	  solutions	  	  

 Providing	  food,	  water	  and	  
other	  essential	  commodities	  
for	  those	  displaced	  by	  the	  
incident.	  	  

 Providing	  disability	  related	  
assistance/functional	  needs	  
support	  services.	  	  

 Developing	  impact	  
assessments	  on	  critical	  
infrastructure,	  essential	  
services,	  and	  key	  resources.	  	  

 Conducting	  initial	  damage	  
assessments.	  	  

 Conducting	  community	  wide	  
debris	  removal,	  including	  
clearing	  of	  primary	  
transportation	  routes	  of	  

 Continuing	  to	  provide	  
individual,	  family-‐centered,	  
and	  culturally	  appropriate	  
case	  management.	  

 Providing	  accessible	  interim	  
housing	  (in	  or	  outside	  the	  
affected	  area	  depending	  on	  
suitability)	  and	  planning	  for	  
long-‐term	  housing	  solutions.	  	  

 Returning	  of	  displaced	  
populations	  and	  businesses	  if	  
appropriate.	  	  

 Reconnecting	  displaced	  
persons	  with	  essential	  health	  
and	  social	  services.	  	  

 Providing	  supportive	  
behavioral	  health	  education,	  
intervention,	  including	  
continuing	  to	  provide	  crisis,	  
grief,	  and	  group	  counseling	  
and	  support.	  	  

 Providing	  access	  and	  

 Identifying	  of	  risks	  that	  affect	  
long-‐term	  community	  
sustainment	  and	  vitality.	  	  

 Developing	  and	  implementing	  
disaster	  recovery	  processes	  
and	  plans,	  such	  as	  a	  long–
term	  recovery	  plan	  and/or	  
reflecting	  recovery	  planning	  
and	  mitigation	  measures	  in	  
the	  community’s	  land	  use	  
planning	  and	  management,	  
comprehensive	  plans,	  master	  
plans,	  and	  zoning	  regulations.	  	  

 Rebuilding	  to	  appropriate	  
resilience	  standards	  in	  
recognition	  of	  hazards	  and	  
threats.	  	  

 Addressing	  recovery	  needs	  
across	  all	  sectors	  of	  the	  
economy	  and	  community,	  and	  
addressing	  individual	  and	  
family	  recovery	  activities	  and	  
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debris	  and	  obstructions.	  	  
 Restarting	  major	  

transportation	  systems	  and	  
restoring	  interrupted	  utilities,	  
communication	  systems,	  and	  
other	  essential	  services	  such	  
as	  education	  and	  medical	  
care.	  	  

 Establishing	  temporary	  or	  
interim	  infrastructure	  
systems.	  Supporting	  family	  
reunification.	  	  

 Supporting	  return	  of	  medical	  
patients	  to	  appropriate	  
facilities	  in	  the	  area.	  	  

 Providing	  basic	  psychological	  
support	  and	  emergency	  crisis	  
counseling.	  	  

 Providing	  initial	  individual	  
case	  management	  
assessments.	  	  

 Providing	  security	  and	  
reestablishing	  law	  
enforcement	  functions.	  	  

 Building	  an	  awareness	  of	  the	  
potential	  for	  fraud,	  waste	  and	  
abuse,	  and	  ways	  to	  deter	  such	  
activity,	  such	  as	  developing	  
Public	  Service	  
Announcements	  and	  
publicizing	  ways	  to	  report	  
allegations	  of	  waste,	  fraud	  
and	  abuse.	  	  

 Begin	  assessment	  of	  natural	  
and	  cultural	  resources.	  	  

functional	  needs	  assistance	  to	  
preserve	  independence	  and	  
health.	  	  

 Updating	  hazard	  and	  risk	  
analyses	  to	  inform	  recovery	  
activities.	  	  

 Establishing	  a	  post-‐disaster	  
recovery	  prioritization	  and	  
planning	  process.	  	  

 Developing	  an	  initial	  hazard	  
mitigation	  strategy	  responsive	  
to	  needs	  created	  by	  the	  
disaster.	  	  

 Ensuring	  that	  national	  and	  
local	  critical	  infrastructure	  
priorities	  are	  identified	  and	  
incorporated	  into	  recovery	  
planning.	  	  

 Developing	  culturally	  and	  
linguistically	  appropriate	  
public	  education	  campaigns	  
to	  promote	  rebuilding	  to	  
increase	  resilience	  and	  reduce	  
disaster	  losses.	  	  

 Complete	  assessments	  of	  
natural	  and	  cultural	  resources	  
and	  develop	  plans	  for	  long-‐
term	  environmental	  and	  
cultural	  resource	  recovery.	  	  

unmet	  needs.	  	  
 Rebuilding	  educational,	  social,	  

and	  other	  human	  services	  and	  
facilities	  according	  to	  
standards	  for	  accessible	  
design.	  	  

 Reestablishing	  medical,	  public	  
health,	  behavioral	  health,	  and	  
human	  services	  systems.	  	  

 Reconfiguring	  elements	  of	  the	  
community	  in	  light	  of	  changed	  
needs	  and	  opportunities	  for	  
“smart	  planning”	  to	  increase	  
energy	  efficiency,	  enhance	  
business	  and	  job	  diversity,	  
and	  promote	  the	  preservation	  
of	  natural	  resources.	  	  

 Implementing	  mitigation	  
strategies,	  plans,	  and	  
projects.	  	  

 Implementing	  permanent	  
housing	  strategies.	  	  

 Reconstructing	  and/or	  
relocating,	  consolidating	  
permanent	  facilities.	  	  

 Implementing	  economic	  and	  
business	  revitalization	  
strategies.	  	  

 Implementing	  recovery	  
strategies	  that	  integrate	  
holistic	  community	  needs.	  	  

 Implementing	  plans	  to	  
address	  long-‐term	  
environmental	  and	  cultural	  
resource	  recovery.	  	  

 Ensuring	  there	  is	  an	  ongoing	  
and	  coordinated	  effort	  among	  
local,	  State,	  Tribal,	  and	  
Federal	  entities	  to	  deter	  and	  
detect	  waste,	  fraud	  and	  
abuse.	  	  

 Identifying	  milestones	  for	  the	  
conclusion	  of	  recovery	  for	  
some	  or	  all	  non-‐local	  entities.	  	  
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E.	   DAMAGE	  ASSESSMENT	  PHASES.	  	  
	  
1.	   The	   recovery	   process	   begins	   with	   an	   initial	   damage	   assessment	   conducted	   by	   Town	   personnel	   using	  

aircraft,	  ground	  vehicles,	  observer	  call-‐ins,	  etc.	  The	  size	  and	  type	  of	  incident	  and	  its	  overall	   impact	  on	  the	  
community	  will	  determine	  who	  should	  participate	  in	  the	  damage	  assessment	  process	  and	  what	  resources	  
are	  needed.	  	  

	  
2.	   Rapid	  Impact	  Assessment:	  First	  Phase.	  
	  

a.	   The	   impact	   survey	   data	   provides	   a	   Town-‐wide	   general	   overview	   of	   the	  most	   significantly	   impacted	  
areas	   and,	   therefore,	   establishes	   a	   prioritization	   mechanism	   for	   damage	   assessment	   team	  
deployment,	  resource	  allocation,	  and	  disaster	  assistance.	  

b.	   This	  information	  is	  forwarded	  to	  the	  County	  EOC	  in	  less	  than	  24	  hours.	  
	  

3.	   Initial	  Damage	  Assessment:	  Second	  Phase.	  	  
	  

a.	   The	  Initial	  Damage	  Assessment	  is	  performed	  by	  PZB,	  Police,	  Fire/Rescue,	  Risk	  Management	  and	  Public	  
Works.	   All	   Damage	   Assessment	   data	   is	   reported	   to	   the	   EOC	   for	   Town	   compilation	   by	   the	   EOC	  
Documentation	  Unit.	  

b.	   The	  goal	  of	  this	  assessment	  is	  to	  determine	  the	  magnitude	  and	  severity	  of	  damages	  and	  to	  strategize	  
the	  Town’s	  response	  and	  recovery	  efforts.	  

c.	   The	  initial	  damage	  assessment	  determines	  if	  an	  emergency	  declaration	  is	  warranted.	  
b.	   This	  information	  is	  forwarded	  to	  the	  County	  EOC	  in	  less	  than	  72	  hours.	  
	  

4.	   Preliminary	  Damage	  Assessment	  (PDA):	  Third	  Phase.	  	  
	  

a.	   The	   PDA	   is	   a	   joint	   local/State/Federal	   assessment	   used	   to	   determine	   the	  magnitude	   and	   impact	   of	  
damage	   due	   to	   an	   incident.	   The	   State	   uses	   the	   results	   of	   the	   PDA	   to	   determine	   if	   the	   situation	   is	  
beyond	   the	   combined	   capabilities	   of	   the	   State	   and	   Town	   resources	   and	   to	   verify	   the	   need	   for	  
supplemental	   Federal	   assistance.	   The	   PDA	   also	   identifies	   any	   unmet	   needs	   that	   may	   require	  
immediate	  attention.	  	  

b.	   The	   PDA	   teams	   conduct	   a	   more	   in-‐depth	   evaluation	   in	   order	   to	   rate	   the	   level	   of	   damage	   to	   each	  
structure.	  

	  
5.	   Mitigation	  Assessment:	  Possible	  Fourth	  Phase.	  
	  

a.	   Should	   the	  Town	  be	   impacted	  by	  a	  natural	  disaster	  deemed	   to	  be	  of	  national	   significance,	   FEMA	   in	  
conjunction	   with	   State	   and	   local	   officials	   may	   mobilize	   a	   Mitigation	   Assessment	   team	   (MAT).	   This	  
team’s	  mission	  is	  to	  conduct	  on-‐site	  qualitative	  engineering	  analyses	  to	  assess	  damage	  to	  government	  
offices,	  homes,	  hospitals,	  schools	  businesses,	  critical	  facilities	  and	  other	  structures	  and	  infrastructure.	  
The	   intent	  of	   the	  assessment	  would	  be	   to	  determine	   the	  causes	  of	   structural	   failures	   (or	   successes)	  
and	   to	   evaluate	   the	   adequacy	   of	   local	   building	   codes,	   practices,	   and	   construction	  materials	   for	   the	  
purpose	  of	  improving	  future	  performance.	  They	  may	  use	  the	  opportunity	  to	  review	  the	  effectiveness	  
of	  previous	  mitigation	  projects.	  
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F.	   RECOVERY	  INCIDENT	  MANAGEMENT	  SYSTEM.	  
	  
1.	   The	  Town’s	  EOC	   ICS	  organization	  will	  be	  utilized	   for	   recovery	  operations	  and	   follows	   the	  concepts	  of	   the	  

National	  Incident	  Management	  System	  (NIMS).	  
	  
2.	   Depending	   upon	   the	   severity	   and	   magnitude	   of	   the	   disaster,	   full	   activation	   of	   the	   Town’s	   Incident	  

Management	  System	  may	  not	  be	  necessary,	  may	  only	  be	  partially	  required,	  or	  may	  require	  full	  activation.	  
Partial	   activation	   would	   be	   dictated	   by	   the	   characteristics	   of	   the	   disaster	   and	  would	   involve	   only	   those	  
Departments	   and	   organizations	   needing	   to	   interact	   in	   providing	   the	   necessary	   recovery	   activities	   and	  
programs.	  

	  
3.	   The	  Town’s	   Incident	  Management	  System	  is	  partially	  or	   fully	  activated	  by	  decision	  of	  the	  Town	  Manager.	  

The	  organization	  structure	   is	   intended	  to	  be	   flexible	  and	  should	  be	   tailored	  by	   the	  “Town	  Manager,”	   the	  
“Executive	  Policy	  Group”	  and	  the	  “Section	  Chiefs,”	  to	  meet	  the	  Town’s	  recovery	  needs.	  	  

	  

G.	   EOC	  EXECUTIVE	  POLICY	  GROUP	  (EPG).	  
	  
1.	   As	   the	  emergency	   response	  phase	   stabilizes,	   the	  Town	  EOC	  begins	   the	   coordination	  of	  disaster	   recovery	  

activities.	  The	  EPG	  may	  be	  utilized	  to:	  
	  

•	   Oversee	   the	   recovery	   and	   reconstruction	   process,	   and	   to	   serve	   as	   an	   advisory	   committee	   to	   the	  
Disaster	  Recovery	  Manager.	  

•	   Establish	  uniform	  policies	  for	  effective	  coordination	  to	  accomplish	  Town	  recovery	  tasks.	  
•	   Recommend	  efforts	  to	  restore	  normalcy	  to	  areas	  adversely	  impacted	  by	  the	  disaster.	  
•	   Identify	  mitigation	  opportunities	  and	  resources.	  
•	   Insure	  control	  of	  the	  recovery	  process.	  

	  
2.	   “EPG”	  responsibilities	  may	  include,	  but	  not	  limited	  to:	  
	  

•	   Preparing	  a	  redevelopment	  plan.	  	  
•	   Developing	  procedures	  to	  carry	  out	  build	  back	  policies.	  	  
•	   Developing	  policies	  for	  redeveloping	  areas	  that	  have	  sustained	  repeated	  disaster	  damage.	  	  
•	   Develop	  policies	  that	  promote	  mitigation	  from	  future	  damage.	  	  
•	   Develop	  priorities	  for	  relocating	  and	  acquiring	  damaged	  property.	  

	  
3.	   The	   composition	   of	   the	   EPG	   will	   vary	   depending	   upon	   the	   nature	   of	   the	   disaster,	   size	   of	   the	   staff	   and	  

available	  resources.	  	  

	  
H.	   REQUESTING	  FEDERAL	  ASSISTANCE	  AND	  TYPES.	  
	  
1.	   Based	  on	  a	  damage	  assessment	  (PDA)	  that	  the	  ability	  to	  recover	   is	  beyond	   local	  and	  State	  capability,	   the	  

Governor	  will	  normally	  send	  a	  request	  letter	  for	  Federal	  assistance	  to	  the	  President,	  directed	  through	  the	  
Regional	  Director	  of	  FEMA	  Region	  V.	  Request	  packages	  are	  prepared	  by	  the	  Florida	  Division	  of	  Emergency	  
Management	  from	  the	  provided	  damage	  assessment	  data.	  
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2.	   The	   request	   made	   to	   the	   President	   for	   assistance	   under	   the	   authority	   of	   Public	   Law	   (PL)	   93-‐288,	   as	  

amended	  by	  PL	  100-‐707,	   the	  Robert	  T.	  Stafford	  Disaster	  Relief	  and	  Emergency	  Assistance	  Act	  of	  1988,	  as	  
amended,	   will	   be	   for	   an	   "emergency"	   or	   "major	   disaster"	   declaration.	   The	   President	   then	   makes	   the	  
decision	  whether	  or	  not	  to	  declare	  a	  major	  disaster	  or	  emergency.	  	  

	  
3.	   After	   a	   Presidential	   declaration	  has	  been	  made,	   FEMA	  will	   designate	   the	   area	  eligible	   for	   assistance	   and	  

announce	   the	   types	   of	   assistance	   available.	   FEMA	   provides	   supplemental	   assistance	   for	   State	   and	   local	  
government	  recovery	  expenses.	  

4.	  	   Types	  of	  Federal	  assistance.	  	  
	  

a.	   Assistance	  under	  a	  declaration	  of	  "EMERGENCY"	  is	  specialized	  assistance	  to	  meet	  a	  specific	  need	  and	  
is	  generally	   limited	   to	   those	  actions	   that	  may	  be	   required	   to	   save	   lives	  and	  protect	  property,	  public	  
health,	   safety,	  or	   to	   lessen	   the	   threat	  of	   a	  more	   severe	  disaster.	   Examples	  of	   emergency	  assistance	  
are:	  

	  
•	  	   Emergency	  mass	  care,	  such	  as	  emergency	  shelter,	  emergency	  provision	  of	  food,	  water,	  medicine,	  

and	  emergency	  medical	  care.	  
•	  	   Clearance	  of	  debris	  to	  save	  lives	  and	  protect	  property	  and	  public	  health	  and	  safety.	  
•	  	   Emergency	  protective	  measures,	   including:	  Search	  and	  rescue;	  Demolition	  of	  unsafe	  structures;	  

Warning	  of	   further	   risks	  and	  hazards;	  Public	   information	  on	  health	  and	  safety	  measures;	  Other	  
actions	  necessary	  to	  remove	  or	  to	  reduce	  immediate	  threats	  to	  public	  health	  and	  safety,	  to	  public	  
property,	  or	  to	  private	  property	  when	  in	  the	  public	  interest.	  

•	  	   Emergency	  communications.	  
•	  	   Emergency	  transportation.	  
•	  	   Emergency	  repairs	  to	  essential	  utilities	  and	  facilities.	  

	  
b.	   Assistance	   under	   a	   declaration	   of	   "MAJOR	   DISASTER"	   provides	   a	   wide	   range	   of	   assistance	   to	  

individuals	   (individual	   assistance)	   and/or	   to	   local	   and	   State	   governments	   (public	   assistance)	   and	  
certain	  non-‐profit	  organizations.	  	  

	  
c.	   The	  FEMA	  individual	  disaster	  assistance	  program	  is	  money	  or	  direct	  assistance	  to	  individuals,	  families	  

and	  businesses	  whose	  property	  has	  been	  damaged	  or	  destroyed	  and	  whose	  losses	  are	  not	  covered	  by	  
insurance.	   It	   is	   meant	   to	   help	   with	   critical	   expenses	   that	   cannot	   be	   covered	   in	   other	   ways.	   This	  
assistance	   is	   not	   intended	   to	   restore	   an	   individual's	   damaged	   property	   to	   its	   condition	   before	   the	  
disaster.	  Most	  disaster	  assistance	  from	  the	  Federal	  government	  is	  in	  the	  form	  of	  loans	  administered	  by	  
the	  Small	  Business	  Administration.	  

	  
•	   Information	  on	  individual	  assistance	  programs	  can	  be	  found	  at:	  	  

http://www.fema.gov/assistance/process/assistance.shtm	  
	  

d.	   The	  FEMA	  Public	  Assistance	  (PA)	  program	  provides	  assistance	  for	  debris	  removal,	   implementation	  of	  
emergency	   protective	   measures,	   and	   permanent	   restoration	   of	   infrastructure.	   The	   program	   also	  
encourages	   protection	   from	   future	   damage	   by	   providing	   assistance	   for	   hazard	  mitigation	  measures	  
during	  the	  recovery	  process.	  The	  Federal	  share	  of	  these	  expenses	  cannot	  be	   less	  than	  75	  percent	  of	  
eligible	  costs.	  
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•	   Information	  on	  the	  public	  assistance	  program	  can	  be	  found	  at:	  	  

http://www.fema.gov/government/grant/pa/index.shtm	  
	  

I.	   FEDERAL	   COORDINATING	   OFFICER	   (FCO)	   AND	   FEDERAL	   DISASTER	   RECOVERY	  
COORDINATOR	  (FDRC).	  	  

	  
1.	   The	  President	  appoints	  a	  Federal	  Coordinating	  Officer	  (FCO)	  to	  manage	  the	  Federal	  response,	  recovery,	  and	  

mitigation	  operations	  for	  each	  Presidentially	  declared	  disaster	  or	  emergency.	  The	  FCO	  is	  responsible	  for	  the	  
following	  activities:	  	  

	  
•	   Establish	  a	  Federal	  presence	  as	  the	  President’s	  representative	  at	  the	  disaster	  site.	  	  
•	   Coordinate	   the	   relationships	   among	   Federal,	   State,	   and	   local	   personnel	   in	   concert	   with	   the	   State	  

Coordinating	  Officer	  (SCO).	  	  
•	   Advise	  the	  governor	  on	  the	  status	  of	  the	  Federal	  response.	  	  
•	   Establish	  response	  and	  recovery	  operations	  with	  the	  SCO.	  	  
•	   Alert,	   coordinate,	  and	  direct	  other	  Federal	   agencies	   to	   support	   the	  State	   in	   identifying	  and	  meeting	  

disaster	  needs.	  	  
•	   Establish	  an	  effective	  communications	  network	  with	  State	  and	  local	  agencies.	  	  
•	   Assess	  damage	  and	  identifies	  and	  prioritizes	  needs	  in	  collaboration	  with	  the	  SCO.	  	  
•	   Identify	  the	  full	  range	  of	  programs	  and	  resources	  required	  to	  carry	  out	  the	   immediate	  response	  and	  

long-‐term	  recovery.	  	  
	  
2.	   A	  Federal	  Disaster	  Recovery	  Coordinator	  (FDRC)	  is	  appointed	  and	  is	  responsible	  for	  the	  following	  activities:	  	  
	  

•	   Coordinating	  with	  the	  Federal	  coordinating	  officer	  (FCO).	  	  
•	   Managing	  Stafford	  Act	  recovery	  programs.	  	  
•	   Determining	  funding	  requirements.	  	  
•	   Executing	  the	  FEMA	  State	  Agreement.	  	  
•	   Issuing	  mission	  assignments.	  	  
•	   Obligating	  and	  monitoring	  funds.	  	  

	  

J.	   GOVERNOR’S	   AUTHORIZED	   REPRESENTATIVE	   (GAR)	   AND	   STATE	   COORDINATING	  
OFFICER	  (SCO).	  

	  
1.	   A	   Governor’s	   Authorized	   Representative	   (GAR)	   is	   designated	   in	   the	   FEMA/State	   Agreement	   after	   the	  

President	  declares	  a	  major	  disaster	  under	   the	  provisions	  of	   the	  Stafford	  Act.	  The	  GAR	  provides	  executive	  
oversight	  and	  direction	  of	  the	  disaster	  or	  emergency	  response	  and	  recovery	  on	  behalf	  of	  the	  governor.	  The	  
GAR	   executes	   all	   the	   necessary	   documents	   on	   behalf	   of	   the	   State	   and	   responds	   to	   the	   desires	   of	   the	  
governor.	  The	  GAR	  is	  responsible	  for	  the	  following	  activities:	  	  

	  
•	   Interfacing	  with	  the	  Federal	  disaster	  recovery	  coordinator	  (FDRC).	  	  
•	   Implementing	  the	  State’s	  emergency	  plan.	  	  
•	   Activating	  State	  Departments	  and	  agencies.	  	  
•	   Executing	  the	  governor’s	  emergency	  decisions.	  	  
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•	   Directing	  the	  activities	  of	  the	  State	  coordinating	  officer	  (SCO).	  	  
•	   Establishing	  strategic	  response	  and	  recovery	  strategies.	  	  
•	   Ensuring	  that	  the	  State	  maintains	  control.	  	  

	  
2.	   A	   State	   Coordinating	   Officer	   (SCO)	   is	   identified	   in	   the	   governor’s	   request	   for	   an	   emergency	   or	   a	   major	  

disaster	  declaration.	  The	  SCO	  provides	  operational	  oversight	  and	  direction	  of	  the	  disaster	  or	  emergency	  on	  
behalf	  of	  the	  GAR	  for	  joint	  field	  office	  (JFO)	  operations.	  The	  SCO	  converts	  the	  GAR’s	  strategic	  guidance	  into	  
tactical	  plans,	  executes	  them	  on	  behalf	  of	  the	  State	  and	  responds	  to	  the	  desires	  of	  the	  governor.	  The	  SCO	  is	  
responsible	  for	  the	  following	  activities:	  	  

	  
•	   Interfacing	  with	  the	  Federal	  coordinating	  officer	  (FCO).	  	  
•	   Directing	  activities	  for	  State	  Departments	  and	  agencies.	  	  
•	   Integrating	  State,	  Federal,	  local,	  and	  voluntary	  agencies’	  actions.	  	  
•	   Coordinating	  response	  and	  recovery	  operations.	  	  
•	   Establishing	  priorities.	  	  

	  
3.	   The	  GAR	  and	  the	  SCO	  may	  be	  the	  same	  person	  or	  different	  people.	  The	  designation	  may	  be	  permanent	  or	  

may	  occur	  at	  the	  time	  of	  the	  emergency.	  	  
	  
	  
	  
	  
	  
	  

	  
	  
	  

	  
	  

RECOVERY	  COORDINATING	  STRUCTURE	  
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K.	   FEDERAL-‐STATE-‐LOCAL	  RECOVERY	  FACILITIES.	  
	  
1.	   A	   Joint	  Field	  Office	   (JFO)	   is	  established	   to	   facilitate	   Federal-‐State-‐local	   coordination	  of	  private	  and	  public	  

disaster	   assistance.	   Federal,	   State,	   local	   representatives	   work	   together	   to	   develop	   a	   common	   set	   of	  
objectives	  and	  a	  coordinated	  action	  plan.	  	  

	  
•	   The	  JFO	  is	  a	  temporary	  Federal	  multi-‐agency	  coordination	  center	  established	  locally	  to	  facilitate	  field-‐

level	   incident	   management	   activities	   related	   to	   prevention,	   preparedness,	   response	   and	   recovery	  
when	  activated	  by	  FEMA.	  The	  JFO	  provides	  a	  central	  location	  for	  coordination	  of	  Federal,	  State,	  local,	  
Tribal,	   nongovernmental	   and	   private-‐sector	   organizations	   with	   primary	   responsibility	   for	   activities	  
associated	  with	  threat	  response	  and	  incident	  support.	  

	  
2.	   Disaster	  Recovery	  Centers	  (DRC's)	  may	  be	  established	  to	  manage	  the	  cooperative	  effort	  between	  the	  local,	  

State,	   and	   Federal	   government	   for	   the	   benefit	   of	   disaster	   victims	   (individuals,	   families	   and	   small	  
businesses).	   Agencies	   and	   organizations	   offering	   assistance	   provide	   representatives	   to	   the	   DRC	   where	  
disaster	  victims,	  through	  an	  "entrance/exit	  interview"	  process,	  may	  receive	  information	  and	  referral	  to	  the	  
specific	   agencies/organizations	   that	   can	   best	   meet	   their	   needs.	   FEMA,	   State	   and	   local	   emergency	  
management	  will	  jointly	  determine	  the	  locations,	  dates	  and	  times	  for	  the	  operation	  of	  DRC's.	  

	  
a.	   Application	   for	  assistance	   should	   initially	  be	  made	   through	   the	  national	   tele-‐registration	  hot-‐line	   (1-‐

800-‐621-‐3362	  or	  TDD	  1-‐800-‐462-‐7585)	  or	  on-‐line	  at:	  	  
http://www.fema.gov/assistance/index.shtm	  

	  
b.	   Information	  on	  Disaster	  Recovery	  Centers	  can	  be	  found	  at:	  

http://www.fema.gov/assistance/opendrcs.shtm	  
	  

L.	   FEDERAL	  RECOVERY	  SUPPORT	  FUNCTIONS	  (RSFs).	  
	  
1.	   Six	   Federal	   Recovery	   Support	   Functions	   (RSFs)	   comprise	   the	   National	   Disaster	   Recovery	   Framework’s	  

(NDRF’s)	   coordinating	   structure	   for	   key	   functional	   areas	   of	   assistance.	   Their	   purpose	   is	   to	   support	   local	  
governments	  by	  facilitating	  problem	  solving,	   improving	  access	  to	  resources	  and	  by	  fostering	  coordination	  
among	  State	  and	  Federal	  agencies,	  nongovernmental	  partners	  and	  stakeholders.	  

	  
2.	   The	  Federal	  RSFs	  bring	   together	   the	  core	   recovery	   capabilities	  of	   Federal	  Departments	  and	  agencies	  and	  

other	   supporting	   organizations	   —	   including	   those	   not	   active	   in	   emergency	   response	   —	   to	   focus	   on	  
community	  recovery	  needs.	  

	  
3.	   The	  objective	  of	  the	  RSFs	  is	  to	  facilitate	  the	  identification,	  coordination	  and	  delivery	  of	  Federal	  assistance	  

needed	   to	   supplement	   recovery	   resources	   and	  efforts	   by	   local,	   State	   and	  Tribal	   governments,	   as	  well	   as	  
private	   and	  nonprofit	   sectors.	  An	  additional	   objective	   is	   to	   encourage	  and	   complement	   investments	   and	  
contributions	   by	   the	   business	   community,	   individuals	   and	   voluntary,	   faith-‐based	   and	   community	  
organizations.	   These	   RSF	   activities	   assist	   communities	   with	   accelerating	   the	   process	   of	   recovery,	  
redevelopment	  and	  revitalization.	  
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FEDERAL	  RECOVERY	  SUPPORT	  FUNCTIONS	  (RSFs)	  

Coordinating	  
Agency	  

Primary	  Agencies	  
Supporting	  

Organizations	  
Mission	  

RSF:	  COMMUNITY	  PLANNING	  AND	  CAPACITY	  BUILDING	  

DHS/FEMA	  

DHS/FEMA,	  HHS	   CNCS,	  DHS,	  DOC,	  
DOI,	  DOJ,	  DOT,	  
ED,	  EPA,	  GSA,	  
HUD,	  SBA,	  
TREAS,	  USDA	  

Supporting	  and	  building	  recovery	  capacities	  and	  
community	  planning	  resources	  of	  local,	  State	  and	  
Tribal	  governments	  needed	  to	  effectively	  plan	  for,	  
manage	  and	  implement	  disaster	  recovery	  activities	  
in	  large,	  unique	  or	  catastrophic	  incidents.	  	  

RSF:	  ECONOMIC	  

D	  O	  C.	  	  

DHS/FEMA,	  DOC,	  
DOL,	  SBA,	  TREAS,	  
USDA	  

CNCS,	  DOI,	  EPA,	  
HHS	  

The	  mission	  of	  the	  Economic	  RSF	  is	  to	  integrate	  the	  
expertise	  of	  the	  Federal	  Government	  to	  help	  local,	  
State	  and	  Tribal	  governments	  and	  the	  private	  sector	  
sustain	  and/or	  rebuild	  businesses	  and	  employment,	  
and	  develop	  economic	  opportunities	  that	  result	  in	  
sustainable	  and	  economically	  resilient	  communities	  
after	  large-‐scale	  and	  catastrophic	  incidents.	  	  

RSF:	  HEALTH	  AND	  SOCIAL	  SERVICES	  

HHS	  

CNCS,	  DHS	  
(FEMA,	  NPPD	  &	  
CRCL),	  DOI,	  DOJ,	  
DOL,	  ED,	  EPA,	  VA	  	  

DOT,	  SBA,	  TREAS,	  
USDA,	  VA,	  ARC,	  
NVOAD	  

The	  Health	  and	  Social	  Services	  RSF	  mission	  is	  for	  the	  
Federal	  Government	  to	  assist	  locally-‐led	  recovery	  
efforts	  in	  the	  restoration	  of	  the	  public	  health,	  
health	  care	  and	  social	  services	  networks	  to	  
promote	  the	  resilience,	  health	  and	  well-‐being	  of	  
affected	  individuals	  and	  communities.	  	  

RSF:	  HOUSING	  

H	  U	  D.	  

DHS/FEMA,	  DOJ,	  
HUD,	  USDA	  

CNCS,	  DOC,	  DOE,	  
EPA,	  HHS,	  SBA,	  
U.S.	  Access	  
Board,	  VA,	  ARC,	  
NVOAD	  

Address	  pre-‐	  and	  post-‐disaster	  housing	  issues	  and	  
coordinate	  and	  facilitate	  the	  delivery	  of	  Federal	  
resources	  and	  activities	  to	  assist	  local,	  State	  and	  
Tribal	  governments	  in	  the	  rehabilitation	  and	  
reconstruction	  of	  destroyed	  and	  damaged	  housing,	  
whenever	  feasible,	  and	  development	  of	  other	  new	  
accessible,	  permanent	  housing	  options.	  	  

RSF:	  INFRASTRUCTURE	  SYSTEMS	  

D	  O	  D/USACE	  

DHS	  (FEMA	  &	  
NPPD),	  D	  O	  
D/USACE	  ,	  D	  O	  E,	  
D	  O	  T	  

DHS,	  DOC,	  DOD,	  
DOI,	  ED,	  EPA,	  
FCC,	  GSA,	  HHS,	  
NRC,	  TREAS,	  
USDA,	  TVA	  

Facilitate	  the	  integration	  of	  the	  capabilities	  of	  the	  
Federal	  Government	  to	  support	  local,	  State	  and	  
Tribal	  governments	  and	  other	  infrastructure	  
owners	  and	  operators	  in	  their	  efforts	  to	  achieve	  
recovery	  goals	  relating	  to	  the	  public	  engineering	  of	  
the	  Nation’s	  infrastructure	  systems.	  	  
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FEDERAL	  RECOVERY	  SUPPORT	  FUNCTIONS	  (RSFs)	  

Coordinating	  
Agency	  

Primary	  Agencies	  
Supporting	  

Organizations	  
Mission	  

RSF:	  NATURAL	  AND	  CULTURAL	  RESOURCES	  

D	  O	  I	  

DHS/FEMA,	  D	  O	  I,	  
E	  P	  A	  

ACHP,	  CNCS,	  
CEQ,	  DOC,	  IMLS,	  
LOC,	  NEA,	  NEH,	  
USACE,	  USDA,	  
Heritage	  
Preservation	  

Integrate	  Federal	  assets	  and	  capabilities	  to	  help	  
State	  and	  Tribal	  governments	  and	  communities	  
address	  long-‐term	  environmental	  and	  cultural	  
resource	  recovery	  needs	  after	  large-‐scale	  and	  
catastrophic	  incidents.	  	  

	  
	  

M.	   HAZARD	  MITIGATION	  PLAN/PROGRAM.	  
	  
1.	   Should	  the	  Town	  of	  Palm	  Beach	  receive	  public	  disaster	  assistance,	  a	  Hazard	  Mitigation	  Plan/Program	  will	  be	  

required	  to	  pursue	  mitigation	  measures	  to	  help	  insure	  against	  similar	  damage	  in	  the	  future.	  
	  
2.	   Hazard	  mitigation	  under	  Sections	  404	  and	  406	  of	  the	  Stafford	  Act	  is	  any	  action	  taken	  to	  reduce	  or	  eliminate	  

the	   long-‐term	   risk	   to	   human	   life	   and	   property	   from	   natural	   or	   man-‐made	   hazards.	   While	   the	   Town	   is	  
performing	   repair	   or	   restorative	   work,	   it	   should	   consider	   mitigation	   methods	   that	   will	   prevent	   similar	  
damage	  in	  a	  future	  event,	  thereby	  reducing	  future	  damage	  costs.	  

	  
3.	   Hazard	  Mitigation	  is	  pursued	  on	  a	  project-‐by-‐project	  basis.	  A	  positive	  benefit/cost	  ratio	  must	  exist	  to	  insure	  

that	   the	  additional	  work	  will	  be	  cost	  effective.	  Mitigation	   is	  accomplished	  by	  completing	  additional	  work	  
that	   is	   beyond	   the	   scope	   of	   normal	   repairs	   and	   beyond	   code	   requirements	   in	   order	   to	   reduce	   the	  
vulnerability	  to	  future	  disaster	  related	  damages.	  	  

	  
4.	   Mitigation	   planning	   is	   provided	   through	   the	   Palm	   Beach	   County	   Local	   Mitigation	   Plan	   that	   contains	  

mitigation	   activities	   and	   recommended	  mitigation	   projects.	   See	   the	   County's	  Mitigation	   Plan	   for	   further	  
mitigation	  information.	  

	  

N.	   REFERENCES.	  
	  
1.	   Federal	  Response	  Framework.	  
	  
2.	   Federal	  Disaster	  Recovery	  Framework.	  
	  
3.	   Florida	  Recovery	  Plan.	  
	  
4.	   Palm	  Beach	  County	  Recovery	  Plan.	  
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Annex V 
Continuity of Operations Plan (COOP) 

 
A. OVERVIEW. 
 
1. The Town of Palm Beach requires each Department to develop a COOP to insure the continued 

performance of minimum essential functions during a wide range of potential emergencies or a situation 
that might disrupt normal operations. This is accomplished through the development of plans, 
comprehensive procedures, and provisions for alternate facilities, personnel, resources, inoperable 
communications, and vital records/ databases. Each Department will make an independent determination 
of their mission-essential functions and will prepare the documents and procedures applicable to their 
COOP based on their unique organization operations and functions. 

 
B. COOP OBJECTIVES. 
 
1. The objectives of a COOP are to mitigate risks; reduce disruption of operations; protect essential 

equipment, records, and other assets; minimize damage and loss; provide organizational and operational 
stability; facilitate decision making during an emergency; and achieve an orderly recovery. 

 
C. DEVELOPMENT OF DEPARTMENT COOP. 
 
1. The Town of Palm Beach Departments are required to develop and maintain a Department COOP and 

program that: 
 

a. Is compatible with this CEMP. 
b. Insures the Department is prepared to respond to emergencies, recover from them, and mitigate 

against their impacts. 
c. Assures that the Department is prepared to provide its critical services in an environment that is 

threatened, diminished, or incapacitated. 
d. Insures the safety and welfare of all employees both during and after an emergency situation. 
e. Provides a means of information coordination to insure uninterrupted communications to and from 

elected officials, Department management, critical customers, employees and citizens. 
f. Provides timely direction, control and coordination of Department critical functions before, during and 

after an event. 
g. Provides a mechanism for the prompt notification of all Department personnel during an emergency 

situation. 
h. Establishes time-phased implementation procedures to insure operational capability within 12 hours 

of activation, and continued performance of mission essential functions for up to 30 days. 
i. Identifies alternate facilities and outlines procedures for relocation. 
j. Identifies vital records and outlines procedures for protection and reconstitution. 
k. Facilitates the return of Department critical functions to normal operating conditions as soon as 

practical based on circumstances and the threat environment. 
l. Coordinates with the Town’s Information System to reconstitute, as rapidly as possible, IS systems 

that are adversely affected due to an emergency or disaster. 
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m. Integrates COOP training into existing training programs. 
n. Coordinates mitigation and prevention strategies that will enhance the survival of the Department’s 

critical IS infrastructure. 
 
2.  Sensitive information (such as special Department vulnerabilities, personal information, etc.) will be 

available only to the Town Manager, Emergency Management Director, and the applicable Department 
Director. Such information will not be otherwise disseminated without approval of the Town Manager.  

 
3. A Department COOP is activated anytime an emergency event impacts the Department and/or a 

Department’s facility is declared unusable for normal operation. 
 
D. DELINEATION OF MISSION-ESSENTIAL FUNCTIONS. 
 
1. Mission-essential functions are those actions required by law or statute that must be provided regardless 

of the mission-limiting event. For purposes of this COOP, mission-essential functions are those critical 
activities of the Town that cannot withstand a 30-day interruption. Neither all Departments nor all 
functions within a Department are necessarily mission-essential under this definition; however each 
Department will create their list of prioritized, mission-essential functions that will be provided to the Town 
Manager for review and incorporation into this plan. 

 
E. ROLES OF EPG AND EOC. 
 
1.  Members of the Executive Policy Group (EPG) are responsible for monitoring and analyzing any situation 

that may threaten public safety, Town property or the Town’s reputation. As emergency situations 
threaten or occur, the Town Manager may convene the EPG to facilitate the process of incident evaluation 
and planning, and possible activation and implementation of emergency functions and resources.  

 
2.  Any event significant enough to require COOP implementation may result in the Emergency Operations 

Center (EOC) activation. If additional support from the EOC is required, activation will be considered in 
accordance with the methodology provided for in this CEMP.  

 
3.  Flexibility in planning and recovery is necessary in the event of a disaster so widespread that it involves 

multiple Town buildings that have been planned as the alternate sites for each other. The EOC may be 
activated and County mutual aid assistance may be requested. The EOC will: 

 
a. Monitor and assess the situation requiring COOP activation. 
b. Monitor the status of personnel and resources. 
c. Plan and prepare for the restoration of operations in primary facilities or permanent alternate 

facilities as necessary. 
 
4.  Fully-functional and immediately available alternate facilities do not exist to support all defined mission 

essential functions. It is likely that in the event of a local emergency requiring activation of this COOP that a 
commercial facility may be required to support operations. The decision for relocation and authorization 
for occupancy of available commercial facilities will be made by the Town Manager. 
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F. TOWN PERSONNEL. 
 
1. Personnel in affected buildings will report to pre-designated off-site locations for personnel accountability. 
 
2. Essential staff personnel report to appropriate pre-determined location(s) to recover mission-essential 

functions in accordance with their Department COOP. 
 

• During COOP contingencies the Town Manager will determine the hours of work for essential staff. 
 
3.  Personnel not directly involved in response, recovery, and mission essential functions fall into two broad 

categories:  
 

(a)  Standby Personnel. Personnel who will be directed to remain at home in standby status (at current 
rate of pay and benefits) until provisions are made for their return to work. 

 
(b) Disaster Assistance Personnel: Those who are identified as having special skills that can be used in 

support of response, recovery, and other functions in accordance with their skills. 
 
G. COOP ACTIVATIONS.  
 
1. Emergencies or specific threats of emergencies may affect the ability of the Town of Palm Beach 

Government to perform mission-essential function from any or all Town facilities. Such emergencies fall 
into two general categories: 

 
a. Single Town government facility closed to normal business activities as a result of an event or credible 

threat of an event that precludes access to or use of that facility, or; 
 
b. A geographical area closed to normal activities as a result of a widespread utility failure, natural 

disaster, hazardous material event, civil disturbance, or terrorist attack. If one or more facilities are 
located within this affected geographic area, activation of the COOP may be required. 

 
2. The decision to activate the COOP will be made based on the nature and severity of the incident or threat. 

Short duration events such as building evacuations may not require activation of the COOP.  
 
3.  In an event so severe that normal Town government operations are interrupted or, if such an event 

appears imminent which requires evacuation and reconstitution at an alternate facility or facilities, the 
COOP will be activated at the discretion of the Town Manager or designee.  

 
4. The Town Manager or the Emergency Management Director will notify the EPG, the EOC staff, and all allied 

City and County agencies.  
 
5.  Department Directors will notify their personnel. 
 
6.  Designated staff will gather at the Emergency Operations Center (EOC) or alternate site, as provided for in 

this CEMP. The Town Manager or designee will direct and insure that mission-essential functions of the 
closed facility are maintained and capable of being performed until normal operations are re-established. 
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7.  The EPG will insure proper direction and support is provided to implement the COOP and other emergency 

actions required to insure degraded mission-essential functions are identified within 2 hours, restored 
within 12 hours, and continued, as necessary, for up to 30 days.  

 
8.  All staff necessary to perform mission-essential functions will need to be contacted and advised to report 

to the primary facility, an alternate facility, a predetermined secure location, or other location.  
 
9.  As incidents may occur with or without warning, during or outside of normal working hours, the Town 

Manager and Department Directors must be ready to implement the COOP under a full range of 
possibilities. 

 
10.  Should the Town or individual building/Department receive a warning prior to the event then full execution 

of the COOP with a complete and orderly alert, notification, and deployment of the assets should occur. 
 
11.  The ability to execute the COOP following an event without warning will depend on the nature and severity 

of the event, the number of survivors, the effects on available personnel, equipment loss, and the 
infrastructure and resources remaining.  

 
12.  Accurate personnel accountability throughout a COOP event is paramount, especially if the incident occurs 

without warning and during normal working hours. Individual building evacuation plans must provide for 
complete accountability of staff and authorized visitors. 

 
H. TIME-PHASED IMPLEMENTATION. 
 
1. Time-phased implementation provides for an orderly approach and diminishes the inherent confusion and 

loss of capability associated with trying to do everything at once. The extent to which re-constitution of 
mission-essential functions is possible will depend on the nature and scope of the emergency, the amount 
of warning time received, and whether personnel are on or off-site. 

 
2 Departmental mission-essential functions will be recovered under a time-phased implementation 

procedure consistent with legal and statutory requirements. Essentially, those items affecting emergency 
response capability will be reconstituted first, with succeeding mission-essential functions re-activated as 
soon as possible, but no less than as described below. 

 
I. TRANSITION TO ALTERNATE SITES. 
 
1. When a non-emergency transition to alternate operations is possible, Department Directors will cease 

operations at the primary facility when operations are capable of being performed at the alternate 
location. 

 
2. Readiness to conduct mission-essential functions at an alternate location will be transmitted to the EOC 

who will, in turn, notify appropriate officials (Town Manager, Mayor, Town Council, allied agencies, etc.) of 
the alternate location and contact information. 

 
3.  Media releases will be prepared for the Town Manager in order to notify Town employees, the public, 
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Town customers and vendors of the alternate location and extent of capability to conduct mission-essential 
functions and which non-mission-essential functions have been curtailed for the immediate and 
foreseeable future. 

 
4. Following notification that a relocation of any Town government function has been ordered or is in 

progress, the EOC staff, Information Systems (IS) Manager, and other applicable Department Directors will 
take necessary action to implement site-support at the alternate location. 

 
J. COOP TERMINATION. 
 
1. Department Directors will report their status to the EOC on a set schedule to allow development of a time 

line for reconstitution and termination of the COOP. Appropriate plans and schedules will be developed by 
each Department that will allow an orderly return to normal operations. The Town Manager or designee 
will approve all plans and schedules for implementation.  

 
K. ATTACHMENTS. 
 
1. Department/Building COOPs. 
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Attachment 1 

DEPARTMENT/BUILDING COOPS 
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A.  COOP RESPONSIBILITY, CORE ELEMENTS AND REQUIREMENTS 
 

1. COOP RESPONSIBILITIES 
√ General Responsibilities Include: 

 Appoint a COOP Coordinator (Team Leader) for coordination and implementation of the COOP Plan.  

 Develop a COOP Multi-Year Strategy and Program Management Plan.  

 Approve COOP Plans. 

 Coordinate intra-department COOP planning efforts and initiatives with policies, plans, and 
activities related to critical infrastructure protection.  

 Identify mission-essential functions and update as necessary.  

 Identify agency missions or functions that can be deferred or terminated in the event the COOP 
Plan is implemented.  

 Establish an order of succession.  

 Pre-delegate succession authorities for making policy determinations.  

 Maintain a current roster and contact information of designated COOP team members.  

 Ensure that all COOP team members understand the COOP procedures and their responsibilities. 
Provide training and exercises for team members.  

 Maintain current personnel emergency alert notification rosters.  

 Prepare and maintain procedures for backup copies of vital printed and electronic records.  

 Provide for the proper storage of backup copies of vital records and other pre-positioned items.  

 Designate personnel responsible for compiling and maintaining office COOP go-kits and drive-away 
kits.  

 Pre-position COOP go-kits and other essential items at a designated temporary assembly area or 
alternate relocation point facility. Periodically inventory and ensure their readiness.  

 Prepare COOP site support procedures to ensure the smooth transition of essential functions, 
personnel, equipment and vital records.  

 
Maintain a current roster and contact information of alternate relocation point facility support staff 
personnel. Designate personnel responsible to assist the arriving COOP teams at the alternate 
relocation point facility.  

 Conduct periodic validation tests of the alert and notification systems. 

 Conduct periodic inter-department COOP exercises to ensure effective coordination and mutual 
support.  

 Conduct periodic coordination visits to alternate site(s).  

 Identify employees who may require regular and/or specialized transportation and billeting. 
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 Keep Town Manager informed of any site vulnerabilities or changes in site resources that may 
impact the effective execution of the COOP Plan.  

 Issue notifications when COOP plan is activated. 

 
 
 
 
 

2. RESPONSIBILITIES OF COOP TEAM MEMBERS 
Done Action Status Date/Time Completed 

 
Attend pre-event relocation team meetings and 
training to refine procedures and processes. 

  

 
Keep COOP relocation team leader apprised of 
COOP matters as they relate to team readiness and 
preparation. 

  

 
Review and update mission essential functions 
annually. 

  

 Develop and maintain updated notification 
procedures/ system for department personnel. 

  

 Participate in COOP training and exercises.   
 Develop drive-away Kits.   

 
Develop plan for off site storage of data to include 
vital records and databases. 

  

 
Prepare department COOP implementation plans 
and Standard Operating Procedures. Maintain and 
update as necessary. 

  

 
Annually review the composition of COOP team(s) 
staffing to ensure that the assigned staff are 
adequate and appropriate. 
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3. DRIVE–AWAY ITEMS FOR EACH WORK PLACE 
 
Develop a list of “Drive-Away items for each work place. Drive–away kits should contain reference materials, databases, 
procedures, guides, and other items that are used repetitively and are essential for the efficient operation of the department 
and would be required to resume normal operations. These items should be assembled into a container so that they may be 
collected quickly during COOP activation and transferred to the ARF. NOTE: Part 1 is a general listing and Par 2 is a 
department-generated listing. 
 

Drive-Away Items Can Include 
 

• Batteries. 
• Cell Phone. 
• COOP Document. 
• Flashlight. 
• Laptops. 
• Maps. 
• Portable Radio. 
• Supplies (See Worksheet 24 Matrix). 

• CDs with data/information, necessary to 
perform mission essential functions (i.e., 
forms, personnel information, contact 
information, resources list, copies of 
databases, etc.) 

• Equipment (See Worksheet 24 Matrix). 
• Forms. 
• Paper Records, Files. 
 

 
 

Work Place:   Enter Department-Specific Items below 
Items 

   
   
   
   
   
   
   
   
   
Note: All items listed are prepackaged or specifically marked. 
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4. PERSONAL EQUIPMENT (BUGOUTBAG) 
 
1. Each person assigned to a COOP Team, should have at least one personal Bug-Out-Bag. This bag should 

contain clothing, toiletries, prescription medication, and other items that will be needed if deployed to a 
COOP site. Due to the nature of emergencies, it is recommended that each person develop several personal 
Bug-Out-Bags to be kept in various locations, such as the office, home, and automobile.  

 
2. Your “Bug-Out-Bag” should remain packed and ready to go at any time. Remember that your stay could be 

up to 30 days. While laundry facilities may be available, it is recommended that you have at least four 
complete changes of clothing. Pack for comfort using a suitably sized suitcase or duffel bag. (Remember to 
check occasionally to ensure the contents still fit.) The following list contains suggestions for your 
consideration.  
 

CLOTHING: ESSENTIALS: USEFUL ITEMS: 
 Underwear (4 sets). 
 Socks (5 pairs). 
 Comfortable shoes. 
 Casual Shirts or Blouses (4). 
 Casual Pants/Skirts (khakis 

and jeans are fine-2 pair). 
 Sweater or light jacket (1). 
 Sleepwear (1 set). 
 Exercise Clothes. 
 Business Clothes (1 set if 

involved with other agencies 
or media). 

 Dress Shoes and Belt (if 
involved with other agencies 
or media). 

 Seasonal Outerwear (Coat, 
Hat, Gloves, Rain Gear). 

 Laptop, cell phone, personal 
data assistants or other 
devices for communicating. 

 Deployment Instructions 
(Including directions to site). 

 Personal Identification. 
 Credit Cards, Check Book, 

Cash (at least $50). 
 Hand-carried Vital Records 

and Equipment (Portable 
computers, external drives, 
etc.). 

 Toilet Kit (Toothpaste, Soap, 
Toothbrush, Comb or Brush, 
Razor, etc.). 

 Medications (At least 7 days-
preferably a 30 day supply). 

 Handkerchiefs or Tissue. 
 Flashlight. 

 Laundry Bag. 
 Laundry Soap (for 2-3 loads). 
 Sewing Kit (Thread, Needles, 

Safety Pins, Buttons). 
 Personal Reading. 
 Worship or Devotional 

Materials. 
 2-3 Trash Bags. 
 Favorite packaged snacks or 

candy (7 days). 
 Stamps, Envelopes, and 

Stationary. 
 Personal Address Book. 
 Pocket knife. 
 CD Player with CDs. 

PRE-DEPLOYMENT CHECKLIST: 
 Photo ID Badge. 
 Technical/Professional 

Equipment. 
 Government credit card, if 

authorized. 
 Personal credit card(s). 
 Check Book. 
 Functional checklist for your 

area of responsibility. 

 Special requirements, if 
identified (credentials and 
copy of professional license), 
carrier of special medications, 
allergy or other medical tags 
of bracelet, etc.). 

 Seasonal attire clothing (rain 
gear, boots, heavy coats, 
gloves, etc.). 

 Name and telephone number 
of your timekeeper. 

 Sufficient Cash.  
 Emergency contact telephone 

numbers while away. 
 Driver's License. 
 Flashlight, batteries, pocket 

radio with batteries 
(optional). 
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B.  COOP RESPONSE OPERATING GUIDE/CHECKLISTS 
 

 

TIME-PHASED PLAN IMPLEMENTATION. 
 
1. A time-phased implementation maximizes the preservation of life and property by making the best 

use of available personnel, equipment, facilities, and other resources. A successful time-phased 
implementation depends upon the type and magnitude of the event or threat, the amount of 
warning received, whether personnel are on duty or off duty and available, and the extent of 
damage to department facilities and personnel. 

 
2. In general the sequence of events for a COOP emergency will occur within three time-phases: 
 

a. Phase I – Emergency Response, Initial Facility Assessment and COOP Activation. (0 to 12 
Hours).  

 
During this phase, alert and notification of all employees and other organizations identified as 
“critical customers/partners” (e.g., vendors or public/private entities that may provide resource 
support) will take place. It is during this phase that the transition to alternate operations at the 
alternate facility begins. However, if events turn out to be less severe than initially anticipated, 
the time-phased COOP activation may terminate during this phase and a return to normal 
operations will take place. 

 
b. Phase II – Alternate Operations (12 Hours to 30 days or Termination). 

 
During this phase, the transition to the alternate facility is complete and the performance of 
mission essential functions should be underway. Also during this phase, plans should begin for 
transitioning back to normal operations at the primary facility or other designated facility. 

 
c. Phase III – Reconstitution and Termination. 
 

During this phase, all personnel, including those that are not involved in the COOP activation, 
will be informed that the threat or actual emergency no longer exists and instructions will be 
provided for resumption of normal operations. 
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1. PHASE I: RESPONSE 
Actions Considered or Taken 

Done Action Status Date/Time  Completed 

 Contact 9-1-1 and IS immediately (if appropriate).   

 Evacuate workplace, facility, building as 
appropriate. 

  

 Rescue victims only when there is limited or no 
risk to trained team members. 

  

 Activate workplace, facility, building emergency 
procedures, plans. 

  

 Insert other actions.   

    

    

    

    
 
 

2. PHASE I: INITIAL FACILITY ASSESSMENT CHECKLIST  
Actions Considered or Taken 

Done Action Status Date/Time Completed 

 

Contact Emergency Management, Department 
Head and Town Manager. Report initial 
assessment/size up. Initial situation report should 
include: 
• Facility location and portion involved 
• Incident type (fire/smoke, water, chemical, 

collapse, etc.) 
• Injuries and/or fatalities (employees or 

civilians) 
• Situation status: static or active/on-going 
• Weather situation, if a factor 
• Exposure (what is: threatened, 

contaminated, etc. 
Note: Following the initial assessment/size-up 

report, conduct a more thorough 
assessment that includes the following 
elements. 

  

 Conduct a visual hazard analysis/inspection of the   
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facility beginning with the exterior and then 
working towards interior if this can be 
accomplished safely. Look up, down and all 
around for: 
• Loose or hanging objects, electrical cords, 

building materials 
• Possible hazardous chemical spills or vapors 
• Fire and/or smoke 
• Electrical hazards (broken/downed wires, 

exposed connections, etc.) 
• Trip hazards, loose building debris, holes, 

etc. 
• Collapse hazards 
• Cut hazards 

 

Provide and maintain:  
• Site security 
• Restricted access/hazard zones  
• Visual warning systems (signs, barricades, 

tape/rope, security officers, etc.) as 
appropriate 

  

 Ensure employee and visitor accountability and 
safety at all times. 

  

 
Ensure employee life safety practices are used 
and enforced per OSHA and other applicable 
state and local requirements. 

  

 

Ensure that employees involved in recovery 
efforts are in safe and healthy conditions per 
OSHA and other applicable state and local 
requirements. 

  

 

Safely prevent further damage or contamination, 
if possible: 
• Identify resources and actions needed to 

mitigate or resolve the situation. 

  

 

Document the inspection/assessment findings in 
both written and photographic (if available) 
format and include names of personnel involved 
in the assessment/inspection. 

  

 Report findings to Emergency Management, 
Department Head and Town Manager. 

  

 Complete “Damage Assessment Checklist.”   
 Complete “Damage Assessment Form.”   

 
3. DAMAGE ASSESSMENT CHECKLIST 
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This checklist will serve as a starting point in determining the extent of damages to a facility. Use this as a 
guideline, adding and modifying as necessary. 

Critical System Operational Time To 
Restore 

Minimum 
Equipment 
Required 

Description of Damage 

Building Structure (or 
building area / spaces) 

    

Utilities     

Telephone     

HVAC     

Fire Detection & 
Suppression 

    

Electrical     

Domestic Water     

Wastewater & Sewer     

Security System     

Information System     

Furniture     
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4. DAMAGE ASSESSMENT FORM 
This form will serve as a quick synopsis of the status of the damaged facility following the initial assessment. It 
may be supplemented by information provided by the property owner/manager, the insurance carriers and/or 

governmental officials (fire marshal, etc.) 

Building Floor 
(or building area / spaces) 

Overall Damage 
to Floor Space 

(Percent) 

Damage to 
Building 
Services 
(Percent) 

Damage to 
Contents 
(Percent) 

Description of Damage 
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5. PHASE I: COOP ACTIVATION (0 to 12 Hours) 
Actions Considered or Taken 

Done Action Status Date/Time Completed 
1.0 COOP TEAM OR STAFF PROCEDURES   
1.1 Initial Emergency Response.   

 Ensure the Department Director is contacted and 
apprised of situation status and activity. 

  

 
Complete emergency response, notification and 
mobilization duties as directed by the Department 
Director. 

  

 Obtain reports of personnel injury or deaths.   

 

Complete Initial Facility Assessment Checklist. 
• Perform assessment(s) and evaluation(s) until 

the extent of impact or damage can be 
determined. 

  

 

Complete Damage Assessment Checklist and 
Forms. 
• Document the results of the preliminary 

assessment(s) and evaluation(s) and submit 
the report to the Department Director with 
recommendations to terminate the 
emergency response activities or to activate 
subsequent plan operations.  

  

 Terminate or expand/extend the operation as 
directed by the Department Director. 

  

1.2 COOP Activation.   

 

Establish and organize a Command Center from 
which to manage resumption activities. 
• Can be at the ARF or some other department 

identified location. 

  

 

Activate and mobilize additional department 
personnel or pre–designated teams to manage 
support and logistics functions for the COOP 
activation process and resume time–sensitive 
application restoration.  
• Contact Emergency Management/EOC if your 

department does not have sufficient 
personnel to support these types of activities. 

  

 
Evaluate alternate site equipment and network 
service for the necessary enhancements to support 
time – sensitive application recovery. 

  

 Mobilize and activate additional support personnel 
to assist with additional enhancement and use of 
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5. PHASE I: COOP ACTIVATION (0 to 12 Hours) 
Actions Considered or Taken 

Done Action Status Date/Time Completed 
the alternate site(s).  
• Contact Emergency Management/EOC if your 

department does not have sufficient 
personnel to support these types of activities. 

 

Identify and prioritize damaged critical processes 
and services. 
• Determine what is needed to bring critical 

processes and services back online. 

  

 

Notify and inform department stakeholders, the 
general public (If applicable) and department 
management of the situation using department 
COOP alert and notification procedures. 

  

 

Alert employees, vendors, and other internal and 
external individuals and organizations to the 
situation and provide information on their 
anticipated role during resumption and recovery. 
COOP alert and notification procedures will be used 
to make appropriate contacts. 

  

 

Begin implementing procedures to re–establish 
time–sensitive processes and applications.  
• This may include relocating to a temporary 

facility and re–establishing communications at 
an alternate site, etc. 

  

2.0 ALTERNATE RELOCATION FACILITY (ARF)   
2.1 Activate internal and external notification process.   
 Designate a Public Information Officer (PIO).   

 
PIO will issue press release(s) to announce the 
relocation and the new contact information (if 
different from primary home base of operations). 

  

 Notify employees.   
 Notify Emergency Management and IS.   
 Notify department COOP Team notification.   
2.2 Relocation with Warning.   

 
Prepare documents required for the performance 
of essential functions at the relocation point(s).  

  

 
Prepare designated communications, information 
technology/services equipment, and other 
essential equipment for relocation. 

  

 Protect communications and information   
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5. PHASE I: COOP ACTIVATION (0 to 12 Hours) 
Actions Considered or Taken 

Done Action Status Date/Time Completed 
technology/services equipment not designated for 
relocation. 

 
Provide security of the facility and non-removable 
equipment and records. 

  

 Shutdown of Operations   

 
Ensure controlled shutdown of operations as 
appropriate.  

  

 

As appropriate direct personnel to remain at the 
primary site to serve in a stay-behind caretaker 
capacity to assist in shutting down equipment and 
securing primary site facilities, equipment and 
records against loss or compromise. 

  

 Departure for the ARF   

 
Deploy COOP teams/individuals, essential records, 
equipment and drive-away kits to the ARF.  

  

 
Direct other department personnel to remain on 
duty at their normal work stations or move to the 
relocation site or go home. 

  

2.3 Relocation without Warning – During Duty Hours.   

 
Determine extent of damage to primary work site 
and relocation actions. 

  

 
If work site is uninhabitable but the facility, 
equipment, records, and personnel are undamaged 
determine whether/how much to relocate. 

  

 
Initiate a duty hours notification by whatever 
means are available.  

  

 
If time permits, ensure personnel backup 
information technology/services equipment and 
databases. 

  

 
Prepare communications, information technology/ 
services, and other equipment and important 
printed records for relocation.  

  

 
Provide physical security for documents and 
equipment.  

  

 
Deploy COOP teams/individuals, essential records, 
equipment and drive-away kits to the ARF. 

  

 
Direct other department personnel to remain on 
duty at their normal work stations or move to the 
relocation site or go home. 
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5. PHASE I: COOP ACTIVATION (0 to 12 Hours) 
Actions Considered or Taken 

Done Action Status Date/Time Completed 

2.4 Relocation without Warning – During Non-Duty 
Hours. 

  

 
Issue a media announcement to the local radio and 
television stations as applicable. Employees should 
take pre-planned actions. 

  

 
Initiate a non-duty hours notification using the 
department COOP alert and notification 
procedures. 

  

 

Direct COOP teams/individuals to report to: 
a. Relocation site. 
b. Home site to pick up essential records or 

equipment en–route to the alternate site. 
c. Remain at home.  

  

3.0 RELOCATION DIRECTION AND CONTROL   
3.1 Phase I (1 – 24 hours).   

 
Notify next senior level of the potential or the 
intent to relocate. 

  

 
Notify relocation site manager of impending 
relocation and actual relocation requirements. 

  

 Relocate key staff.   
 Prepare relocation site(s) for additional personnel.   

 
Conduct limited essential functions as soon as 
possible. 

  

3.2 Phase II (24 hours – 5th Day).   
 Continue essential functions.   
 Relocate balance of employees as required.   

 
Identify missing personnel and request/arrange for 
augmentation as required. 

  

 
Commence other non – essential functions as 
appropriate and feasible. 

  

3.3 Phase III (5th Day – Until Termination).   

 
Sustain all essential functions from the alternate 
relocation point(s). 

  

 
Determine further planning needs for return to 
home operations location, or plans for a permanent 
relocation/reconstruction solution. 

  

4.0 ALTERNATE RELOCATION START UP PROCEDURES    
4.1 Arrival.   
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5. PHASE I: COOP ACTIVATION (0 to 12 Hours) 
Actions Considered or Taken 

Done Action Status Date/Time Completed 

 
Upon arrival at the appropriate relocation site, the 
COOP Team Leader will give personnel an 
orientation briefing. 

  

 

The briefing covers site organization and operation, 
and information on the support available such as 
communications equipment and personnel 
available to assist in the exchange of information 
with the chain of command and with other 
relocation point(s). 

  

 

While the relocation facility(ies) provide certain 
support capabilities, the relocated staff is 
responsible for bringing records and specialized 
equipment that were not pre–positioned, 
circumstances permitting. 

  

 

Personnel will perform tasks and functions from 
the relocation site as directed.  
• Each person will not be performing every 

function; however collectively, those arriving 
initially should be able to ensure performance 
of these functions: 

  

 
Monitor the situation, extent of damage, status of 
personnel, resources and events by recording 
incoming reports. 

  

 
Assess the situation by evaluating information 
gathered from reports. 

  

 
Report the status of operations to other 
organizations as appropriate. 

  

 Collect and maintain time and attendance records.   

 

Ensure twenty four hour per day, seven days per 
week (24/7) coverage by planning and scheduling 
relocation site activities, as appropriate (i.e., work 
hours, meals, shift change(s), etc.). 

  

 
Prepare and disseminate instructions and report 
back as required. 

  

 
Monitor Department field organizations and other 
deployed personnel as required. 

  

 
Implement contingency termination and recall 
actions when directed. 

  

4.2 ARF Start–Up Tasks.   
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5. PHASE I: COOP ACTIVATION (0 to 12 Hours) 
Actions Considered or Taken 

Done Action Status Date/Time Completed 
 Notify Information Services.   

 

Activate “physical plant:” 
a. Unlock and open doors. 
b. Turn on power and lights. 
c. Turn on ventilation. 
d. Turn on air conditioning or heat. 

  

 

Activate and set up communications systems and 
verify service and operational status. 

a. Assign someone to take phone messages. 
b. Assign someone to alert employees, vendors 

and other internal and external individuals 
and organizations of telephone 
communications activation and call in 
numbers at ARF. 

  

 
Activate and set up radios (if appropriate). 
a. Conduct radio checks. 
b. Contact dispatch centers. 

  

 

Ensure all necessary warnings and notifications are 
made per the COOP (i.e., all employees, emergency 
management, Town Manager and other 
Department Directors, etc.). 

  

 Coordinate with media as applicable.   
 Notify County EOC if appropriate.   

 

Call the National Weather Service. 
• Obtain updated weather report, if 

appropriate, and post the information at the 
ARF. 

  

 
Mount/set up maps and status boards and post 
situation information and key contact numbers. 

  

 
Turn on printers and copy machine(s) and verify 
operational status. 

  

 Set up and placement of furniture.   
 Set up and placement of equipment.   

 
Ensure adequate numbers, locations and set up of 
status boards and displays, both physical and 
electronic. 

  

 
Establish and ensure ARF site security, as 
appropriate. 

  

 Establish an ARF Site Safety Officer to ensure   
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5. PHASE I: COOP ACTIVATION (0 to 12 Hours) 
Actions Considered or Taken 

Done Action Status Date/Time Completed 
compliance with all applicable safety regulations. 

 Ensure handicap accessibility to the facility.   

 
Establish schedules for situation briefings for 
arriving staff. 

  

 
Establish and maintain an accurate chronological 
log of all ARF operational activities and major 
decisions. 

  

 
Determine food and beverage needs and sources to 
sustain ARF operations as applicable. 

  

 
Ensure sanitation facilities are adequate and 
functional for the duration. 

  

 

Determine support services needed. 
a. Information Services. 
b. Office supplies. 
c. Filing and file space. 
d. Temporary labor services. 
e. Financial services (contracts, purchase 

orders, collection of receipts, etc.). 
f. Oversight of vehicles and building services. 

  

 
Determine the types of facilities maintenance 
services required, such as janitorial, sanitation, 
showers, lighting and safety. 

  

 
Determine the need for vehicle maintenance and 
servicing needed at ARF location, if appropriate. 

  

 Assign other activation tasks as required.   
 
 
 

6. PHASE II: ALTERNATE OPERATIONS (12 Hours – 30 Days/Termination) 
Actions Considered or Taken 

Done Action Status Date/Time Completed 

 Continue appropriate Phase I activities as 
necessary. 

  

 
Determine hours of work for the COOP Teams 
(normally they would be similar to normal 
emergency working hours, established by Policy). 

  

 Assess need for post disaster employee counseling.    

 Review critical processes and services. Stable? 
• If not stable, identify what needs to be 
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6. PHASE II: ALTERNATE OPERATIONS (12 Hours – 30 Days/Termination) 
Actions Considered or Taken 

Done Action Status Date/Time Completed 
brought online or improved. 

 

Notify and coordinate activities with the EOC and 
Senior Staff. 
• Provide guidance to non-essential employees 

and information to the public. 

  

 Identify replacements for missing personnel 
(delegation of authority and orders of succession).  

  

 Commence full execution of operations supporting 
essential functions at the alternate facility. 

  

 Consider transportation, lodging and food/meals 
procedures during the COOP activation.  

  

 Develop security and access control policy and 
procedures for the alternate facility.  

  

 If required, identify long-term alternate facility(ies).   
COOP TERMINATION AND DEMOBILIZATION 

 
Review COOP activation/mission records to 
determine probable size of demobilization effort. 

  

 
Obtain Town Manager’s objectives, priorities, and 
constraints for COOP termination and 
demobilization. 

  

 

Determine: 
a. Division requiring formal demobilization. 
b. Personal rest and safety needs (i.e. personnel 

may need to rest before driving). 
c. Coordination procedures with cooperating 

assisting agencies. 

  

 

Be aware of ongoing demobilization resource 
needs. 

• Obtain identification and description of 
surplus resources, and probable release times. 

  

 
Determine finance, supply and other incident 
check–out needs.  

  

 
Evaluate logistics and transportation capabilities to 
support the demobilization effort. 

  

 
Establish communication links with appropriate 
personnel and facilities. 

  

 
Prepare a COOP Termination and Demobilization 
Plan including the following sections: 
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6. PHASE II: ALTERNATE OPERATIONS (12 Hours – 30 Days/Termination) 
Actions Considered or Taken 

Done Action Status Date/Time Completed 
a. GENERAL – discussion of demobilization 

procedure. 
b. RESPONSIBILITIES – specific implementation 

responsibilities and activities. 
c. RELEASE PRIORITY – of personnel and 

resources. 
d. RELEASE PROCEDURES – detailed steps and 

process to be followed. 
e. DIRECTORIES – maps, telephone numbers, 

instructions and other needed items. 

 
Obtain approval of Demobilization Plan from Town 
Manager. 

  

 
Distribute plan to each processing point on and off 
incident. 

  

 
Ensure that personnel are aware of their 
responsibilities within the COOP Termination and 
Demobilization Plan. 

  

 
Monitor implementation of the COOP Termination 
and Demobilization Plan. 
• Maintain a log. 

  

 
Assist in the coordination of the COOP Termination 
and Demobilization Plan. 

  

 
Brief Town Manager and Emergency Management 
on progress of demobilization. 

  

 Complete all records prior to departure.   
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7. PHASE III: RECONSTRUCTION & TERMINATION 
Actions Considered or Taken 

Done Action Status Date/Time Completed 

 Inform all personnel and media that the threat no 
longer exists. 

  

 Transfer back into full operations in the primary 
facility(ies). 

  

 Make all necessary instructions to personnel and 
the public for normal restoration of services. 

  

 

Recovery and Reconstruction (R&R). 
a. Appoint a R&R Manager. 
b. Develop a R&R Team.  
c. Develop a R&R Process and Procedures.  
d. Develop a R&R “Concept of Operations”.  

  

 Conduct a review of COOP plan execution and 
effectiveness. 

  

RETURN TO PRIMARY FACILITY AND RESTORATION PROCEDURE 

 
Develop plan based on contamination, structural 
damage and asset loss. 

  

 

Ensure restoration process includes the 
assessment of: 

a. Environmental contamination of the affected 
areas. 

b. Structural integrity of the building. 
c. The damage to furniture, fixtures and 

equipment. 

  

 
If the original facility is assessed as beyond repair, 
develop plan to acquire, equip and furnish new 
permanent facilities. 

  

 
Initiate return to the primary facility once the 
primary facility has been deemed safe and 
habitable.  

  

Resumption and Restoration Operations 

 
Maintain an adequate level of support team coverage 
to support all business operations. 

  

 
Maintain adequate technology team(s) coverage to 
sustain information and processing operations. 

  

 
Ensure building has been cleaned and/or 
decontaminated. 

  

 
Repair and/or restore the building or 
construct/acquire a new facility. 

  

 Replace the contents of the building.   
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7. PHASE III: RECONSTRUCTION & TERMINATION 
Actions Considered or Taken 

Done Action Status Date/Time Completed 

 

Coordinate the relocation and/or migration of 
business operations, support and technology 
departments from temporary facilities to the 
repaired or new facility. 
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C.  DEPARTMENT PLANS 
 
 

OUTLINE FOR THE DEPARTMENT COOP 
 

COOP ELEMENTS ANNEXES INFORMATION 
MISSION ESSENTIAL FUNCTIONS & 
CRITICAL PROCESS SYSTEMS 

Mission Essential Functions. 
Critical Process & Services. 

VITAL RECORDS Vital Records. 

COMMUNICATIONS SYSTEMS Communication Systems supporting Essential Functions. 

CRITICAL STAFF, SUCCESSORS Essential Functions and Key Positions 
Order of Succession. 

ASSEMBLY AREAS, ALTERNATE WORK 
SITE LOCATIONS, DRIVE-AWAY KITS 

Designated Assembly Areas. 
Alternate Facility Requirements. 
Alternate Work Sites. 
Push Kit Inventory. 

 
 
 

1. TOWN HALL 
 

Finance Department 
Human Resources Department 

Information System’s Office 
Planning, Zoning & Building Department 

Town Manager’s Office 
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Town Hall COOP 
FINANCE DEPARTMENT 

 
MISSION ESSENTIAL FUNCTIONS, CRITICAL PROCESSES & SERVICES 

Identify department essential functions (provide vital services, exercise civil authority, maintain safety and well being of the 
public, and sustain the industrial and economic base). (Priority 1, 2, and 3). 
 

PRIORITY 1: Essential for the safety and welfare of citizens, visitors and employees. 
Essential Function: PURCHASING  
Description of 
Function (Critical 
Process or Service) 

RTO Key Personnel Records Equipment and 
Systems 

Fill requisitions, 
issue P.O.s 

ASAP Purchasing staff Requisitions, 
purchase orders  

Network, personal 
computer, printer, 
telephone, fax, 
email 

Receive and issue 
inventory from 
Town warehouse, 
maintain stock 
levels 

ASAP Warehouse staff  Network, personal 
computer, printer, 
warehouse 
inventory, van 

 
 

PRIORITY 2:  Essential for maintaining statutory or policy driven requirement. 
Essential Function: PAYROLL     

Description of 
Function (Critical 

Process or Service) 
RTO Key Personnel Records Equipment and 

Systems 

Run payroll 
checks/direct 
deposit from time 
provided by 
departments 

2 days Payroll Specialist, 
Accounting 
Supervisor, Finance 
Director, Town 
Manager, 
Department 
Directors 

Eden database Network, personal 
computer, printer, 
calculator, 
overtime/storm 
policies 

Essential Function: OFFICIAL RECORD KEEPING 
Description of 

Function (Critical 
Process or Service) 

RTO Key Personnel Records Equipment and 
Systems 

Keep and 
safeguard all Town 
documents 

 Town Clerk staff Contracts, titles, 
agreements, 
minutes, 

Network, personal 
computer, printer, 
internet access 
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ordinances, 
resolutions and 
development 
review files 

Attestation of 
official documents 

At first need Town Clerk or Staff Provided by those 
needing attestation 

Town seal, copy 
machine 

Coordinate, 
manage municipal 
elections 

Depends on 
election date 

Town Clerk’s full 
staff, election 
workers (40), 
Supervisor of 
Elections Office, 
traffic control, 
TMO, PIO 

Worksheet of poll 
worker 
assignments, 
precinct maps, 
sample ballots, 
newspaper 
(advertising), voter 
registration records 
(precinct rolls) 

Voting machines, 
computer access 
for 7+ computers, 
locations for voting 
to match all SOE 
requirements, 
telecommunication
s b/w election 
locations, vehicle 

Essential Function: ACCOUNTS RECEIVABLE/PAYABLE 
Description of 

Function (Critical 
Process or Service) 

RTO Key Personnel Records Equipment and 
Systems 

Process check 
requests and 
invoices for 
payment. Prepare 
weekly check run. 

1 week Accounting Clerk, 
Finance Director, 
Town Manager 

Eden database 
invoices, check 
stock 

Network, personal 
computer, printer, 
calculator 

Track available 
funds in Town’s 
bank accounts 

 Accounting 
Assistant 

 Network, G/L A/P 
and cash 
management 
programs, access 
to internet, 
personal computer, 
printer 

 
PRIORITY 3:  Required to maintain a level of service once higher priorities are met. 
Essential Function: CASH MANAGEMENT  

Description of 
Function (Critical 

Process or Service) 
RTO Key Personnel Records Equipment and 

Systems 

Record and deposit 
all monies received 
by the Town 

ASAP after opening 
of post office 

Accounting Clerk Eden Database Network, personal 
computer, receipt 
printer, calculator 
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VITAL RECORDS 
 

Identify vital records, 
systems, and data 
(Please describe if 

necessary) 

Plans for protection, 
duplication, and 

movement of records 

Location and accessibility 
of Vital Records 

 
 

Accuracy and currency of 
records 
(Date) 

Policy Manuals Stored electronically in 
database but not backed 
up. Manual is also in 
hard copy format. 

Available on-line through 
Intranet site and are 
accessible off-site 
including alternate 
facility. 

Current 

Financial and Personnel 
Records 

Stored electronically in 
database and maintained 
by IS Department. These 
records are backed up 
daily on tape and stored 
off-site. 

Records are accessible 
off-site including 
alternate facility. 

Current 

Staffing/personnel lists Stored electronically and 
hard copy 

Maintained by 
supervisors 

Updated regularly 

Check stock – accounts 
payable and payroll 

Accounts payable is 
standard blank form 
available at Office Depot, 
all pertinent information, 
signatures, etc. printed 
by computer system. 
Payroll checks are 
standard blank forms 
available online, all 
pertinent information, 
signatures, etc. printed 
by computer system. 

Checks are stored within 
the finance department 

Current 

Open invoices Beginning in September 
2007, invoices received 
and posted for payment 
are scanned and stored 
within the Town’s 
financial system. 

Invoices scanned into 
system are accessible 
off-site. Previous 
invoices are stored on 
paper only, no plans to 
scan. 

Current 

Payroll maintenance 
records 

Records are kept hard 
copy but, records in 
Finance are duplicates 
used for posting 
purposes only.  Record 
copy is kept in HR. 

Record copy is 
maintained in HR with 
the records to support 
current changes 
duplicated in the finance 
department 

Current 
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COMMUNICATION SYSTEMS SUPPORTING ESSENTIAL FUNCTIONS 
 
The Office of Information Systems services telephone, fax, internet, Town intranet and email systems for all 
Town Departments with a few department-specific exceptions. 
 
 

ORDER OF SUCCESSION 
  

Essential Function: PURCHASING 

Key Position Successor 1 Successor 2 Successor 3 Successor 4 

Purchasing Agent Assistant 
Purchasing Agent 

Finance Director Assistant Finance 
Director 

 

Assistant 
Purchasing Agent 

Purchasing Agent Purchasing 
Technician 

  

Warehouse 
Coordinator 

Buyer Purchasing 
Technician 

  

Buyer Warehouse 
Coordinator 

Purchasing 
Technician 

  

Town Manager Deputy Town 
Manager 

Director of 
Recreation and 
Special Projects 

  

 
Essential Function: PAYROLL 

Key Position Successor 1 Successor 2 Successor 3 Successor 4 

Payroll Specialist Accounting 
Assistant 

Accounting 
Supervisor 

Assistant Director  

Accounting 
Supervisor 

Assistant Finance 
Director 

Finance Director Accounting 
Assistant 

 

Finance Director Assistant Finance 
Director 

Accounting 
Supervisor 

  

Town Manager Deputy Town 
Manager 

Director of 
Recreation and 
Special Projects 

Finance Director  

 
Essential Function: OFFICIAL RECORDKEEPING 

Key Position Successor 1 Successor 2 Successor 3 Successor 4 

Town Clerk Document 
Development 
Coordinator 

Office Assistant III Finance Director  
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Essential Function: ACCOUNTS RECEIVABLE/PAYABLE 

Key Position Successor 1 Successor 2 Successor 3 Successor 4 

Accounting Clerk Accounting 
Assistant 

Accounting 
Assistant 

Accounting 
Assistant 

Accounting 
Supervisor 

Accounting 
Assistant 

Accounting 
Assistant 

Accounting 
Supervisor 

Accounting Clerk  

Finance Director Assistant Finance 
Director 

Accounting 
Supervisor 

  

Town Manager Deputy Town 
Manager 

Director of 
Recreation and 
Special Projects 

Finance Director  

  
Essential Function: CASH MANAGEMENT 

Key Position Successor 1 Successor 2 Successor 3 Successor 4 

Accounting Assistant Accounting 
Assistant 

Accounting 
Supervisor 

Accounting Clerk Accounting 
Supervisor 

Accounting Assistant Accounting 
Supervisor 

Asst Finance 
Director 

  

Asst. Finance Director Accounting 
Assistant 

Finance 
Director 

  

Finance Director Asst Finance 
Director 

Accounting 
Supervisor 

  

Town Manager Deputy Town 
Manager 

Director of 
Recreation and 
Special Projects 

  

 
 

DESIGNATED ASSEMBLY AREAS 
 
Identify the designated assembly area for employees evacuating the building in the event of an emergency. Also, 
identify two alternate assembly areas to be used in the event that designated area cannot be used. 

Designated Assembly Area Alternate Assembly Area 
1 

Alternate Assembly Area 
2 

Ambassador E.T. Smith Park Lobby of Fire-Rescue Station #1 Recreation Center 

NOTE: Purchasing is not covered in 
this section due to being located in 
the Public Works facility. 
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ALTERNATE FACILITY REQUIREMENTS  
 

Essential Function Number of 
Personnel Communication Space Requirement 

Payroll 3 8 phones, internet 
connection, one modem 
connection 
 

800 sq ft. 

Accounts Receivable/ Payable 3 800 sq ft 

Cash Management 4 800 sq ft 

Purchasing *Note: Purchasing 
operation is located in the 
Public Works facility. 

6 5 phones, internet 
connection 

600 sq ft. for employees 
work area + warehouse 
space 

Official Record Keeping 1 1 phone 100 sq ft. 

 
 

ALTERNATE WORK SITES 
 

Identify temporary locations for staff if the primary work place is damaged –  
NOTE: Space to be designated by the Town Manager or designee for Town Hall offices 

1.  Town EOC or conference room 

2.  Fire-Rescue Station #3 (South) 

3.  Recreation Center 

4.  Police Department 

5.  Public Works Facility *Note: Purchasing operation is located in the Public Works facility. 
 

 
 

PUSH KIT INVENTORY 
 
The following is a Push Kit Inventory used to assist the CRT during relocation. The following list represents the 
minimum amount of equipment your department would need to meet its critical functions. Please identify 
whether the equipment is on hand and where it is stored OR the source from which the equipment will be 
obtained (Vendor). 
 

Description Quantity Source Information 

 Required Bring  

Desks 12 0  

Chairs 12 0  
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Computers 12 3  

Printers 2 1 One printer must print MICR 

Copiers 2 0  

Phones 13 0  
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Town Hall COOP 
HUMAN RESOURCES 

DEPARTMENT 
 

MISSION ESSENTIAL FUNCTIONS, CRITICAL PROCESS & SERVICES 
Identify department essential functions (provide vital services, exercise civil authority, maintain safety and well-being of the 
public, and sustain the industrial and economic base). (Priority 1, 2, and 3). 
 

PRIORITY 1: Essential for the safety and welfare of citizens, visitors and employees. 
Essential Function: BENEFIT ADMINISTRATION 

Description of 
Function (Critical 

Process or Service) 
RTO Key Personnel Records Equipment and 

Systems 

Continuation of 
maintaining all 
group insurance 
coverage 

1 week Human Resources 
Coordinator and 
Accounting 
Supervisor 

Invoices Network, personal 
computer, printer, 
Eden 

EAP 1 to 30 days Assistant Director  
 

EAP forms 
(only if Mgt 
Referral)  

Telephone, 
personal computer 
for e-mail 
communications 

Leave of Absences 1 to 30 days Assistant Director  
and 
Town Nurse 

Medical 
documentation 

Telephone, 
personal computer 
for e-mail 
communications 

Employee Status 
Changes w/Benefits 

1 to 30 days Human Resources 
Coordinator 

Election forms, 
Change forms, etc. 

Network, personal 
computer 
w/printer and e-
mail access, Eden 

Mass 
Communication 

1 to 30 days Human Resources 
Staff 

Written and/or 
verbal directives, 
phone numbers 

Network, personal 
computer, 
telephones, Eden, 
Crystal 

Servicing of 
Internal & 
External Inquiries 

1 to 30 days Human Resources 
Staff 

 Network, – 
computer w/e-mail 
access, printer, 
telephones 

 
PRIORITY 1: Essential for maintaining statutory or policy driven requirement. 
Essential Function: WELLNESS CLINIC/WORKERS’ COMPENSATION ADMINISTRATION (AT PW FACILITY) 

Description of 
Function (Critical 

Process or Service) 
RTO Key Personnel Records Equipment and 

Systems 
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Clinical Functions 
(i.e. fitness for 
duty, triage, critical 
immunizations 

72 hours Town Nurse 
Nurse’s Assistant 

Medical Telephone,  
computer , printer, 
copier, fax. 

Workers 
Compensation 

10 Days Town Nurse and 
Human Resources 
Assistant 

Worker’s 
Compensation Files 

Fax, computer 
printer, telephone, 
copier 

 
PRIORITY 1: Required to maintain a level of service once higher priorities are met. 
Essential Function: EMPLOYEE INVESTIGATIONS 

Description of 
Function (Critical 

Process or Service) 
RTO Key Personnel Records Equipment and 

Systems 

Investigations 1 to 30 days Director 
 

Memorandums, 
voice mail(s), 
e-mail(s) 
written statements 

Network, personal 
computer, 
telephones 

 
 

VITAL RECORDS 
 

Identify vital records, 
systems, and data 
(Please describe if 

necessary) 

Plans for protection, 
duplication, and 

movement of records 

Location and accessibility 
of Vital Records 

Accuracy and currency of 
records 
(Date) 

Policy Manuals 
 
 

Stored electronically in 
database and backed up 
by IS. Manual is also in 
hard copy format. 

Available on-line through 
Intranet site and are 
accessible off-site 
including alternate 
facility. 

Current 

Personnel Records 
 

Stored electronically in 
database and backed up 
by IS.  

Records are accessible 
off-site. 

Current 

Staffing/personnel lists Stored electronically and 
hard copy 

Maintained by 
supervisors 

Updated regularly 
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COMMUNICATION SYSTEMS SUPPORTING ESSENTIAL FUNCTIONS 
 
The Office of Information Systems services telephone, fax, internet, Town intranet and email systems for all 
Town Departments with a few department-specific exceptions. 
 
 

ORDER OF SUCCESSION 
 
Essential Function: DIRECTOR 
Essential Function: ASSISTANT DIRECTOR 
Essential Function: HUMAN RESOURCES ANALYST 
Essential Function: HUMAN RESOURCES ASSISTANT 
 
  

Essential Function: EMPLOYEE INVESTIGATIONS 

Key Position Successor 1 Successor 2 Successor 3 Successor 4 

Director of Human 
Resources 

Assistant HR 
Director 

HR Analyst Town Attorney  

 
 

Essential Function: BENEFIT ADMINISTRATION 

Key Position Successor 1 Successor 2 Successor 3 Successor 4 

Human Resources 
Analyst 

Assistant Human 
Resources Director 

Director of Human 
Resources 

  

 
 

Essential Function: CLINIC/WORKERS’ COMPENSATION ADMINISTRATION 

Key Position Successor 1 Successor 2 Successor 3 Successor 4 

Occupational 
Health Nurse 

Risk Manager Nurse’s Assistant   
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DESIGNATED ASSEMBLY AREAS 
 
Identify the designated assembly area for employees evacuating the building in the event of an emergency. Also, 
identify two alternate assembly areas to be used in the event that designated area cannot be used. 

Designated Assembly Area Alternate Assembly Area 
1 

Alternate Assembly Area 
2 

Ambassador E.T. Smith Park Lobby of Fire-Rescue Station #1 Recreation Center 

NOTE: Occupational Health Nurse is 
not covered in this section due to 
being located in the Public Works 
facility. 

  

 
 

ALTERNATE FACILITY REQUIREMENTS  
 

Essential Function Number of 
Personnel Communication Space Requirements 

Employee Investigations, 
Benefits Administration, 
Clinic/ 
Workers’ Compensation 
Administration 

3* 
employees 
*Clinic 
personnel at 
PW facility 

3* telephones, 
1 Fax; both with long distance access, 
Computers 
Email Access, 
Current IS software, desktop scanner 

500 square feet 

 
 

ALTERNATE WORK SITES 
 

Identify temporary locations for staff if the primary work place is damaged or destroyed –  
NOTE: Space to be designated by the Town Manager or designee for Town Hall offices 

1.  Town EOC or conference room 

2.  Fire-Rescue Station #3 (South) 

3.  Recreation Center 

4.  Police Department 

5.  Public Works Facility *Clinic personnel and function are located at PW facility 
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PUSH KIT INVENTORY 
 
The following is a Push Kit Inventory used to assist the CRT during relocation. The following list represents the 
minimum amount of equipment your department would need to meet its critical functions. Please identify 
whether the equipment is on hand and where it is stored OR the source from which the equipment will be 
obtained (Vendor). 
 

Description Quantity Source Information 

 Required Bring  

Desks 4 0 Vendor 

Chairs 4 0 Vendor 

Computers 4 3 Portable computer from Dir., Asst. Dir. & HR Analyst 

Printers 1 0 Vendor 

Copiers 1 0 Vendor 

Phones 4 0 Vendor 
Desktop 
Scanner 1 0 Vendor 
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Town Hall COOP 
OFFICE OF INFORMATION 

SYSTEMS 
 

MISSION ESSENTIAL FUNCTIONS, CRITICAL PROCESS & SERVICES 
Identify department essential functions (provide vital services, exercise civil authority, maintain safety and well being of the 
public, and sustain the industrial and economic base). (Priority 1, 2, and 3). 
 

PRIORITY 1: Essential for the safety and welfare of citizens, visitors and employees. 
Essential Function: IS CRITICAL SUPPORT SERVICES 

Description of 
Function (Critical 

Process or Service) 
RTO Key Personnel Records Equipment and 

Systems 

PC’s and laptops for 
end users 

1 day for every 5 
PC’s lost 

Information 
Systems Staff 

Software Program 
CD’s 

Essential PC 
software: 
OS, Notes, 
Symantec, 
Microsoft, Corel, 
IBM 

Over a dozen 
servers that 
provide a 
centralized data 
storage facility for 
all Town users to 
access 

1 day for each 
server lost 

Information 
Systems Staff 

Nightly Server 
backups, Software 
CD’s 

15 Windows 
servers ADS, REP, 
ISM, GIS, SQL, ISS, 
ISN, NET, MDC, 
LMS, ISI, WEB, 
HND, INT, Telestaff 

Two servers, a 
router and a 
firewall that 
provide internet 
access Town wide  

3 days  Information 
Systems Staff 

Firewall 
configuration, 
Proxy software, 
Router 
configurations 

PalmWeb, PalmISI, 
PIX firewall, Router, 
Bellsouth Fiber 
equipment  

Two Iseries systems 
that run the 
majority of the 
Town’s software 
applications. 

3 days to replace a 
single server 

Information 
Systems Director & 
IBM 

Finance, HR, PZ&B, 
Police, Fire, Email, 
CAD, Web, All 
Documents 

IBM Iseries Model 
520 and 810 (Soon 
to be upgraded to a 
520) 

Servers that 
provide redundant 
phone service 

3 Information 
Systems Staff & 
Cisco Consultant 

Phone data and 
router 
configuration 

Two servers, two 
PRI routers and 
circuits. VLAN 
router. 

A centralized server 
that provides 
voicemail Town 

3 days after phone 
system restore 

Information 
Systems Staff & 
Cisco Consultant 

Voice Mail data and 
server 
configurations 

Server, VLAN 
Router 
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PRIORITY 1: Essential for the safety and welfare of citizens, visitors and employees. 
Essential Function: IS CRITICAL SUPPORT SERVICES 

Description of 
Function (Critical 

Process or Service) 
RTO Key Personnel Records Equipment and 

Systems 

wide  

Bellsouth Circuits 
for Data, Internet 
and Voice 

1 day Information 
Systems Staff, 
Bellsouth and Cisco 
Consultant 

Router 
configurations 

Router, Bellsouth 
equipment 

Cat6 copper wiring 
in all Town 
buildings. Fiber 
connectivity 
between buildings.  

3 to 6 weeks per 
building 

Information 
Systems Staff & 
Cabling Contractor 

Network Maps & 
wiring diagrams, 
Switch 
configurations 

Cisco Switches up 
to 50 or more total 

Wireless access 
points in each 
Town building for 
mobile access.  

5 to 10 days  Information 
Systems Staff & 
Cisco Consultant 

Network Maps & 
wiring diagrams, 
Switch 
configurations, 
Access point 
configurations 

Cisco access points. 
Up to 35. 

General Ledger, 
Payroll, Personnel, 
AP, AR  

2 days If servers are 
ready  

Information 
Systems Staff & 
Various software 
vendors 

All system save 
data, Install 
programs and 
recovery points 

Iseries and 
Windows servers 

CAD dispatching, 
MDC, Crimes 
records 

2 days if servers are 
ready  

Information 
Systems Staff & 
Various software 
vendors 

All system save 
data, Install 
programs and 
recovery points 

Iseries and 
Windows servers 

Permits and 
inspections 

2 days if servers are 
ready  

Information 
Systems Staff and 
various software 
vendors 

All system save 
data, Install 
programs and 
recovery points 

Iseries and 
Windows servers 

Email for all Town 
users as well as 
connectivity to the 
outside world. 
Town web page  

3 days if servers are 
ready 

 Information 
Systems Staff 

Email databases, 
Configurations and 
install software  

Iseries and 
windows servers 

Database systems 
throughout Town 

2 weeks  Information 
Systems Staff & 
various software 
vendors 

Database backups, 
SQL and GIS Data, 
Install software and 
configurations 

Windows servers  

Large capacity 
storage device 

3 days if the 
hardware is ready 

Information 
Systems Staff & 
IBM 

All Town GIS data, 
SQL data, SDE 
Software 

SAN Storage 
controllers (4) and 
disks (12). 
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PRIORITY 1: Essential for the safety and welfare of citizens, visitors and employees. 
Essential Function: IS CRITICAL SUPPORT SERVICES 

Description of 
Function (Critical 

Process or Service) 
RTO Key Personnel Records Equipment and 

Systems 

Windows server 

All Arial data and 
databases  

1 to 2 weeks  Information 
Systems Staff & 
ESRI 

All GIS data and 
server 
configurations 

Windows and SQL 
server, SAN and 
software. 

 
VITAL RECORDS 

 

Critical Service or Process Vital Record Description Form of Record Type of Record Time 
Critical? 

PC’s and laptops for end 
users 

Installation CD’s 
and user data 
from nightly 
backups 

Software and user 
data 

CD’s and Tapes Electronic Yes 

Over a dozen servers 
that provide a 
centralized data storage 
facility for all Town users 
to access 

Installation CD’s, 
Server data and 
user data from 
nightly backups 

Software, Server 
data and user data 

CD’s and Tapes Electronic Yes 

Two servers, a router 
and a firewall that 
provide internet access 
Town wide 

Installation CD’s 
and Router 
configs 

Software and 
Config files 

CD’s and txt 
files from 
Tapes, Business 
Recovery Guide 

Electronic and 
Paper 

Yes 

Two Iseries systems that 
run the majority of the 
Town’s software 
applications as well as 
the web page, email and 
instant messaging 
systems 

Installation CD’s, 
Server data and 
user data from 
nightly backups 

Software, Server 
data and user data 

CD’s and 
Tapes, Business 
Recovery Guide 

Electronic and 
Paper 

Yes 

A centralized server that 
provides voicemail Town 
wide 

Installation CD’s, 
Server data and 
user data from 
nightly backups, 
Router config 
files 

Software, Server 
data and user data 
and config files 

CD’s and tapes, 
txt files from 
Tapes 

Electronic Yes 
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Critical Service or Process Vital Record Description Form of Record Type of Record Time 
Critical? 

One DS3 fiber optic 
circuit for internet 
access, One T1 circuit for 
access to PBSO and the 
County, Two Bellsouth 
PRI circuits for voice, 
One /AT&T 128 T1  

Router Config 
files and Firewall 
config files 

Router config files Config files 
from Tapes, 
Business 
Recovery Guide 

Electronic and 
Paper 

Yes 

CAD dispatching, MDC, 
Crimes records 

Software and 
User Data 

Iseries software 
and user data 
from nightly 
backups 

CD’s, Tapes, 
Business 
Recovery Guide 

Electronic and 
Paper 

Yes 

Permits and inspections Software and 
User Data 

Iseries software 
and user data 
from nightly 
backups 

CD’s, Tapes, 
Business 
Recovery Guide 

Electronic and 
Paper 

Yes 

Database systems 
throughout Town 

Software and 
User Data 

Iseries software, 
SQL software and 
user data from 
nightly backups 
 

CD’s, Tapes, 
Business 
Recovery Guide 

Electronic and 
Paper 

Yes 

100mb cat 5e/cat6 
copper wiring in all 
Town buildings. Fiber 
connectivity between 
buildings. Over 45 
network switches and 
routers 

Network 
Diagrams 

Network diagrams 
from nightly 
backups and data 
from LMS server 

Tapes, Business 
Recovery Guide 

Electronic and 
Paper 

Yes 

Wireless access points in 
each Town building for 
mobile access. Over 35 
total. 

Access Point 
configs 

Access point 
configs from 
nightly backup 
tapes 

Tapes, Business 
Recovery Guide 

Electronic and 
Paper 

Yes 

General Ledger, Payroll, 
Personnel, AP, AR 

Software and 
User Data 

Iseries software 
and user data 
from nightly 
backups 

CD’s, Tapes, 
Business 
Recovery Guide 
 
 

Electronic and 
Paper 

Yes 

Email for all Town users 
as well as connectivity to 
the outside world. Town 
web page 

Installation CD’s, 
Server software 
and user data 

Iseries software, 
Windows 
software, Domino 
software and user 
data 

CD’s, Tapes 
and Business 
Recovery Guide 

Electronic and 
Paper 

Yes 

Large capacity data 
storage device 

Installation CD’s 
and User data 

Windows and SAN 
installation CD’s 
and user data 

CD’s and Tapes Electronic Yes 
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Critical Service or Process Vital Record Description Form of Record Type of Record Time 
Critical? 

from nightly 
backups 

All Arial data and 
databases 

Installation 
Software, User 
and vendor data. 

GIS system data 
and nightly 
backups 

CD’s and tapes Electronic Yes 

 
 

COMMUNICATION SYSTEMS SUPPORTING ESSENTIAL FUNCTIONS 
 
The Office of Information Systems services telephone, fax, internet, Town intranet and email systems for all 
Town Departments with a few department-specific exceptions. 
 
 

ORDER OF SUCCESSION 
 
Essential Function: ALL FUNCTIONS 

Key Position Successor 1 Successor 2 Successor 3 Successor 4 

Information 
Systems Manager 

Information 
Systems - Systems 
Analyst 

Geographic 
Information 
Systems 
Coordinator 

Information 
Systems Specialist 

 

 
 

DESIGNATED ASSEMBLY AREAS 
 
Identify the designated assembly area for employees evacuating the building in the event of an emergency. Also, 
identify two alternate assembly areas to be used in the event that designated area cannot be used. 

Designated Assembly Area Alternate Assembly Area 
1 

Alternate Assembly Area 
2 

Ambassador E.T. Smith Park Lobby of Fire-Rescue Station #1 Recreation Center 

 
 

ALTERNATE FACILITY REQUIREMENTS  
 

Essential Function Number of 
Personnel Communication Space Requirements 

All Server Functions 
IS Critical Support Services 

2 8 analog, 24 port digital PRI, 
T1 and Internet 

400 sq ft 
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ALTERNATE WORK SITES 
 

Identify temporary locations for staff if the primary work place is damaged or destroyed –  
NOTE: Space to be designated by the Town Manager or designee for Town offices. 

1.  Town EOC or conference room 

2.  Fire-Rescue Station #3 (South) 

3.  Recreation Center 

4.  Police Department 

5.  Public Works Facility 
 

 
PUSH KIT INVENTORY 

 
The following is a Push Kit Inventory used to assist the CRT during relocation. The following list represents the 
minimum amount of equipment your department would need to meet its critical functions. Please identify 
whether the equipment is on hand and where it is stored OR the source from which the equipment will be 
obtained (Vendor). 
 

Description Quantity Source Information 

 Required Bring  

Desks 1 0  

Chairs 2 0  

Computers 5 5  

Printers 0 0  

Copiers 0 0  

Phones 5 5  
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Town Hall COOP 
PLANNING, ZONING & 

BUILDING DEPARTMENT 
 

MISSION ESSENTIAL FUNCTIONS, CRITICAL PROCESS & SERVICES 
Identify department essential functions (provide vital services, exercise civil authority, maintain safety and well being of the 
public, and sustain the industrial and economic base). (Priority 1, 2, and 3). 
 

PRIORITY 1: Essential for the safety and welfare of citizens, visitors and employees. 
Essential Function: BUILDING INSPECTIONS  

Description of 
Function (Critical 

Process or Service) 
RTO Key Personnel Records Equipment and 

Systems 

Conduct 
Construction 
Inspections  

0 Inspectors Inspection Sheets 
(Assignments) 
Building Codes 

Building Permitting 
Software System, 
Computers, Printer 
Vehicles, Phones 

 
PRIORITY 1: Essential for maintaining statutory or policy driven requirement. 
Essential Function: PERMITTING 

Description of 
Function (Critical 

Process or Service) 
RTO Key Personnel Records Equipment and 

Systems 

Issue Construction 
Permits 
 
 

0 Plan reviewers, 
Development 
Permit 
Coordinator, 
Office Manager, 
Development 
Review 
Coordinator 

Permit Applications 
Building Codes 
Permit Forms 
Permit Logs 
Comment Sheets 
Receipts 

Building Permitting 
Software System, 
computers,  
Endorsement 
Stamp 
Printer, phones, fax 
machine, plan 
review monitor 
scanner, cashiering 
system 

Process Aesthetic 
Review 
Applications 

10 ARCOM/LPC 
Secretary, 
Planning 
Administrator, 
LPC Consultant 

Applications 
Agendas 
Town Codes 

Computer, Printer, 
Receipts, Copier, 
Phones 

Process Regulatory 
Review 
Applications 

10 Zoning  
Administrator, 
Office Manager, 
Development 
Review Specialist 

Zoning Applications 
Town Code 

Computers, 
Receipts 
Printer, Scanner, 
Copier, 
Phones 
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VITAL RECORDS 
 

Identify vital records, 
systems, and data 
(Please describe if 

necessary) 

Plans for protection, 
duplication, and movement 

of records 

Location and accessibility of 
Vital Records 

Accuracy and currency of 
records 
(Date) 

Property Records Stored electronically in 
database. Backed up daily 
on tape by the Office of 
Information Systems. 
Hard copies still retained 
off-site. Some records in 
micro-fiche on site. 

Available through Records 
Division. Hard copies are 
stored off-site. 

Current. Some old 
records are in hard 
copy until they can be 
digitized.  

 
Financial and Personnel 
Records 
 
 

Stored electronically on 
database, maintained by 
the Office of Information 
Systems. Hard copies 
stored in Department. 

Records are accessible on-
site. 

Current 

Staffing/personnel lists Stored electronically and 
hard copy 

Maintained by 
Department 

Updated regularly 

Permits, Business Tax 
Receipts, and Parcel data  

Stored on AS400 which is 
maintained by the Office 
of Information Systems. 
BTR also have hard copies 
stored off-site. 

Maintained by 
Department 

Updated when changes 
occur 

Zoning, Land Use and 
other documents 

Hard copies stored in 
Department. Certified 
copies stored in Town 
Clerk’s office.  

Records located in 
Department and Town 
Clerk’s office 

Current 

Policy, Code and other 
manuals 

Stored electronically and 
by hard copy in 
Department. 

Available in Department. Current 

 
 

COMMUNICATION SYSTEMS SUPPORTING ESSENTIAL FUNCTIONS 
 
The Office of Information Systems services telephone, fax, internet, Town intranet and email systems for all 
Town Departments with a few department-specific exceptions. 
 
 

ORDER OF SUCCESSION 
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Essential Function: CONDUCT CONSTRUCTION INSPECTIONS 

Key Position Successor 1 Successor 2 Successor 3 Successor 4 

Chief Building Inspectors Chief Electrical  
Inspectors 

Chief 
Mechanical and 
Plumbing 
Inspector 

  

 
 
Essential Function: ISSUE CONSTRUCTION PERMITS  

Key Position Successor 1 Successor 2 Successor 3 Successor 4 

Building Official Plan Reviewer Mutual Aid 
Agreement 

  

Plan Reviewer Building Official Mutual Aid 
Agreement 

  

Office Manager Assistant Director Development 
Review 
Coordinator 

  

Development Permit 
Coordinator  

Development 
Permit Coordinator  

Development 
Permit 
Coordinator 

  

Development Review 
Coordinator  

Office Manager Assistant 
Director 

  

 
 

DESIGNATED ASSEMBLY AREAS 
 
Identify the designated assembly area for employees evacuating the building in the event of an emergency. Also, 
identify two alternate assembly areas to be used in the event that designated area cannot be used. 

Designated Assembly Area Alternate Assembly Area 
1 

Alternate Assembly Area 
2 

Ambassador E.T. Smith Park Lobby of Fire-Rescue Station #1 Recreation Center 
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ALTERNATE FACILITY REQUIREMENTS  
 

Essential Function Number of 
Personnel Communication Space Requirements 

Building Inspections 8 Wireless computer, radio 640 Sq. Ft. 

Permitting 5 Telephone, Fax, Radio   500 Sq. Ft. 

Digitize records 1 Telephone, Fax 100 Sq. Ft. 

 
 

ALTERNATE WORK SITES 
 

Identify temporary locations for staff if the primary work place is damaged or destroyed –  
NOTE: Space to be designated by the Town Manager or designee for Town Hall offices 

1.  Town EOC or conference room 

2.  Fire-Rescue Station #3 (South) 

3.  Recreation Center 

4.  Police Department 

5.  Public Works Facility 
 

 
 

PUSH KIT INVENTORY 
 
The following is a Push Kit Inventory used to assist the CRT during relocation. The following list represents the 
minimum amount of equipment your department would need to meet its critical functions. Please identify 
whether the equipment is on hand and where it is stored OR the source from which the equipment will be 
obtained (Vendor). 
 

Description Quantity Source Information 

 Required Bring  

Desks 10 0 On hand 

Chairs 10 0 On hand 

Computers 10 10 On hand 

Printers 4 4 On hand 
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Copiers 1 0 On hand 

Phones 11 11 On hand 

Lap tops 8 8 On hand 
Plan table 1 1 On hand 
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Town Hall COOP 
TOWN MANAGER’S OFFICE 

 
 

MISSION ESSENTIAL FUNCTIONS, CRITICAL PROCESS & SERVICES 
Identify department essential functions (provide vital services, exercise civil authority, maintain safety and well being of the 
public, and sustain the industrial and economic base). (Priority 1, 2, and 3). 
 

PRIORITY 1: Essential for the safety and welfare of citizens, visitors and employees. 
Essential Function: TOWN COUNCIL MEETINGS  

Description of 
Function (Critical 

Process or Service) 
RTO Key Personnel Records Equipment and 

Systems 

Attend all Town 
Council meetings 

As required Town Manager or 
Acting Town 
Manager 

Town charter, 
ordinances, & FSS, 
past minutes. 

Audio recording 
equipment 

Take part in 
discussion 

As required Town Manager or 
Acting Town 
Manager 

  

 
PRIORITY 1: Essential for the safety and welfare of citizens, visitors and employees. 
Essential Function: PUBLIC INFORMATION COORDINATION 

Description of 
Function (Critical 

Process or Service) 
RTO Key Personnel Records Equipment and 

Systems 

Write, post and 
distribute press 
releases 

12 hours Town Manager, 
PIO 

 Personal computer, 
internet access 

Posting updated 
information to the 
website 
 

12 hours 
 
 

Same as above 
 

 Same as above 
 
 

Live interviews 
with news stations 
 

12 hours Same as above  Telephone, cell 
phone, fax 

 
PRIORITY 1: Essential for the safety and welfare of citizens, visitors and employees. 
Essential Function: OFFICIAL REPRESENTATION OF THE TOWN 

Description of 
Function (Critical 

Process or Service) 
RTO Key Personnel Records Equipment and 

Systems 
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Represent the 
Town before 
appointive officers 
of other 
governmental 
bodies other than 
those enumerated 
in Charter 

As required Town Manager or 
designee 

  

 
PRIORITY 1: Essential for the safety and welfare of citizens, visitors and employees. 
Essential Function: ADMINISTER LAWS 

Description of 
Function (Critical 

Process or Service) 
RTO Key Personnel Records Equipment and 

Systems 

Administer all laws, 
provisions of the 
Charter and acts of 
the Town Council 

1 hour Town Manager and 
designees 

All inclusive All inclusive 

 
PRIORITY 1: Essential for the safety and welfare of citizens, visitors and employees. 
Essential Function: INSURANCE/WORKERS’ COMPENSATION CLAIMS & INVESTIGATION 

Description of 
Function (Critical 

Process or Service) 
RTO Key Personnel Records Equipment and 

Systems 

Administer all 
provisions of 
Insurance contracts 
& laws 

1 hour Risk Manager  All inclusive All inclusive 

 
 

VITAL RECORDS 
 

Identify vital records, 
systems, and data 
(Please describe if 

necessary) 

Plans for protection, 
duplication, and 

movement of records 

Location and accessibility 
of Vital Records 

Accuracy and currency of 
records 
(Date) 

Policy Manuals, Town 
Charter & Ordinance 
 
 

Stored electronically in 
database and backed up 
by IS. Manual is also in 
hard copy format. 

Available on-line through 
Intranet site and are 
accessible off-site 
including alternate 
facility. 

Current 

Personnel Records 
 

Stored electronically in 
database and backed up 
by IS. 

Records are accessible 
off-site. 

Current 
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Insurance Records Stored electronically and 
hard copy 

Maintained by Risk 
Manager 

Updated regularly 

 
COMMUNICATION SYSTEMS SUPPORTING ESSENTIAL FUNCTIONS 

 
The Office of Information Systems services telephone, fax, internet, Town intranet and email systems for all 
Town Departments with a few department-specific exceptions. 
 
 

ORDER OF SUCCESSION 
 
Essential Function: PUBLIC INFORMATION COORDINATION 

Key Position Successor 1 Successor 2 Successor 3 Successor 4 

Town Manager Executive Assistant Director of 
Recreation and 
Special Projects 

  

 
Essential Function: OFFICIAL REPRESENTATION OF TOWN 

Key Position Successor 1 Successor 2 Successor 3 Successor 4 

Mayor Council President President Pro Tem   

Town Manager Deputy Town 
Manager 

Director of 
Recreation and 
Special Projects 

  

 
Essential Function:  ADMINISTER LAWS AND POLICIES 

Key Position Successor 1 Successor 2 Successor 3 Successor 4 

Town Manager Deputy Town 
Manager 

Director of 
Recreation and 
Special Projects 

  

Executive Assistant 
(agenda backup, 
payroll and MTC 
support) 

Administrative 
Assistant 

Administrative 
Assistant 

Administrative Aide 
to PZB Director 

Recreation Office  
Manager 

 
Essential Function: INSURANCE/WORKERS’ COMPENSATION CLAIMS & INVESTIGATION 

Key position Successor 1 Successor 2 Successor 3 Successor 4 

Risk Manager Deputy Town 
Manager 
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DESIGNATED ASSEMBLY AREAS 
 
Identify the designated assembly area for employees evacuating the building in the event of an emergency. Also, 
identify two alternate assembly areas to be used in the event that designated area cannot be used. 

Designated Assembly Area Alternate Assembly Area 
1 

Alternate Assembly Area 
2 

Ambassador E.T. Smith Park Lobby of Fire-Rescue Station #1 Recreation Center 

 
 

ALTERNATE FACILITY REQUIREMENTS  
 

Essential Function Number of 
Personnel Communication Space Requirements 

Town Council Meetings 3 employees and 6 
elected officials 

n/a 500 sq feet minimum 

Public Information 
Coordination 

1 Internet, phone line Enough for desk and chair  
500 sq. feet 

Official Representation 1 employee and at 
least one elected 
official 

Phone line n/a 

Administer laws, 
ordinances, policies 

1 Internet, phone line Enough for desk and chair 

Insurance/ 
Workers’ 
Compensation Claims 
& Investigation 

1 Internet, phone line Enough for desk and chair 
 
 
 

 
 

ALTERNATE WORK SITES 
 

Identify temporary locations for staff if the primary work place is damaged or destroyed – NOTE: Space to be 
designated by the Town Manager or designee for Town Hall offices 

1.  Town EOC or conference room 

2.  Fire-Rescue Station #3 (South) 

3.  Recreation Center 

4.  Police Department 

5.  Public Works Facility 
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PUSH KIT INVENTORY 
 
The following is a Push Kit Inventory used to assist the CRT during relocation. The following list represents the 
minimum amount of equipment your department would need to meet its critical functions. Please identify 
whether the equipment is on hand and where it is stored OR the source from which the equipment will be 
obtained (Vendor). 
 

Description Quantity Source Information 

 Required Bring  

Desks 5 0 On hand 

Chairs 5 0 On hand 

Computers 5 4 On hand 

Printers 1 0  

Copiers 1 0  

Phones 5 5 On hand 
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2. FIRE–RESCUE DEPARTMENT 
 

MISSION ESSENTIAL FUNCTIONS, CRITICAL PROCESS & SERVICES 
Identify department essential functions (provide vital services, exercise civil authority, maintain safety and well being of the 
public, and sustain the industrial and economic base). (Priority 1, 2, and 3). 
 

PRIORITY 1: Essential for the safety and welfare of citizens, visitors and employees. 
Essential Function: FIRE SUPPRESSION 

Description of 
Function (Critical 

Process or Service) 
RTO Key Personnel Records Equipment and 

Systems 

Fire Suppression  
 
 

0 3 Battalion Chiefs & 
60 Firefighters  

Software Reporting 
System  

4 Engines, 
5 Rescues, 
2 Aerial Trucks 
1 B/C Vehicle  
1 Squad Truck 

Fire Prevention  
  

5 days Fire Marshal, 
Assistant Fire 
Marshal, Office 
Assistant 

Software Reporting 
System 

1 SUV 
1 Pickup 

 
PRIORITY 1: Essential for the safety and welfare of citizens, visitors and employees. 
Essential Function: RESCUE 

Description of 
Function (Critical 

Process or Service) 
RTO Key Personnel Records Equipment and 

Systems 

Vehicle Extrication  
 

0 3 Battalion Chiefs & 
60 Firefighters 

Software Reporting 
System 

4 Engines, 
5 Rescues, 
2 Aerial Trucks 
1 B/C Vehicle  
1 Squad Truck  

Technical  
(Operations Level) 

0 3 Battalion Chiefs & 
60 Firefighters 

Software Reporting 
System 

4 Engines, 
5 Rescues, 
2 Aerial Trucks 
1 B/C Vehicle 
1 Squad Truck 

 
PRIORITY 1: Essential for the safety and welfare of citizens, visitors and employees. 
Essential Function: HAZARDOUS MATERIALS 

Description of 
Function (Critical 

Process or Service) 
RTO Key Personnel Records Equipment and 

Systems 

Hazardous 
Materials 
(Operations Level) 
 

0 3 Battalion Chiefs & 
60 Firefighters 

Software Reporting 
System 

4 Engines, 
5 Rescues, 
2 Aerial Trucks, 
1 B/C Vehicle  
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1 Squad Truck 

 
PRIORITY 1: Essential for the safety and welfare of citizens, visitors and employees. 
Essential Function: EMERGENCY MEDICAL SERVICES 

Description of 
Function (Critical 

Process or Service) 
RTO Key Personnel Records Equipment and 

Systems 

EMS Treatment & 
Transport 
 
 

0 3 Battalion Chiefs & 
60 Firefighters 

Software Reporting 
System 

4 Engines, 
5 Rescues, 
2 Aerial Trucks 
1 B/C Vehicle  

EMS  
Programs 
 

5 days  1 
EMS Chief,  
 

Software Reporting 
System 

EMS Office  

 
 

VITAL RECORDS 
 

Identify vital records, 
systems, and data 
(Please describe if 

necessary) 

Plans for protection, 
duplication, and 

movement of records 

Location and accessibility 
of Vital Records 

Accuracy and currency of 
records 
(Date) 

Policy and Procedure 
Manuals 

Stored electronically and 
hard copy 

Records are accessible 
off-site on Network Drive 

Current 

Financial and Personnel 
Records 

Stored electronically and 
hard copy 

Records are accessible 
off-site on Network Drive 

Current 

Staffing/personnel lists Stored electronically and 
hard copy 

Records are accessible 
off-site on Network Drive 

Current 

Fire and EMS reports Stored electronically and 
hard copy 

Records are accessible 
off-site on Network Drive 

Current 

 
 

COMMUNICATION SYSTEMS SUPPORTING ESSENTIAL FUNCTIONS 
 
The Office of Information Systems services telephone, fax, internet, Town intranet and email systems for all 
Town Departments with a few department-specific exceptions. 
 

Communication Systems Supporting Essential Functions 
 

Communication Mode Current Provider Services Provided Special Services Available 

Radio Communication 
Systems 

MaCom Radios  Radio  Portables 
Mobiles 
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Communication Mode Current Provider Services Provided Special Services Available 

Base Radios 

Other Portable Radios  Voice  Alarm 
 

ESSENTIAL FUNCTIONS AND KEY POSITIONS, ORDER OF SUCCESSION 
 

Essential Function Key Position 
Fire Suppression 
 

Deputy Chief  
Three day 24 hour shift rotation schedule with 
1 Battalion Chief per shift  
20 Firefighters per shift  

Rescue  
 
 

Assistant Chief 
Three day 24 hour shift rotation schedule with 
1 Battalion Chief per shift  
20 Firefighters per shift  

Hazardous Materials Mitigation Training Chief  
Three day 24 hour shift rotation schedule with 
1 Battalion Chief per shift  
20 Firefighters per shift  

Emergency Medical Services EMS Chief  
Three day 24 hour shift rotation schedule with 
1 Battalion Chief per shift  
20 Firefighters per shift  

 
 
Essential Function: FIRE SUPPRESSION 
Essential Function: RESCUE 
Essential Function: HAZARDOUS MATERIALS MITIGATION 
Essential Function: EMERGENCY MEDICAL SERVICES 
 

Key Position Successor 1 Successor 2 Successor 3 Successor 4 
FIRE SUPPRESSION 
Deputy Chief 

Assistant Chief  Training Chief EMS Chief  Fire Marshal  

RESCUE 
Assistant Chief 

Deputy Chief Training Chief EMS Chief Fire Marshal 

HAZARDOUS 
MATERIALS 
Training Chief 

Deputy Chief Assistant Chief EMS Chief Fire Marshal 

EMERGENCY 
MEDICAL SERVICES 
EMS Chief 

Deputy Chief Assistant Chief Training Chief Fire Marshal 
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DESIGNATED ASSEMBLY AREAS 
 
Identify the designated assembly area for employees evacuating the building in the event of an emergency. Also, 
identify two alternate assembly areas to be used in the event that designated area cannot be used. 

Designated Assembly Area Alternate Assembly Area 
1 

Alternate Assembly Area 
2 

FIRE-RESCUE STATION #1 
Town Hall 

Police Department Recreation Center 

FIRE-RESCUE STATION #2 
Wells Road/North County Road 

Tangier Park  

FIRE-RESCUE STATION #3 
Phipps Parking Lot South 

Harbor House  

   

 
 

ALTERNATE FACILITY REQUIREMENTS  
 
NOTE: The following includes all three shifts at all three Fire-Rescue Stations 

Essential 
Function 

Number 
of 

Personnel 
Power Communication Space 

Requirements Food Transportation Lodging 

Emergency 
Response: 
Fire 
Suppression, 
Rescue. 
HazMat, 
EMS 
 

61 
personnel 
in 3 Fire 
Stations 
 

Standard, 
Plus 3 
Portable 
Generators 

24 Portable 
Radios, 10 
Telephones 
12 Computers 

20,000 sq ft. 
Per Station: 
Station #1 - 8 
people each 
day, power 
stays same, 
communicatio
ns 8 portables, 
2 telephones, 
2 computers.  
Food for 8 per 
day, beds for 8 
per day.  Sq 
feet 1500 

Food 
Service 
for 61 

Shuttle Bus 
If needed 

35 Beds 

Admin. 
Staff 

10 Standard 
Portable 
Generator 

10 Telephones 
10 Computers 

2000 sq ft. Food 
for 10 

Shuttle Bus 10 Beds 
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ALTERNATE WORK SITES 
 

Identify temporary locations for staff if the primary work place is damaged or destroyed – listed in 
priority/preference order. 

1.  Fire-Rescue Station #1 – Lakeside Park 

2.  Fire-Rescue Station #2 – Tangier Park 

3.  Fire-Rescue Station #3 – Phipps Park 

4.  NOTE: All three of the above would require the placement of a doublewide trailer with full utilities to be 
installed for the duration of this activity for a significant period of time. 

5.    
 
 

PUSH KIT INVENTORY 
 
The following is a Push Kit Inventory used to assist the CRT during relocation. The following list represents the 
minimum amount of equipment your department would need to meet its critical functions. Please identify 
whether the equipment is on hand and where it is stored OR the source from which the equipment will be 
obtained (Vendor). 
 

Description Quantity Source Information 

 Required Bring  

Desks 26 0 Obtain from Vendor  

Chairs 26 26 On Hand in Fire Stations  

Computers 20 11 On Hand in Fire Stations 

Printers 9 9 On Hand in Fire Stations 

Copiers 3 0 On Hand in Fire Stations 

Phones 26 0 On Hand in Fire Stations 
 

NOTE: The above numbers reflect total numbers for all three fire-rescue stations and will need to be 
adjusted for individual/single fire-rescue stations. 
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3. POLICE DEPARTMENT 
 

MISSION ESSENTIAL FUNCTIONS, CRITICAL PROCESS & SERVICES 
Identify department essential functions (provide vital services, exercise civil authority, maintain safety and well-being of the 
public, and sustain the industrial and economic base). (Priority 1, 2, and 3). 
 

PRIORITY 1: Essential for the safety and welfare of citizens, visitors and employees. 
Essential Function: PATROL 

Description of 
Function (Critical 

Process or Service) 
RTO Personnel Records Equipment and 

Systems 

Respond to all 
emergency calls for 
service from the 
public.  
 

0 Patrol 
Mechanics 

Reports, CAD 
records, General 
Orders Manual, 
SOP Manual 

OSSI CAD system, 
in car vehicle 
computer (MDC), 
police car, Video 
system 

Investigate calls 
and take 
appropriate 
action(s) as 
needed.  

0 Patrol 
 

General 
Orders/SOP 
Manuals 

Police computer 
systems. 

Arrest violators of 
crimes, ordinances, 
and traffic 
infractions 
 

0 Patrol 
 

Computerized 
records, General 
Orders/SOP 
Manuals 

OSSI, MDC, CAD 
system, NCIC/FCIC, 
PALMS system. 

Respond to all 
explosive devices 
calls.  

0 
 

EOD Personnel General 
Orders/SOP 
Manual 

The PD no longer 
has an independent 
team and will use 
mutual aid to 
respond to this 
need via PBSO or 
WPBPD.   FBI and 
JTTF should be 
contacted as 
appropriate.   We 
will be updating 
policy and continue 
to make initial 
response. 

Investigate all 
traffic accidents, 
fatalities, injuries.  

0 Patrol, MPU 
Mechanics 
 

Traffic accident 
reports, forms, 
General 
Orders/SOP 
Manual 

Measuring devices, 
computerized cad 
drawing systems, 
evidence collection 
equipment, and 
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PRIORITY 1: Essential for the safety and welfare of citizens, visitors and employees. 
Essential Function: PATROL 

Description of 
Function (Critical 

Process or Service) 
RTO Personnel Records Equipment and 

Systems 

camera. 

Photographs at all 
crime and accident 
scenes as needed.  

0 Patrol Supervisors  Digital cameras. 

Prepare all reports 
associated with 
criminal 
investigations, 
accidents, and 
other matters.  

0 Patrol Report Forms OSSI Computer 
OSSI is the current 
software program 
utilized  by Records 

Provide emergency 
search, rescue, and 
evacuation 
protective 
measures.  

0 
 
 

Patrol 
Mechanics 

 Patrol vehicles, 
boats, trucks, 
flashlights, rope, PA 
system 

 
PRIORITY 1: Essential for the safety and welfare of citizens, visitors and employees. 
Essential Function: COMMUNICATIONS 

Description of 
Function (Critical 

Process or Service) 
RTO Personnel Records Equipment and 

Systems 

Radio dispatch 
police/fire/EMS 
calls for service to 
field units.  

0 Communications 
Personnel 

All computerized 
records 
SOP Manual 

OSSI,CAD, 
computer 
NCIC/FCIC 
computer,  
CADVOICE 
Supervisor console, 
telephone, Radio 
system 

Connect radio 
systems of other 
responding 
agencies using  
other technologies 
to allow for 
seamless 
communication 

1 day Communications 
Personnel 

 Law Enforcement 
Common 
Frequencies, 
NSPAC, Radio 
system 
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PRIORITY 1: Essential for the safety and welfare of citizens, visitors and employees. 
Essential Function: COMMUNICATIONS 
Monitor all security 
cameras, both in 
house and public 
areas.  

2 days Communications 
Personnel 

 Wired and wireless 
digital video 
equipment 

Monitor the Direct 
Connect advanced 
notification alarm 
system.  

2 days 
 

Communications 
Personnel 

Alarm recipient 
records 

Direct Connect 
system, telephone 

Monitor intercom 
system for all doors 
at PD 

5 days Communications 
Personnel 

 Monitor/Door 
opening system. 

Answering 
emergency and 
non emergency 
calls 

24/7 Communications 
Personnel 

  

 
 

PRIORITY 1: Essential for the safety and welfare of citizens, visitors and employees. 
Essential Function:  INTELLIGENCE/DETECTIVE BUREAU 

Description of 
Function (Critical 

Process or Service) 
RTO Personnel Records Equipment and 

Systems 

Investigate 
complaints against 
all personnel 
regarding conduct, 
etc.  

1 Professional 
Standards Sergeant 

Police Reports OSSI, in car camera, 
video system 
 

Gather, analyze, 
and disseminate 
intelligence related 
to criminal 
elements or 
current crime 
trends.  

1 day SIU Personnel, 
Crime Intelligence 
Analyst 

Intel reports, 
photographs, 
tapes, email 

Computer system, 
email, fax, 
telephone 

Enter all police 
reports, citations, 
warnings, accident 
reports, arrest info 
into database. 

5 days Record Unit 
Personnel 

Arrest reports, 
incident reports, 
citations, warnings, 
accident reports 

OSSI computer 
system 
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PRIORITY 1: Essential for the safety and welfare of citizens, visitors and employees. 
Essential Function:  INTELLIGENCE/DETECTIVE BUREAU 

Description of 
Function (Critical 

Process or Service) 
RTO Personnel Records Equipment and 

Systems 

Forward all arrest 
reports, citations, 
and other legal 
documents to Clerk 
of Court or other 
government 
agencies. 

3 days Records Unit 
Personnel 

Arrest reports, 
citations, police 
reports, probable 
cause affidavits, 
accident reports. 

OSSI Computer 
system 

Prepare all arrest 
filing packages for 
officers for 
prosecution. 

5 days Records Personnel All arrest 
documentation 

OSSI Computer 
system, fax. 

Manage all 
subpoenas used to 
police agencies 
from courts and 
other legal entities. 

5 days Records Unit 
Personnel 

Police records 
associated with 
case, employee 
work schedules 

OSSI Computer 
System, telephone. 

Conduct follow-up 
investigation of all 
serious crimes 
 

1 day Detective Bureau, 
Special Invest. Unit 

Reports, property 
receipts, affidavits, 
General 
Orders/SOP 

OSSI computer 
system, PALMS, 
NCIC/FCIC 

Prepare all felony 
cases for court 
filing 

2 days Detective Bureau Reports, affidavits OSSI Computer 
system. 

Issue pertinent info 
on criminal 
intelligence relating 
to ongoing criminal 
activity 

1 day Crime Analyst Bulletins, 
computerized 
records 

OSSI, P/C, Email, 
Fax, telephone 

 
 

PRIORITY 1: Essential for the safety and welfare of citizens, visitors and employees. 
Essential Function: CRIME SCENE/EVIDENCE UNIT 

Description of 
Function (Critical 

Process or Service) 
RTO Personnel Records Equipment and 

Systems 

Process crime 
scenes for 
evidence, 
photograph, and 
collect evidence.  

0 CSEU Checklists, SOP 
Manual 

Camera, evidence 
processing 
equipment, 
evidence bags, 
collection 
materials, secure 
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PRIORITY 1: Essential for the safety and welfare of citizens, visitors and employees. 
Essential Function: CRIME SCENE/EVIDENCE UNIT 

Description of 
Function (Critical 

Process or Service) 
RTO Personnel Records Equipment and 

Systems 

storage. 

Transport evidence 
to laboratories for 
analysis 

0 CSEU Property receipts, 
request for analysis 
report forms. 

Bar code computer 
system, OSSI 
records, bags, 
security tape. 

Secure storage for 
all evidence and 
found property 
obtained by the 
department.  

0 CSEU Property receipts. OSSI bar code 
logging system, 
tags. 

Conduct 
underwater 
search/recovery 
operations 

0 Patrol, Ocean 
Rescue, Detective 
Bureau, CSEU 

 Dive Gear 

 
 
 

VITAL RECORDS 
 

Identify vital records, 
systems, and data 
(Please describe if 

necessary) 

Plans for protection, 
duplication, and 

movement of records 

Location and accessibility 
of Vital Records 

Accuracy and currency of 
records 
(Date) 

Police and Accident 
Report Data 
(Includes traffic citations, 
arrests, 
property/evidence, CAD, 
etc.) 

On OSSI, backed up by IS Town Server, accessed 
by various town users in 
PD 

Current 

NCIC/FCIC Criminal 
History, Article and 
Vehicle Database 

On State FCIC Server, 
backed up by FCIC 

Through computer 
system at PD 

Current 

Police Intelligence 
Database 

On computer, backed up 
on tape drive, secured in 
fireproof safe 

Police 
Department/Special 
Investigations Unit 

Current 
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COMMUNICATION SYSTEMS SUPPORTING ESSENTIAL FUNCTIONS 
 
The Office of Information Systems services telephone, fax, internet, Town intranet and email systems for all 
Town Departments with a few department-specific exceptions. 
 

Communication Mode Current Provider Services Provided Special Services Available 

Voice Lines ATT for 911, published & 
I.S. 

Analog & IP Phones West Palm Beach Police 
Department is back-up 

Radio Communication 
Systems 

Harris Open Sky system Digital System  

NCIC/FCIC Computer FDLE Data Line service, 
criminal history, etc. 

Messaging to outside Law 
Enforcement agencies. 
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ESSENTIAL FUNCTIONS AND KEY POSITIONS 
 

Essential Function Key Position 
Patrol Director of Public Safety 

Deputy Police Chief 
Police Major 
Police Captains 
Patrol Sergeants 

Communications Lead Telecommunications Supervisor 

Intelligence/Detective Bureau Criminal Investigations Unit Captain Detective 
Bureau Sergeant  
Special Investigations Unit Sergeants Detectives 

Crime Scene Evidence Unit 
 

CSEU Manager  
Crime Scene Technicians  
Evidence Custodian 

 
 

ORDER OF SUCCESSION 
 

Essential Function: PATROL 

Key Position Successor 1 Successor 2 Successor 3 Successor 4 

Deputy Police Chief Police Captains Police Lieutenants Patrol Sergeants 
 

Patrol Officers 
 

 
Essential Function: COMMUNICATIONS 

Key Position Successor 1 Successor 2 Successor 3 Successor 4 

Lead 
Communications 
Supervisor  

Communications 
Supervisors 

Communications 
Training Officers 

Senior  
Telecommunicator 

 
 

 
Essential Function: CRIME SCENE/EVIDENCE UNIT 

Key Position Successor 1 Successor 2 Successor 3 Successor 4 

CSEU Manager CSEU Technician II CIU Captain Detective Bureau 
Sergeant 

OCVAN Sergeant 
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Essential Function: INTELLIGENCE/DETECTIVE BUREAU 

Key Position Successor 1 Successor 2 Successor 3 Successor 4 

Criminal 
Investigations 
Captain 

SIU Sergeant Detective Bureau 
Sergeant 

Senior Detectives  

 
 

DESIGNATED ASSEMBLY AREAS 
 
Identify the designated assembly area for employees evacuating the building in the event of an emergency. Also, 
identify two alternate assembly areas to be used in the event that designated area cannot be used. 

Designated Assembly Area Alternate Assembly Area 
1 

Alternate Assembly Area 
2 

Memorial Fountain Town Hall Council Chambers Recreation Facility 

 
ALTERNATE FACILITY REQUIREMENTS  

 

Essential Function Number of 
Personnel Power Communication Space Requirements 

Patrol 
 

53 15-20 outlets 4 telephones, 3 
laptop computers 
with air card 
capability 

2000 sq. feet, for 
staging area and 
equipment 
including 
radio/flashlight 
chargers, etc. 

Patrol vehicle 
maintenance 

2 4 outlets 1 telephone, 1 
portable police 
radio 

2000 sq. feet or 
vehicle 
maintenance area 

Communications 17 8-12 outlets 4 telephones, 2 
portable radios, 1 
mobile radio, 2 cell 
phones, 2-3 
laptops with air 
card capability 

2000 sq. feet 

Intelligence/ 
Detective Bureau 

10-12 12 outlets 4 telephones, 10-
12 portable radios, 
cell phones, 3-4 
laptops with air 
card capability 

1500 sq. feet 

Crime Scene/ 
Evidence Unit 

4 8-10 outlets 2 telephones, 3 
portable radios, 
cell phones, 2 
laptops 

3000 sq. feet 
(needed for 
temporary 
evidence storage) 
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ALTERNATE WORK SITES 
 

Identify temporary locations for staff if the primary work place is damaged or destroyed –  
NOTE: Space to be designated by the Town Manager or designee as necessary. 

1.  EOC for Communications operations only 

2.  Recreation Center 

3.  Fire-Rescue Station #3 (South) 

4.  Town Hall 

5.  Open site in trailers as necessary 
 

 
 

PUSH KIT INVENTORY 
 
The following is a Push Kit Inventory used to assist the CRT during relocation. The following list represents the 
minimum amount of equipment your department would need to meet its critical functions. Please identify 
whether the equipment is on hand and where it is stored OR the source from which the equipment will be 
obtained (Vendor). 

COMMUNICATIONS 

Description Quantity Source Information 

 Required Bring  
Desks 5 0 Obtain from outside vendor, permanently installed 
Chairs 5 0  
Computers 5 0 Laptops 
Printers 1 0  
Copiers 1 1 Fax/copier 
Phones 5 0 Need to obtain from Intrado (a/o May 30, 2012) or 

other vendor unless locating to another Town 
location. 

Mobile radios 2 2 Obtain mobiles, establish mobile antenna at new site 
Notepads 100 0 Purchase, may be needed if computer systems are 

down to track calls, etc. 
Jump kit 1 1  

 
 
 

Comprehensive Emergency Management Plan (CEMP) 
May 2014 V – 77 
 



V. CONTINUITY OF OPERATIONS PLAN (COOP) Town of Palm Beach, 
Florida 

 
PATROL 

Description Quantity Source Information 

 Required Bring  

Desks 5 0 Most desks are built in 

Chairs 5 0  

Computers 5 5 Laptops 

Printers 1 1 Bring from inventory 

Copiers 1 1 or use fax/copier 

Phones 5 0 Obtain from Bell South unless at a Town location 

Radio chargers 10 10 Bring from inventory, Parking Control, etc. 
Flashlight 
chargers 

10 10 Bring from inventory 

Storage Unit 1 1 Pod or similar unit for storage of misc supplies 

 
 

INTELLIGENCE/DETECTIVE 

Description Quantity Source Information 

 Required Bring  

Desks 8 0 Some desks are built in 

Chairs 8 0  

Computers 8 8 Laptops 

Printers 1 0 Inventory 

Copiers 1 0 Obtain from Town Vendor (Toshiba, etc.) 

Phones 8 0 Bell South unless using another Town facility 

Radio/chargers 8 8 Bring from inventory 
 
 
 

CRIME SCENE 

Description Quantity Source Information 

 Required Bring  

Desks 4 0 Desks at CSEU are mostly built in 

Chairs 4 0  

Computers 4 4  

Printers 1 0  
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Copiers 1 0 Use fax/copier if necessary 

Phones 4 0 Obtain from Bell South unless using another town 
facility 

Storage Unit 2 0 PODS or similar unit for evidence, equipment 
Refrigerator 1 0 For perishable evidence 
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4. PUBLIC WORKS DEPARTMENT 
 

MISSION ESSENTIAL FUNCTIONS, CRITICAL PROCESS & SERVICES 
Identify department essential functions (provide vital services, exercise civil authority, maintain safety and well-being of the 
public, and sustain the industrial and economic base). (Priority 1, 2, and 3). 
 

PRIORITY 1: Essential for the safety and welfare of citizens, visitors and employees. 
Essential Function: PUBLIC WORKS ADMINISTRATION 

Description of 
Function (Critical 

Process or Service) 
RTO Key Personnel Records Equipment and 

Systems 

Executive and mid-
level management 
of Town’s 
infrastructure, 
toads, utilities, 
engineering, solid 
waste, sanitation, 
and public beaches 

24-48 hours Public Works 
Director, Assistant 
PW Director, Town 
Engineer, Coastal 
Coordinator, 
Division Managers, 
Office Manager 
and Administrative 
Assistants 

Administration files Phones, 
computers, fax, 
copier, printers and 
scanner 

 
PRIORITY 1: Essential for the safety and welfare of citizens, visitors and employees. 
Essential Function: SANITARY SEWER OPERATIONS 

Description of 
Function (Critical 

Process or Service) 
RTO Key Personnel Records Equipment and 

Systems 

Operate, inspect, 
maintain and repair 
all Town sanitary 
sewer collection 
systems and pump 
stations to provide 
100% level of 
service. 

<4 hrs All WRD crews as 
needed; after 
hours – on call 
crew (lead & 
backup) 

O&M manuals, 
record drawings, 
schematic wiring 
diagrams, and 
utility maps 

Tools, spare parts, 
cranes, lifts, 
pumps, 
compressors, and 
misc equipment as 
needed for repairs; 
radios, phones, 
computers for 
comms and admin 
support 

Prevent sewage 
backups, spillage or 
odor impacts. 

< 2 hrs All crews, after hrs 
on-call crew 

O&M manuals, 
record drawings, 
schematic wiring 
diagrams, and 
utility maps 

Tools, spare parts, 
cranes, lifts, 
pumps, 
compressors, and 
misc equipment as 
needed for repairs; 
radios, phones, 
computers for 
comms and admin 
support 
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PRIORITY 1: Essential for the safety and welfare of citizens, visitors and employees. 
Essential Function: SANITARY SEWER OPERATIONS 

Description of 
Function (Critical 

Process or Service) 
RTO Key Personnel Records Equipment and 

Systems 

Perform utility 
locates for all 
sanitary systems to 
prevent damage to 
Town-owned 
utilities 

72 hrs Routine 2-man 
crew, after hrs on-
call crew 

O&M manuals, 
record drawings, 
schematic wiring 
diagrams, and 
utility maps 

Tools, spare parts, 
cranes, lifts, 
pumps, 
compressors, and 
misc equipment as 
needed for repairs; 
radios, phones, 
computers for 
comms and admin 
support 

Inspect all 
connections made 
to or removed from 
sanitary sewer 
laterals or mains. 

72 hrs Routine 2-man 
crew, after hrs on-
call crew 

O&M manuals, 
record drawings, 
wiring diagrams, 
and utility maps 

Pickup truck, digital 
camera, ROW or 
building 
department permit 

Operate & 
maintain all 
emergency 
generators for 
standby power. 

<4 hrs Operator-mechanic 
and/or electrician 
as needed 

O&M manuals, 
record drawings, 
schematic wiring 
diagrams, and 
utility maps 
 
 

Tools, spare parts, 
cranes, lifts, 
pumps, 
compressors, and 
misc equipment as 
needed for repairs; 
radios, phones, 
computers for 
comms and admin 
support 

Operate & 
maintain all PW 
telemetry systems 
for real-time data 
access and 
information. Use 
radio and/or cell 
phones for 
emergency 
communications. 

< 2 hrs Operator-mechanic 
and/or electrician 
as needed 

O&M manuals, 
record drawings, 
schematic wiring 
diagrams, and 
utility maps 

Pickup truck, 
computer/laptop, 
phone, software 
for telemetry 
system 

Accomplish all 
necessary repairs 
and preventive 
maintenance of 
electrical 
components of all 

< 4 hrs Operator-mechanic 
and/or electrician 
as needed 

O&M manuals, 
record drawings, 
schematic wiring 
diagrams, and 
utility maps 

Tools, spare parts, 
cranes, lifts, 
pumps, 
compressors, and 
misc equipment as 
needed for repairs; 
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PRIORITY 1: Essential for the safety and welfare of citizens, visitors and employees. 
Essential Function: SANITARY SEWER OPERATIONS 

Description of 
Function (Critical 

Process or Service) 
RTO Key Personnel Records Equipment and 

Systems 

systems. radios, phones, 
computers for 
comms and admin 
support 

 
 

PRIORITY 1: Essential for the safety and welfare of citizens, visitors and employees. 
Essential Function: STORM WATER SYSTEM OPERATIONS 

Description of 
Function (Critical 

Process or Service) 
RTO Key Personnel Records Equipment and 

Systems 

Operate, inspect, 
maintain and repair 
all Town storm 
sewer collection 
systems and pump 
stations to provide 
100% level of 
service to reduce or 
eliminate flooding. 

<4 hrs All WRD crews as 
needed; after hours 
– on call crew (lead 
& backup) 

O&M manuals, 
record drawings, 
schematic wiring 
diagrams, and 
utility maps 

Tools, spare parts, 
cranes, lifts, 
pumps, 
compressors, and 
misc equipment as 
needed for repairs; 
radios, phones, 
computers for 
comms and admin 
support 

Anticipate, monitor 
and track rainfall 
and storm data. 
Respond to rainfall 
and storm events 
to ensure optimum 
performance of 
system. 

< 2 hrs All WRD crews as 
needed; after hours 
– on call crew (lead 
& backup) 

O&M manuals, 
record drawings, 
schematic wiring 
diagrams, and 
utility maps 

Tools, spare parts, 
cranes, lifts, 
pumps, 
compressors, and 
misc equipment as 
needed for repairs; 
radios, phones, 
computers for 
comms and admin 
support 

Perform utility 
locates for all storm 
sewer systems to 
prevent damage to 
Town-owned 
utilities 

72 hrs Routine 2-man 
crew, after hrs on-
call crew 

O&M manuals, 
record drawings, 
schematic wiring 
diagrams, and 
utility maps 

Tools, spare parts, 
cranes, lifts, 
pumps, 
compressors, and 
misc equipment as 
needed for repairs; 
radios, phones, 
computers for 
comms and admin 
support 
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PRIORITY 1: Essential for the safety and welfare of citizens, visitors and employees. 
Essential Function: STORM WATER SYSTEM OPERATIONS 

Description of 
Function (Critical 

Process or Service) 
RTO Key Personnel Records Equipment and 

Systems 

Operate & maintain 
all emergency 
generators for 
standby power. 

<4 hrs Operator-mechanic 
and/or electrician 
as needed 

O&M manuals, 
record drawings, 
schematic wiring 
diagrams, and 
utility maps 
 

Tools, spare parts, 
cranes, lifts, 
pumps, 
compressors, and 
misc equipment as 
needed for repairs; 
radios, phones, 
computers for 
comms and admin 
support 

Description of 
Function (Critical 
Process or Service) 

RTO Personnel Records Equipment and 
Systems 

Operate & maintain 
all PW telemetry 
systems for real-
time data access 
and information. 
Use radio and/or 
cell phones for 
emergency 
communications. 

< 2 hrs Operator-mechanic 
and/or electrician 
as needed 

O&M manuals, 
record drawings, 
schematic wiring 
diagrams, and 
utility maps 

Pickup truck, 
computer/laptop, 
phone, software for 
telemetry system 

Accomplish all 
necessary repairs 
and preventive 
maintenance of 
electrical 
components of all 
systems. 

< 4 hrs Operator-mechanic 
and/or electrician 
as needed 

O&M manuals, 
record drawings, 
schematic wiring 
diagrams, and 
utility maps 

Tools, spare parts, 
cranes, lifts, 
pumps, 
compressors, and 
misc equipment as 
needed for repairs; 
radios, phones, 
computers for 
comms and admin 
support 

 
 

PRIORITY 1: Essential for the safety and welfare of citizens, visitors and employees. 
Essential Function: TRAFFIC CONTROL SYSTEM MAINTENANCE 

Description of 
Function (Critical 

Process or Service) 
RTO Key Personnel Records Equipment and 

Systems 

Install, maintain, 
repair, inspect and 

< 2 hrs Electricians (1-2); 
on call as needed 

As-built record 
drawings, 

Traffic signal 
equipment – 

 

Comprehensive Emergency Management Plan (CEMP) 
May 2014 V – 83 
 



V. CONTINUITY OF OPERATIONS PLAN (COOP) Town of Palm Beach, 
Florida 

 

PRIORITY 1: Essential for the safety and welfare of citizens, visitors and employees. 
Essential Function: TRAFFIC CONTROL SYSTEM MAINTENANCE 
troubleshoot all 
traffic signals to 
ensure safe 
operation of traffic.  

schematic wiring 
diagrams,  

diagnostic tools 
and software, plus 
required parts, 
materials and 
boom truck as 
needed. 

Conduct survey of 
signage to 
prioritize repair 
work. 

48 hrs General Maint – 
two-man crew 

Sign inventory 
(historical listing) 

Tools and materials 
for installation of 
sign posts, 
brackets, and signs 
as required 

 
PRIORITY 2: Essential for maintaining statutory or policy driven requirement. 
Essential Function: COMMERCIAL REFUSE/GARBAGE COLLECTION 

Description of 
Function (Critical 

Process or Service) 
RTO Key Personnel Records Equipment and 

Systems 

Accomplish the 
efficient and 
effective removal 
of commercial solid 
waste 100% of 
scheduled pickups 
(7 days per week).  

<12 hrs Sanitation Bureau – 
two three-man 
crews +Pinewalk 
crew (2) 

Route diagrams 20 CY garbage 
trucks (2), Tractor-
trailer for transport 
from Pinewalk 
transfer station to 
SWA dump site 

 
PRIORITY 2: Essential for maintaining statutory or policy driven requirement. 
Essential Function: RESIDENTIAL REFUSE/GARBAGE COLLECTION 

Description of 
Function (Critical 

Process or Service) 
RTO Key Personnel Records Equipment and 

Systems 

 
Accomplish the 
efficient and 
effective removal 
of residential solid 
waste 100% of 
scheduled pickups 
(5 days per week).  

< 24 hrs Sanitation Bureau – 
four two-man 
crews +Pinewalk 
crew (2) 

Route diagrams 6 CY garbage trucks 
& scooters, 
Tractor-trailer for 
transport from 
Pinewalk transfer 
station to SWA 
dump site 

 
 
 
 
 
 

 

V – 84 Comprehensive Emergency Management Plan (CEMP) 
May 2014 

 



Town of Palm Beach, 
Florida V. CONTINUITY OF OPERATIONS PLAN (COOP) 
 

PRIORITY 2: Essential for maintaining statutory or policy driven requirement. 
Essential Function: STREET MAINTENANCE 

Description of 
Function (Critical 

Process or Service) 
RTO Key Personnel Records Equipment and 

Systems 

Conduct survey of 
streets & sidewalks 
to prioritize repair 
work  

< 24 hrs emergency Street/Parks 
personnel 

Street map, work 
order 

Digital camera and 
notebook, work 
order 

Perform utility 
locates for all 
electrical systems 
to prevent damage 
to Town-owned 
utilities 

72 hrs (or less if 
emergency) 

Electricians (1-2) 
depending on 
scope of work 

Wiring diagrams, 
as-built & record 
drawings, utility 
maps 

Locate equipment, 
spray paint 
supplies 

Conduct special 
pickups of white 
goods (appliances 
& debris). 

96 hrs if work 
allows 

Street personnel – 
2-man crew 

Special pick-up 
load tickets 

6CY dump truck & 
pickup truck 

 
 
 

PRIORITY 3: Required to maintain a level of service once higher priorities are met. 
Essential Function: PUBLIC BUILDING/FACILITIES MAINTENANCE 

Description of 
Function (Critical 

Process or Service) 
RTO Key Personnel Records Equipment and 

Systems 

Accomplish all 
necessary repairs 
and preventive 
maintenance of 
electrical 
components of all 
building systems to 
ensure safe 
operation. 

< 4 hrs emergency, 
24-48 hrs PM & 
routine 

Electricians (2 min) 
+ general 
maintenance 
support + 
contractor if 
needed 

As-built record 
drawings, wiring 
diagrams, SOP 
procedures 

Diagnostic 
equipment + repair 
tools, parts, and 
equipment as 
needed for scope 
of work 

Operate & 
maintain all 
emergency 
generators for 
standby power. 

< 4 hrs emergency, 
24-48 hrs PM & 
routine 

Electricians (2 min) 
+ WRD support + 
contractor if 
needed 

As-built record 
drawings, wiring 
diagrams, SOP 
procedures 

Diagnostic 
equipment + repair 
tools, parts, and 
equipment as 
needed for scope 
of work 
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PRIORITY 3: Required to maintain a level of service once higher priorities are met. 
Essential Function: VEGETATIVE DEBRIS COLLECTION 

Description of 
Function (Critical 

Process or Service) 
RTO Key Personnel Records Equipment and 

Systems 

Removal of yard 
waste and 
vegetative debris 
from Town streets, 
rights of way and 
stash areas. 
Transport yard 
waste to 
designated disposal 
sites. 

24 hrs All Yard Trash 
Bureau personnel + 
sanitation & parks 
as needed 

Street maps, route 
diagrams, time 
sheets for force 
account info 

Yard trash cranes, 
dump trucks, rakes, 
brooms, shovels, 
etc + bulldozer at 
disposal site 

Minimize or 
eliminate any 
storm drain 
blockage. 

< 6 hrs All Trash Bureau 
personnel + 
sanitation & parks 
as req’d 

Street maps, storm 
drainage system 
diagrams 

Yard trash cranes, 
dump trucks, 
pickup trucks, 
rakes, brooms, 
shovels, etc 

Maintain clear 
passage of streets 
and public rights of 
way to ensure 
emergency 
response vehicles 
can safely pass 
through. 

< 4 hrs All Trash Bureau 
personnel + streets 
& parks as required 

Street maps Yard trash cranes, 
dump trucks, 
pickup trucks, 
rakes, brooms, 
shovels, etc + 
boom trucks, chain 
saws 

 
 

VITAL RECORDS 
 

Identify vital records, 
systems, and data 
(Please describe if 

necessary) 

Plans for protection, 
duplication, and 

movement of records 

Location and accessibility 
of Vital Records 

Accuracy and currency of 
records 
(Date) 

Policy Manuals 
 
 

Stored electronically in 
database but not backed 
up. Manual is also in 
hard copy format. 

Available on-line through 
Intranet site and are 
accessible off-site 
including alternate 
facility. 

Current 

Financial and Personnel 
Records 

Stored electronically in 
database and maintained 
by Office of Information 
Systems. These records 

Records are accessible 
off-site including 
alternate facility. 

Current 
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Identify vital records, 
systems, and data 
(Please describe if 

necessary) 

Plans for protection, 
duplication, and 

movement of records 

Location and accessibility 
of Vital Records 

Accuracy and currency of 
records 
(Date) 

are backed up daily on 
tape and stored off-site. 

 
Staffing/personnel lists 
 
 

Stored electronically and 
hard copy 

Maintained by 
supervisors 

Updated regularly 

Traffic signals, 
Storm/sanitary sewers, 
Emergency generators -- 
O&M manuals, wiring 
diagrams, record 
drawings, utility maps, 
control/telemetry 
software 

Stored hard copy, with 
some data (utility maps, 
telemetry) stored 
electronically on network 

Maintained by each 
bureau supervisor 

Updated when changes 
occur 

 
COMMUNICATION SYSTEMS SUPPORTING ESSENTIAL FUNCTIONS 

 
The Office of Information Systems services telephone, fax, internet, Town intranet and email systems for all 
Town Departments with a few department-specific exceptions. 
 

Communication Systems Supporting Essential Functions 
 

Communication Mode Current Provider Services Provided Special Services Available 

Radio Communication 
Systems 

Harris Corporation Open 
Sky (TOPB – PW/PD) 

  

 
ESSENTIAL FUNCTIONS AND KEY POSITIONS, ORDER OF SUCCESSION 

 
Essential Function:  SANITARY SEWER OPERATIONS 

Key Position Successor 1 Successor 2 Successor 3 Successor 4 

Water Resources 
Division Manager 

WRD Operations 
Supervisor  

WRD Technician II WRD Technician I   

 
Essential Function:  STORM WATER SYSTEM OPERATIONS 

Key Position Successor 1 Successor 2 Successor 3 Successor 4 

Water Resources 
Division Manager  

WRD Operations 
Supervisor  

WRD Technician II WRD Technician I   
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Essential Function:  COMMERCIAL REFUSE/GARBAGE COLLECTION 

Key Position Successor 1 Successor 2 Successor 3 Successor 4 

Services Division 
Manager  

Sanitation Bureau 
Supervisor  

Sanitation 
Equipment 
Operator III  

Sanitation 
Equipment 
Operator III  

 
 

 
Essential Function: RESIDENTIAL REFUSE/GARBAGE COLLECTION 

Key Position Successor 1 Successor 2 Successor 3 Successor 4 

Services Division 
Manager  

Sanitation Bureau 
Supervisor  

Sanitation 
Equipment 
Operator III  

Sanitation 
Equipment 
Operator III  

 
 
 
 

 
Essential Function: STREET MAINTENANCE 

Key Position Successor 1 Successor 2 Successor 3 Successor 4 

Facilities 
Maintenance 
Division Manager  

Parks/Streets 
Bureau Supervisor  

    

 
Essential Function: PUBLIC BUILDINGS/FACILITIES MAINTENANCE (AND EMERGENCY POWER/GENERATORS)  

Key Position Successor 1 Successor 2 Successor 3 Successor 4 

Facilities 
Maintenance 
Division Manager  

General 
Maintenance 
Bureau Supervisor  

General 
Maintenance 
Worker  

  

 
Essential Function:  VEGETATIVE DEBRIS COLLECTION 

Key Position Successor 1 Successor 2 Successor 3 Successor 4 

Services Division 
Manager  

Trash Bureau 
Supervisor  

Crane Operator  Crane Operator   
 

 
Essential Function: TRAFFIC CONTROL SYSTEM MAINTENANCE 

Key Position Successor 1 Successor 2 Successor 3 Successor 4 

Facilities Maintenance 
Division Manager  

Electrical 
Bureau 
Supervisor  

Electrician  
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DESIGNATED ASSEMBLY AREAS 
 
Identify the designated assembly area for employees evacuating the building in the event of an emergency. Also, 
identify two alternate assembly areas to be used in the event that designated area cannot be used. 

Building:   

Floor:   

Designated Assembly Area Alternate Assembly Area 
1 

Alternate Assembly Area 
2 

North Parking Lot Recreation Center Central Fire Station 

   

 
 

  

   

 
 

ALTERNATE FACILITY REQUIREMENTS  
 

DEPARTMENT OF PUBLIC WORKS 

Essential Function Number of 
Personnel Power Communication Space Requirements 

Sanitary Sewer 
Operations 

14 Commercial power 
generator 

Phones/radios Office/supervisor 
only if available 
parts/equipment 
storage as required 

Storm Water 
System 
Operations 

16 Commercial power 
generator 

Phones/radios Office/supervisor 
only if available 
parts/equipment 
storage as required 

Commercial 
Refuse/ 
Garbage 

8 Commercial power 
generator 

Phones/radios Office/supervisor  
only if available 

Residential Refuse/ 
Garbage 

12 Commercial power 
generator 

Phones/radios Office/supervisor  
only if available 

Street 
Maintenance  

14 Commercial power 
generator 

Phones/radios Office/supervisor  
only if available 

Public Bldg. & 
Facilities 
Maintenance 

3 Commercial power 
generator 

Phones/radios Office/supervisor  
only if available 
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DEPARTMENT OF PUBLIC WORKS 

Essential Function Number of 
Personnel Power Communication Space Requirements 

Vegetative Debris 21 Commercial power 
generator 

Phones/radios Office/supervisor  
only if available 

Traffic Control 
Systems 

5 Commercial power 
generator 

Phones/radios Office/supervisor 
only if available 

 
ALTERNATE WORK SITES 

 
Identify temporary locations for staff if the primary work place is damaged or destroyed – listed in 
priority/preference order. 

1.  Recreation Center 

2.  Rental Offices/Trailers 

3.  Fire–Rescue Station # 3 (South) 

4.  Town EOC or Conference Room 

5.  Town Hall 
 

 
PUSH KIT INVENTORY 

 
The following is a Push Kit Inventory used to assist the CRT during relocation. The following list represents the 
minimum amount of equipment your department would need to meet its critical functions. Please identify 
whether the equipment is on hand and where it is stored OR the source from which the equipment will be 
obtained (Vendor). 
 

Description Quantity Source Information 

 Required Bring  

Desks 11  Vendor/rental, or Town source if available 

Chairs 11  Vendor/rental, or Town source if available 

Computers 11 11 Bring existing computers/laptops if available 

Printers 3 3 Bring existing printers if available 

Copiers 1  Vendor/rental, or Town source if available 

Phones 8 8 Bring existing phones if available (IS assist needed) 

Office Supplies   Obtain as needed to support office functions 
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5. RECREATION DEPARTMENT 
 

MISSION ESSENTIAL FUNCTIONS, CRITICAL PROCESS & SERVICES 
Identify department essential functions (provide vital services, exercise civil authority, maintain safety and well-being of the 
public, and sustain the industrial and economic base). (Priority 1, 2, and 3). 
 

PRIORITY 1: Essential for the safety and welfare of citizens, visitors and employees. 
Essential Function: PAYROLL/RECORD KEEPING 

Description of 
Function (Critical 

Process or Service) 
RTO Key Personnel Records Equipment and 

Systems 

Maintain payroll 
function for all 
staff. Keep 
accurate records 
relating to all 
departmental 
operations. 

ASAP Office Manager, 
Assistant Director, 
Recreation 
Supervisor(s) 

Eden Database 
Network drive 
Payroll files 

Portable computer 
with data backup, 
Fax, Eden system, 
Network drive 
access, 
Printer/copier and 
Recording device 

 
PRIORITY 1: Essential for the safety and welfare of citizens, visitors and employees. 
Essential Function: CASH MANAGEMENT 

Description of 
Function (Critical 

Process or Service) 
RTO Key Personnel Records Equipment and 

Systems 

Maintain operation 
of cash 
management 
systems at 
unaffected sites. 

Immediate Office Manager, 
Assistant Director, 
Recreation 
Supervisor(s) 

Eden Database 
Network drive 
Cash management 
operations manuals 
Cash handling 
procedures 
Deposit records 

Personal computer 
with pc anywhere 
sync to remote 
cash systems, Fax,  
Eden system, 
Network drive 
access and 
Printer/copier 

 
 

VITAL RECORDS 
 

Identify vital records, 
systems, and data 

Plans for protection, 
duplication, and movement 

of records 

Location and accessibility of 
Vital Records 

Accuracy and currency of 
records 

Policy  and Procedure 
Manuals 

Stored electronically in 
network drive maintained 
by IS Department. Hard 
copies in file. 

Records are accessible 
offsite through Network 
Drive 

Current 

Payroll maintenance 
records 

Stored electronically in 
network drive maintained 

Records are accessible 
offsite through Network 

Current 
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Identify vital records, 
systems, and data 

Plans for protection, 
duplication, and movement 

of records 

Location and accessibility of 
Vital Records 

Accuracy and currency of 
records 

by IS Department. Hard 
copies in file. 

Drive 

Personnel files and 
records 

Stored electronically in 
network drive maintained 
by IS Department. Hard 
copies in file. 

Records are accessible 
offsite through Network 
Drive 

Current 

Budget files and 
purchasing 

Stored electronically in 
network drive maintained 
by IS Department. Hard 
copies in file. 

Records are accessible 
offsite through Network 
Drive 

Current 

Cash management 
systems 

Eden Database maintained 
by IS Department. 

Records and system are 
accessible offsite through 
Office Manager’s laptop 
w/ pc anywhere 
connection 

Current 

 
 

COMMUNICATION SYSTEMS SUPPORTING ESSENTIAL FUNCTIONS 
 
The Office of Information Systems services telephone, fax, internet, Town intranet and email systems for all 
Town Departments with a few department-specific exceptions. 
 
 
 

ESSENTIAL FUNCTIONS AND KEY POSITIONS, ORDER OF SUCCESSION 
 

Essential Function: PAYROLL/RECORD KEEPING 

Key Position Successor 1 Successor 2 Successor 3 Successor 4 

Office Manager Assistant Director 
of Recreation 

Recreation 
Supervisor 

Recreation 
Supervisor 

 

 
Essential Function: CASH MANAGEMENT 

Key Position Successor 1 Successor 2 Successor 3 Successor 4 

Office Manager Assistant Director 
of Recreation 

Recreation 
Supervisor 

Recreation 
Supervisor 
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DESIGNATED ASSEMBLY AREAS 
 
Identify the designated assembly area for employees evacuating the building in the event of an emergency. Also, 
identify two alternate assembly areas to be used in the event that designated area cannot be used. 

Designated Assembly Area Alternate Assembly Area 
1 

Alternate Assembly Area 
2 

Athletic Field Day Academy Gymnatorium  

 
 
 
 

ALTERNATE FACILITY REQUIREMENTS  
 

Essential Function Number of 
Personnel Communication Space Requirement 

Administration 3 5 phones, 5 laptop computers, 
inter/intranet connection, fax, printer 400 sq. ft. 

Payroll/Record Keeping 2 
 
 
 

ALTERNATE WORK SITES 
 

Identify temporary locations for staff if the primary work place is damaged or destroyed –  
NOTE: Space to be designated by the Town Manager or designee for Town Hall offices 

1.  Town EOC or Conference Room 

2.  Fire-Rescue Station #3 (South) 

3.  Town Hall 

4.  Police Department 

5.  Public Works Facility 
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PUSH KIT INVENTORY 
 
The following is a Push Kit Inventory used to assist the CRT during relocation. The following list represents the 
minimum amount of equipment your department would need to meet its critical functions. Please identify 
whether the equipment is on hand and where it is stored OR the source from which the equipment will be 
obtained (Vendor). 
 

Description Quantity Source Information 

 Required Bring  

Desks 5 0 On Hand/Outside vendor 

Chairs 5 0 On Hand/Outside vendor 
Laptop 
computers 5 4 On Hand 

Printers 1 0 On Hand/Outside vendor 

Fax 1 0 On Hand/Outside vendor 

Copier 1 0 On Hand/Outside vendor 

Phones 5 5 On Hand 
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D. GLOSSARY OF COOP RELATED TERMS 
 

GLOSSARY OF COOP RELATED TERMS 
– A – 

Action Officer 
Designated individual with the responsibility to ensure that all actions prescribed to 
his/her respective department/office are executed according to the policies and 
procedures of the COOP.  

After-Action Report 
(AAR) 

A narrative report that presents issues found during an incident and recommendations 
on how those issues can be resolved.  

Alternate 
Database/Records 
Access 

The safekeeping of vital resources, facilities, and records, and the ability to access such 
resources in the even that the COOP plan is put into effect.  

Alternate 
Facilities/Work Site 

A location, other than the normal facility, used to conduct critical functions/and or 
process data in the event that access to the primary facility is denied or the primary 
facility is damaged. The alternate site provides the capability to perform minimum 
essential department or office functions until normal operations can be resumed.  

Alternative 
Communications 

Communication methods that provide the capability to perform minimum essential 
department or office functions until normal operations can be resumed.  

Application 
Recovery 

The component of IT Disaster Recovery which deals specifically with the restoration of 
business system software and data, after the processing platform has been restored or 
replaced.  

Assessment The act of assessing; appraisal.  

– B – 

Backup The practice of copying information, regardless of the media (paper, microfilm, audio 
or video tape, computer disks, etc.) to provide a duplicate copy.  

Business Continuity 
Plan 

Provides procedures to resume or restore critical business processes following a 
disruption. This plan must be coordinated with IT Disaster Recovery Plan to ensure the 
recovery time objective (RTO) is addressed and is consistent in each document, and 
that recovery strategies and supporting resources neither negate each other nor 
duplicate efforts. The program or business owners typically develop this plan as they 
are most familiar with their business processes.  

Business Impact 
Analysis (BIA) 

An evaluation of the strengths and weaknesses of an agency’s disaster preparedness 
and the impact an interruption would have on agency business. This is a management 
level analysis by which an organization assesses the quantitative (financial) and 
qualitative (non• financial) impact and loss.  

Business IT Recovery 
Process 

The common critical path that all companies follow during a recovery effort. There are 
major nodes along the path which are followed regardless of the organization. The 
process has seven stages: 1) Immediate response, 2) Environmental restoration, 3) 
Functional restoration, 4) Data synchronization, 5) Restore business functions, 6) 
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Interim site, and 7) Return home.  

– C – 

Chain of 
Communication 

A list of names of agency personnel in the order that they will be notified in the event 
of an emergency; persons on the list may be responsible for communicating 
information to their subordinates in the agency and to those lower on the list.  

Cold Site A relocation site that is reserved for emergency use, but which requires the installation 
of equipment, etc., before it can support operation.  

Continuity of 
Government 

The effort to ensure continued leadership, authorities, direction and control, and 
preservation of records, thereby maintaining a viable system of government.  

Continuity of 
Operations 

An internal effort within individual components of the government to assure that 
capability exists to continue essential component functions across a wide range of 
potential emergencies through a planning document.  

COOP Plan 
Maintenance 

Steps taken to ensure the COOP plan is reviewed annually and updated whenever 
major changes occur.  

Cooperative 
Agreement 

Any formal, legally-binding contract between two or more parties whereby the parties 
to that agreement agree to either share an alternate facility.  

Critical Processes & 
Services 

Activities, which could not be interrupted or unavailable without significantly 
jeopardizing operations of the organization. 

– D – E – F – G – 

Delegation of 
Authority 

Pre-delegated authorities for making policy determinations and decisions at 
headquarters, field levels, and other organizational locations, as appropriate.  

Disaster Recovery 
The methodical restoration and reconstitution of facilities, data, records, systems and 
equipment after a disruption to operations that has caused damage and/or destruction 
of these resources.  

Emergency 

A sudden, usually unexpected event that does or could do harm to people, resources, 
property, or the environment. Emergencies can range from localized events that affect 
a single office in a building, to human, natural, or technological events that damage, or 
threaten to damage, local operations. An emergency could cause the temporary 
evacuation of personnel or the permanent displacement of personnel and equipment 
from the site to a new operating location environment.  

Emergency Operating 
Records 

Records (plans, and directives, orders of succession, and delegation of authority) 
essential to the continued functioning of an agency during and after and emergency to 
ensure continuity of operations.  

Emergency 
Operations Plan 

A plan that provides facility-wide procedures for emergency situations that generally 
includes personnel safety and evacuation procedures.  

Essential Functions 
Those functions that enable State agencies to provide vital services, exercise civil 
authority, maintain the safety and well being of the citizens, sustain the 
industrial/economic base in an emergency. 
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– H – I – J – 

Hot Site 

A fully equipped facility, which includes stand• by computer equipment, 
environmental systems, communications capabilities, and other equipment necessary 
to fully support an organization’s immediate work and data processing requirements in 
the event of an emergency or a disaster.  

Interoperability The ability of a system or a product to work with other systems or products without 
special effort on the part of the user.  

IT Disaster Recovery 
Plan 

Plan that provides recovery and restoration procedures for mission-critical information 
technology (IT) components/systems that are necessary to perform mission-critical 
business functions. This plan does not provide contingency planning guidance for 
business processes. Business processes should be addressed in a business resumption 
or business continuity plan that is typically developed by non-IT staff.  

– K – L – M – 

Key Positions or 
Personnel 

Those positions required to be filled by the local government or deemed essential by 
the State or individuals whose absence would jeopardize the continuation of an 
organization’s essential functions. 

Legal and Financial 
Records 

Records (personnel records, social security records, payroll records, insurance records, 
contracts etc.) essential to the protection of the legal and financial rights of an agency 
and of the individuals directly affected by the agency’s activities. 

Logistics Team A working group responsible for coordinating the activities associated with relocation 
planning and deployment of essential operations and positions during a COOP event.  

Mutual Aid 
Agreement 

As between two or more entities, public and/or private, the pre-arranged rendering of 
services in terms of human and material resources when essential resources of one 
party are not adequate to meet the needs of a disaster or other emergency. Financial 
aspects for post-disaster or post-emergency reimbursements may be incorporated into 
the agreement.  

– N – O – 

Non-critical Processes 
Business processes or supporting information which could be interrupted or 
unavailable for a significant period of time (generally several weeks) without 
significantly jeopardizing the critical functions of an organization.  

Non-vital Records Records or documents, which are important, but if irretrievably lost or damaged, will 
not materially impair the organization’s ability to conduct business.  

Occupant Evacuation 
Plan (OEP) 

Provides facility-level procedures for occupants of a facility in the event of a situation 
posing a potential threat to the health and safety of personnel, the environment, or 
property. This plan includes planning for personnel safety and evacuation. This plan is 
not an IT system functionality based plan and can therefore be implemented 
separately. A copy of the OEP should be appended to the IT Disaster Recovery Plan for 
reference purposes. 

Order of Succession A formula that specifies by position who will automatically fill a position once it is 
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vacated. 

– P – Q – 

Plan A systematic arrangement of elements or important parts. 

Point of Contact The coordinator of the COOP program and leader of the COOP team, who will 
implement COOP plan during an emergency.  

Preventative Controls Measures in place to prevent loss of function of systems and of data critical to an 
agency’s essential functions. 

Primary Facility The site of normal, day-to-day operations.  

– R – S – 

Rapid Recall List Cascading list of key agency personnel and outside emergency personnel in order 
of notification.  

Reconstitution The process by which surviving and/or replacement personnel resume normal 
operations from the original or replacement primary operation facility. 

Recovery Point 
Objective (RPO) 

The point in time to which data must be restored in order to resume processing 
transactions. In an IT context, the amount of data that can be lost measured by a time 
index. 

Recovery Time 
Objective (RTO) 

The period of time within which systems, applications, or functions must be recovered 
after an outage.  

Relocation Site 
(Alternate Facility) 

The site where all or designated employees will report for work if required to move 
from the primary facility.  

Risk Assessment/ 
Analysis 

An evaluation of the probability that certain disruptions will occur and the controls to 
reduce organizational exposure to such risk.  

Standard Operating 
Procedures 

Protocol for the conduct of regular operations.  

– T – U – V – W – X – Y – Z – 

Vital Records and 
Systems 

Records or documents, regardless of media (paper, microfilm, audio or video tape, 
computer disks, etc.) which, if damaged or destroyed, would disrupt business 
operations and information flows and cause considerable inconvenience and require 
placement or recreation at considerable expense.  

Warm Site An alternate processing site which is only partially equipped (as compared to a Hot Site 
which is fully equipped).  

 

 

V – 98 Comprehensive Emergency Management Plan (CEMP) 
May 2014 

 



 
  

Comprehensive Emergency 
Management Plan (CEMP) 

 

 

 
Annex VI 

Storm Emergency Response 
Plan (SERP) 



 
 
 
 

Town of Palm Beach Comprehensive Emergency 
Management Plan (CEMP) 



Town of Palm Beach, 
Florida VI. STORM EMERGENCY RESPONSE PLAN (SERP) 
 

Table of Contents 
 
I. Basic Plan. ............................................................................................................... 5 

 
A.  PURPOSE. .......................................................................................................................................................... 5 
B.  POLICIES. ........................................................................................................................................................... 5 
C.  SITUATION. ........................................................................................................................................................ 6 
D.  REPONSIBILITIES. .............................................................................................................................................. 6 
E.  TOWN CONCEPT OF OPERATIONS. ................................................................................................................... 7 

 
II. Town Department Task List/Job Aids .................................................................... 17 

 
A.  ANNUAL DEPARTMENT HURRICANE PREPAREDNESS .................................................................................... 17 
B.  DEPARTMENT PRE-STORM PREPARATIONS.................................................................................................... 23 
C.  DEPARTMENT PREPARATIONS “HURRICANE WATCH” PHASE ........................................................................ 29 
D.  DEPARTMENT PREPARATIONS DURING “HURRICANE WATCH” PHASE ......................................................... 35 
E.  DEPARTMENT PREPARATIONS “HURRICANE WARNING” PHASE ................................................................... 41 
F.  TOWN LANDFALL THROUGH INITIAL LIFE SAVING RESPONSE ACTIONS ......................................................... 45 
G.  TOWN POST-STORM RESPONSE and INITIAL SHORT/LONG TERM RECOVERY .............................................. 55 

 
III. Attachments ......................................................................................................... 59 

 
A.  EXECUTIVE POLICY GROUP MEETING AGENDAS ............................................................................................ 59 

HURRICANE EXECUTIVE POLICY GROUP MEETING AGENDA–PREPAREDNESS ........................................ 59 
HURRICANE EXECUTIVE POLICY GROUP MEETING AGENDA–WATCH ..................................................... 61 
HURRICANE EXECUTIVE POLICY GROUP MEETING AGENDA–WARNING ................................................ 63 
HURRICANE EXECUTIVE POLICY GROUP MEETING AGENDA–LANDFALL ................................................. 65 
HURRICANE EXECUTIVE POLICY GROUP MEETING AGENDA–RECOVERY ................................................ 67 

B.  RECOVERY SUPPORT FUNCTION ACTION PLAN. ............................................................................................. 69 
C.  ASSIGNMENT OF RESPONSIBILITY................................................................................................................... 71 
D.  EMERGENCY ROAD CLEARING PLAN. ............................................................................................................. 87 
E.  EMERGENCY CONTACT LISTS AND COMMUNICATIONS INFORMATION. ....................................................... 91 
F.  REPORTING FORMS AND INFORMATION. ....................................................................................................... 97 
G.  EMPLOYEE HURRICANE PREPAREDNESS GUIDE. .......................................................................................... 105 

 
 
  

 

Comprehensive Emergency Management Plan (CEMP) 
May 2014 VI – 3 
 



VI. STORM EMERGENCY RESPONSE PLAN (SERP) Town of Palm Beach, 
Florida 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This Page Is Left Blank Intentionally 
 
 
 
 

 

VI – 4 Comprehensive Emergency Management Plan (CEMP) 
May 2014 

 



Town of Palm Beach, 
Florida VI. STORM EMERGENCY RESPONSE PLAN (SERP) 
 

I. Basic Plan. 
 
A.  PURPOSE. 
 
This Plan is intended to identify responsible personnel and to establish procedural guidelines for the Town of 
Palm Beach: 
 
1. To effectively pre-plan and prepare Town property and personnel for hurricanes, tropical and non-tropical 

storm systems that may impact the Town. 
 
2. To effectively manage Town response operations and assets prior to, during, and following a tropical storm 

system impact. 
 
3. To effectively facilitate short and long-term recovery activities and to fully document all storm-related costs 

incurred by the Town for reimbursement purposes. 
 
4. To provide primary consideration to those actions necessary to protect staff, Town property and prepare 

Town Departments to respond to the needs of the citizens of the Town of Palm Beach. 
 
B.  POLICIES. 
 
The following is a listing of general storm-related policies for all Town of Palm Beach Departments will adhere to 
the following: 
 
1. The primary storm-related policy of the Town of Palm Beach is the protection of human life. 
 
2. All Town Departments will complete all pre-hurricane preparedness tasks identified in this plan prior to 

June 1st of each year. 
 
3. During emergencies, departments will receive direction from the Town’s Emergency Operations Center 

(EOC). 
 
4. The decision of any Town resident to remain at home or go to a shelter is an individual responsibility. Town 

officials and departments will not make a recommendation or decide for the individual(s). 
 
5. Town residents seeking shelter from a storm at Town facilities will be directed to the nearest designated 

Red Cross shelter off the island. The entire Town is in a hurricane evacuation zone and there are NO 
designated or approved evacuation shelters within the Town limits. 

 
6. The Town and its departments will not assist residents/homeowners in boarding up their homes, moving 

outside items, etc. due to liability issues. 
 
7. Prior to and no later than the notice of a Hurricane Watch, Town personnel are advised to protect their 

family and personal property. 
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8. Town personnel may be subject to immediate recall during an emergency as directed by the Town 

Manager. 
 
9. Town personnel will obtain and wear proper safety clothing and equipment as appropriate for their job 

assignment. 
 
10. Each employee is personally responsible for returning all Town equipment issued to them prior to, during 

and after the storm to the issuing authority. 
 
11. The Town's Public Information Officer (PIO) will coordinate press statements/releases with the Town 

Manager and the Town Emergency Operation Center (EOC) and will be responsible for disseminating 
information to the public and media. 

 
12. Federal disaster relief funding and reimbursement depends almost entirely on detailed record keeping and 

is the responsibility of all Town personnel to maximize reimbursement efforts.  
 
a. All Town Departments will comply with all purchasing procedures as delineated in the Town of Palm 

Beach Purchasing policies and procedures. 
b. All departments shall maintain records of storm-related expenses for labor and equipment using 

forms as directed by the Town Finance Department 
 
C.  SITUATION. 
 
1. The officially designated Hurricane Season extends from June 1st through November 30th annually. 

However, some hurricanes and other tropical or sub-tropical storm systems have been recorded in every 
calendar month of the year and preparedness is therefore essential. 

 
2. The Town of Palm Beach in its entirety is a barrier island and is therefore particularly susceptible to storm-

related tidal and surge flooding and has been designated as a primary or mandatory hurricane evacuation 
zone. 

 
3. The potential for storm related injuries, structural damage, loss of power and water, and debris-laden 

streets, will burden the resources of the Town. These factors dictate the importance of effective Pre-Storm 
planning and efficient Post-Storm Response. 

 
4. The Town’s topography and geography also makes the landmass susceptible to being severed in one or 

more places along its entire length. 
 
D.  REPONSIBILITIES. 
 

Generic Department Emergency Management Responsibilities 
 
All Town departments will: 
 
1. Participate in the Town’s emergency management program. 
2. Maintain the Comprehensive Emergency Management Plan (CEMP). 
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3. Assign designated personnel with decision-making authority for the department to staff the Town EOC 

positions during an emergency.  
4. Ensure personnel identified to staff EOC positions are properly trained in their assigned position. 
  

Specific Department Hurricane Responsibilities 
 
All Town departments will: 
 
1. Develop and maintain a department hurricane plan, as approved by the Town Emergency Manager. 
 
2. Maintain and perform their hurricane task sheet. 
 
3. Complete pre-season preparedness tasks by June 1st of each year. 
 
4. Complete their “watch tasks” when a watch is declared. 
 
5. Complete their “warning tasks” when a warning is declared. 
 
6. Complete their “landfall tasks” and “recovery tasks” should a storm impact the Town. 
 
7. Forward completed task sheets to the Emergency Manager no later than: 
 

a. Preparedness by June 1st. 
b. Watch prior to Warning. 
c. Warning prior to Landfall. 
d. Landfall and Recovery ASAP. 

 
E.  TOWN CONCEPT OF OPERATIONS. 
 
1. Pre-Season Hurricane Preparedness Activities. 
 

a. Planning and preparation are essential parts in the formulation of operating procedures designed to 
respond in a hurricane emergency. Town Departments must continually update their hurricane plan, 
accounting for changes in organization, budget, and personnel assignments. Preparedness activities 
must be completed in a timely and efficient manner in order to maximize the state of readiness. 

 
b. Prior to June 1st and the beginning of the hurricane season, departments should have completed all 

pre-season hurricane preparedness activities. 
 
2. Hurricane Season Activities: Watches and Warnings. 
 

HURRICANE WATCH 
 

a. A “Hurricane Watch” means hurricane conditions may threaten the area within 36 hours. Hurricane 
conditions include winds of 74 miles per hour (64 knots) or greater.  
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b. When a “watch” has been issued, all Town departments will initiate and complete their watch tasks by 

the end of the business day. Preparation should be taken in advance if the watch is expected towards 
the end of the day or overnight hours.  

 
c. Each Department will provide the Town Emergency Management/EOC with a status report indicating 

the completion or status of their watch tasks by the end of the business day. 
 

HURRICANE WARNING 
 

a. A “Hurricane Warning” means hurricane conditions are expected to strike the area in 24 hours or less. 
 
b. When a “warning” has been issued, all Town departments will initiate and complete their warning 

tasks by the end of the business day.  
 
c. Each Department will provide the Town Emergency Management/EOC with a status report indicating 

the completion or status of their warning tasks by the end of the business day. 
 
d. When this condition is declared for the Palm Beach area, the Town Manager or his designee shall 

make a declaration regarding the closure of Town of Palm Beach Administrative offices. When 
announced, all Town employees within their respective departments will be instructed to leave their 
workstations except those with assigned duties in this plan. Following completion of assigned duties to 
protect Town property, all personnel, except those pre-identified as essential personnel, should leave 
Town property and seek protective shelter. 

 
3. EOC Activation. 
 

a. The Emergency Manager (EM), in coordination with the Town Manager, will determine whether and 
when to activate the EOC.  

 
b. When the EOC is activated, designated Department personnel will be notified by the EM or their 

Department Director. All Departments will staff their designated EOC positions. 
 
c. Recovery operations personnel will be notified that the EOC is activated and advised they are 

expected to report to EOC immediately following the storm to begin recovery operations. These 
individuals could plan to stay at the EOC during the storm if in their opinion it would be impossible to 
report in a timely manner after the storm. 

 
d. The EM will initiate and follow the Town’s EOC activation checklist. 

 
4. Executive Policy Group. 
 

a. The Town Manager may activate an Executive Policy Group to oversee the Town’s preparedness, 
watch, warning, and response tasks. The Executive Policy Group is chaired by the Town Emergency 
Management Director or designee and serves as an advisory committee to the Town Manager. 

 
b. The EMD will establish a meeting schedule. 
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c. The Executive Policy Group is comprised of key Town Department Directors. 

 
5. Landfall and Rapid Impact Assessment. 
 

a. During the storm only essential personnel with specific duties under this plan may be on Town 
property. 

 
b. The completion of a town-wide Rapid Impact Assessment (or windshield assessment) within the first 

few hours after a significant event is critical to the response and recovery efforts of the Town. This is 
not intended to be a detailed damage assessment, but rather it is a quick assessment to determine the 
immediate status and needs of the Town. 

 
c. The Town Emergency Management Director must be able to identify life-threatening situations and 

imminent hazards in order to prioritize responses, allocate resources, and request assistance from 
mutual aid partners as well as seek aid from state and federal sources through the Palm Beach County 
EOC. 

 
d. The Town’s Fire-Rescue Department is the lead agency in the performance of the initial town-wide 

damage assessment. Town Fire Stations will serve as a Rapid Impact Assessment Team (RIAT) base of 
operations throughout the three Fire-Rescue Department zones of the town. The gathering of this 
information is not intended to replace emergency response but should be accomplished in 
conjunction with the department’s primary mission in as timely manner as possible. 

 
(1) Fire-Rescue Units will forward the survey information to the department’s storm liaison at the 

Town’s Emergency Operations Center who will provide the information to the Planning, Zoning, 
and Building Department. 

 
(2) All RIAT information shall be forwarded to the County EOC at 561-233-5257 (backup County EOC 

cellular number is 561-379-3143) by the Fire-Rescue Department’s liaison.  
 

(a) Each Fire-Rescue vehicle will be issued a RIAT packet containing the survey information 
containing instructions prior to the storm. This is package of a countywide program with 
more than one hundred pre-determined reporting sites, several of which are located within 
the Town. The Rapid Assessment process will be conducted by Fire-Rescue zones as follows:  

 
(b) Station #1 (Zone 1) - County reporting number assigned is #43. Rescue #1 - Worth Ave. to 

Royal Poinciana Way. Engine #1 - Hammon Avenue to Southern Blvd.  
 
(c) Station #2 (Zone 2) - County reporting number assigned is #44. Rescue #2 - Country Club to 

Royal Poinciana Way. Engine #2 - Country Club to the Inlet. 
 
(d) Station #3 (Zone 3) - County reporting number assigned is #45. Rescue #3 - from Station #3 

to the South Town limits. Engine #3 - from Station #3 to Southern Blvd. 
 
(e) The three Town fire stations will house a RIAT. They will be made up of a minimum of: 1- 
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Fire Suppression Unit; 1- Fire Inspector, 1- Rescue Unit; 1- Police Unit. 

 
(f) RIAT will follow the procedures maintained by the Fire-Rescue Department and will report 

damages and situations on a periodic basis to the EM. 
 
(g) Results of the rapid impact assessments will be reported to the Town Emergency 

Management Director and the Town Risk Manager for collation, summarization and 
reporting to the PBC EOC.  

 
6. Response. 
 

a. Response to post-storm events actually begins prior to the event itself in the form of planning, training 
and exercises of all of the Town’s resources. The continuous evaluation, modification and refining of 
these plans, policies, procedures and tactics will ensure that all Town employees are practiced in how 
to execute their assigned tasks efficiently and effectively when a real event happens. 

 
b. All Town emergency response operations shall adhere to the concepts, principles and practices of the 

National Incident Management System (NIMS) and the Incident Command System (ICS) to organize 
and manage the incident response activities prior to and post-storm. The size of the Town ICS 
organization will depend on the extent of damage and destruction in the Town and the level and 
number of response activities and resources required. 

 
c. Consistent use of ICS organizational principles will promote the most effective and efficient 

management of response resources possible, given the circumstances involved. The use of NIMS and 
ICS is required when interacting and managing mutual aid resources, both public and private. The use 
of ICS forms will be used by Town response personnel in the EOC and in the field to develop incident 
related planning and response documentation to aid in incident accountability and understanding of 
response priorities and objectives. The ICS forms are available on the Town’s intranet system, can be 
completed on the computer and saved using Microsoft Word. 

 
d. The Town Manager or designee will be considered the overall Town Incident Commander for a major 

disaster event and will provide overall strategy and direction for the Town response. Individual field 
Incident Commanders will be employed for individual or area-wide types of field responses, again, 
given the circumstances involved. 

 
e. Much of the Town response will be driven by the level and scope (localized or regional) of damage, 

accessibility and the amount and location of the emergency response teams assembled and available 
(full or partial Town employee and equipment evacuation to the mainland?).  

 
f. Based upon the above the Town response should include, but not be limited to: 

 
(1) Develop response plans of action (IAPs) before storm impact, based upon the expected intensity 

and duration forecast for a given storm 
 
(2) Revise and update the response plan based upon additional information coming into the EOC 

during and immediately following the worst of the storm impact 
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(3) Monitor local news sources and official initial impact reports coming through the PBC EOC and 
through public safety sources in the field 

 
(4) Based upon impact assessments, the Town EOC will determine clearly defined goals and 

objectives to be achieved by ground resources that are realistic with resources available and 
adjust as necessary 

 
(5) Request mutual aid resources (manpower, equipment, supplies, etc.) early and in sufficient 

quantity and type to achieve the desired results and that is based upon actual conditions 
encountered 

 
(6) Maintain secure and stable communications with field operations and with surrounding response 

agencies and organizations both governmental and non-governmental 
 
(7) Consider alternate access points and means of moving response teams to various locations in the 

Town (boats/barges, helicopters, alternate bridging equipment from the military, etc.) as 
necessary 

 
(8) Continuous monitoring and evaluation of existing conditions, resources and progress should be 

employed to adjust and update Town IAPs 
 
(9) Coordinate activities with all response stakeholders involved with the Town response operations 

to ensure that all resource needs are met to achieve successful outcomes 
 
(10) Coordinate Town access and security issues with surrounding communities and with PBC EOC 

 
7. Damage Assessment and Recovery Support. 
 

a. As soon as practical after the storm has passed and travel on the public roadways is safe, the Town will 
begin its recovery operations. This will include building and grounds damage assessments, clean-up 
and repair where necessary, and activation of Departmental Continuity of Operations Plans (COOP) if 
required. 

 
b. Damage Assessment and Recovery Responsibilities for all Town Departments are as follows: 

 
(1) Compile and consolidate damage reports and other data following the event.  
 
(2) Initiate recommendations for enactment or repeal of procedures, or extension of emergency 

resolutions, ordinances, and orders.  
 
(3) Recommend and implement an economic recovery program focusing on local community needs. 
 
(4) Recommend land areas and land-use types that will receive priority in the recovery and 

reconstruction process. 
 
(5) Recommend zoning changes in damaged areas. 
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(6) Recommend procedural changes for non-vital regulations and development standards to reduce 

reconstruction time. 
 
(7) Initiate recommendations for relocation and acquisition of property in damage areas. 
 
(8) Initiate a property owner notification program to inform non-resident property owners of 

damages incurred to their property and any post disaster requirements or restrictions imposed 
by local authorities. 

 
(9) Evaluate damaged public and private facilities and take appropriate and necessary action to 

mitigate, secure or demolish. 
 
(10) Participate in the preparation of a community redevelopment plan. 
 
(11) Make recommendations for new ordinances, plans, codes, and/or standards to assist in recovery 

from future disasters. 
 

c. Town Departments and organizations will be assigned to lead specific recovery functions as per the 
Recovery Incident Action Plan. Each “primary” department will be responsible for coordinating the 
implementation of their recovery function (RF) and will be responsible for identifying the resources 
(support departments and organizations) within the RF that will accomplish the post disaster activities. 

 
d. A Recovery Planning Unit is initially established in the Town EOC to begin the drafting of a “Recovery 

Incident Action Plan (RIAP)” for use by a Town Recovery Task Force. The RIAP is based on situation, 
damage and impacts assessments developed by the EOC Planning Section.  

 
e. As the emergency response phase stabilizes, the Town Emergency Management Director will 

recommend to the Town Manager the activation of the Recovery Task Force as necessary. 
 

(1) The Town Recovery Task Force (TRTF) as established by the Town Manager. 
 

(a) The responsibilities of the TRTF are: 
 

– Oversee the recovery and reconstruction process, and to serve as an advisory body to 
the Town Manager. 

– Identify mitigation opportunities and identify recovery resources. 
– Ensure coordination of the recovery process. 

 
8. Emergency Purchasing and Cost Documentation. 
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FEMA REPORTING FORMS AND INSTRUCTIONS 

PURPOSE 

1. Accurate documentation of all activities occurring prior to, during, and after the 
storm event, (as well as any other disaster related incident), is mandatory for the 
reimbursement of State and Federal relief funds and beneficial for reconstructing 
the incident to examine and gain knowledge from the experience. 

 
2. Documentation of all activities related to the event shall take effect immediately 

upon notification of the incident, or in the case of the storm event, at the time the 
Town Manager or his designee notifies all Department Directors that a “Hurricane 
Watch” has been issued for the Town of Palm Beach. 

FORMS 

1. Daily Activity Report. Shall be used by department personnel working in the field to 
record labor, materials, and equipment expenditures. Information on these 
worksheets must be transferred to the appropriate FEMA forms for reimbursement. 
Labor data is transferred to FEMA Force Account Labor Summary Record (Form 90-
123); materials data is transferred to FEMA Materials Summary Record (Form 90-
124); and, equipment data is transferred to FEMA Force Account Equipment 
Summary Record (Form 90-127). These forms can be found on the Town’s intranet 
site. 

 
2. Feeding Center Sign-in Sheet. Shall be used in situations where meals are provided 

to employees, this form can be found on the Town’s intranet site and will be 
maintained at each site for employees/contactors to sign when receiving meals. 

 
3. Initial Damage Impact Survey (IDIS). Directions and IDIS Photo Examples 1 through 

4 The Initial Damage Impact Survey process is conducted by the Fire-Rescue 
Department and explained in Section XIV, Damage Assessment. 

 
4. FEMA Request for Public Assistance (Form 90-49, Sep. 98). Shall be submitted to 

the State Public Assistance Officer by the Finance Director within 30 days of the 
date of declaration or the designation of our area. 

 
5. Department of Community Affairs Funding Agreement. When the Town becomes 

an eligible applicant, it will be provided a Funding Agreement from the Department 
of Community Affairs. This is contract allows for the flow of FEMA funds to the 
Town. Regardless of eligibility or approved projects, funding cannot be provided to 
the Town prior to the execution of this agreement. Once this agreement is received 
it must be presented to the Town Council for authorization. 

 
6. FEMA Initial Damage Assessment. Housing Losses (Form EM39, Sep. 90) shall be 

completed by the Planning, Zoning and Building Department and forwarded to the 
Emergency Management Coordinator for submission to Palm Beach County 
Emergency Management. 

 
7. FEMA Initial Damage Assessment. Public Assistance (Form EM40, Sep. 90) shall be 

completed and submitted to Palm Beach County Emergency Management by the 
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FEMA REPORTING FORMS AND INSTRUCTIONS 

Emergency Management Coordinator. This form consists of estimated figures for 
Categories A-G. 

 
8. FEMA Initial Damage Assessment. Business Losses (Form EM40A, Sep. 90) may be 

distributed to business owners in need of a loan. This form is not executed by the 
Town. 

DEPARTMENT 
RESPONSIBILITY 

1. If there is a Presidential disaster declaration for an area including the Town of Palm 
Beach, every effort must be made to ensure that the records of expenditures by the 
Town, effectively capture all costs incurred. Use of the FEMA approved forms for 
this activity is the current method of qualifying the Town for reimbursement. The 
Public Works Department will be responsible for completing Category A Debris 
Removal and Categories C – G Project Worksheets for Permanent Work. 

 
2. The Public Works, Police, Fire-Rescue and Finance Departments will be responsible 

for completing Category B Emergency Protective Measures Project Worksheets. 
FEMA forms can be found on the Town’s intranet site. 

INSTRUCTIONS 

1. Step by step instructions for the completion of the above forms are included on the 
reverse side of each form. Instructions are also available on the FEMA website at: 
http://www.fema.gov  

 
2. State and Federal relief fund eligibility is highly dependent upon thorough 

documentation. 
 
3. When initiating form usage, each department, division or bureau shall begin to 

chronologically log all activities, purchases of materials, manpower usage, 
equipment rentals, or contractual costs that are incurred by the Town. 

 
4. Careful attention should be given to the detail of information submitted on each of 

the report forms. All forms shall be compiled and forwarded to the Risk Manager 
who is responsible for forwarding all forms for reimbursement to the State 
representative. 

 
5. It is essential that all expenses incurred in a disaster response and recovery be 

documented. Accurate documentation will assist the Town to: 
 

a. Recover all eligible costs. 
b. Have the information necessary to develop the disaster projects. 
c. Have the information available, which the State and FEMA will need in order to 

validate the accuracy of small projects. 
d. Be prepared for any State or Federal audits and other program or financial 

reviews. 
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PAYROLL, ACCOUNTING, INSURANCE AND FEMA REIMBURSEMENT PROCEDURES 

INFORMATION 
Instructional information for Emergency Event Payroll, Accounting, Insurance and FEMA 
reimbursement procedures can be found in the separate training manual Titled “Training 
Workshops for FEMA reporting Accounting & Purchasing Procedures for Emergency 
Events.” Each Department has received a copy of this manual. 

PAYROLL 

Instructions for payroll reporting can be found in the Town’s Emergency Pay Procedure, 
Administrative Procedure No. 1-11-10.  
 
1. FEMA Payroll Reporting (Force Labor). 
 

a. In order to receive reimbursement from FEMA, the type of work performed by 
employees needs to relate to the saving of life and/or property. Records must 
be kept by each department indicating the type of work performed (i.e., 
delivered ice, manned check point, removed debris), any Town owned 
equipment used by employees and the number of regular and overtime hours 
worked by date. Emergency Event Daily Activity Report for the tracking of this 
information can be found on the Town’s intranet site. For Category “A” Debris 
Removal, Public Works time sheets will include the truck number used that 
corresponds to the fixed asset schedule of equipment. For all other projects, 
Public Works will create work orders for each of the FEMA project worksheets 
which will allow for the tracking of time worked for reimbursement purposes. 

 
c. Force Labor must be tracked for regular and overtime by day worked for all 

categories of work. 

ACCOUNTING 
Administrative Procedure No. 1-11-2 Grant administration and Accounting Policy and 
Procedure, can be found on the Town’s intranet site outlines the procedures for 
accounting for expenditures and reimbursements related to an emergency event. 

INSURANCE 
Insurable costs coded to the Risk Fund relate to damage to Town property, i.e.: buildings 
and contents, street signs, streetlights, vehicles and equipment. All items coded to the 
Risk fund must be approved in advance by the Risk Manager. 
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II. Town Department Task List/Job Aids 
 

A.  ANNUAL DEPARTMENT HURRICANE PREPAREDNESS 
Due 
Date 

Department 
Assigned Task Assignments Comments or 

Follow-up Needed Initials Date 
Complete 

02/07 Town Manager 

Schedule Department Director  meeting date to initiate the following: 
1. Full review & update of Town Comprehensive Emergency Response Plan 

(CEMP). 
2. Full review & update of Town Storm Emergency Response Plan (SERP) 

including associated sub-plans such as: emergency evacuation, 
emergency road clearance, etc. 

3. Full review & update of Town Continuity of Operations Plan (COOP). 
4. Full review & update of Department/Division level storm plans. 
5. Full review & update of Outside Agency Contact List. 
6. Schedule Departmental Employee Informational Meetings to review 

Town & Department Hurricane Season plans/procedures. 
7. Schedule and conduct WebEOC system refresher training classes for 

appropriate personnel. 
8. Schedule and conduct refresher training on the Town’s post-storm Initial 

Impact Assessment and Damage Assessment process and procedures 
for confirmed and identified personnel. 

9. Cause a review and update schedule for the Town Website information 
and functionality. 

10. Encourage key Town staff to attend available hurricane training. 
11. Cause a review and status check on all debris removal contracts and 

vendors. 
12. Cause a review and status check on Kravis Center agreement for Town 

hurricane shelter use. 
13. Cause a review and status check on ability to re-locate Town emergency 

equipment and personnel to mainland partner agencies if necessary for 
a major categorized hurricane event. 
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A.  ANNUAL DEPARTMENT HURRICANE PREPAREDNESS 
Due 
Date 

Department 
Assigned Task Assignments Comments or 

Follow-up Needed Initials Date 
Complete 

14. Cause a review of all Mutual Aid Agreements with surrounding response 
agencies/organizations to confirm status/modifications. 

15. Cause a review, testing under load and operational status confirmation 
of all Town emergency power generation equipment and 
service/repair/replace as necessary. 

16. Cause a review and update of plans for the protection and preservation 
of vital Town documents during hurricane events. 

17. Identify and communicate due dates for all above items. 

05/15 Town Manager 

Conduct a Department Director Hurricane Preparedness Meeting to: 
1. Confirm final review and updates of the Town SERP, CEMP, COOP, and 

Department/Division storm planning documents. 
2. Confirm and report Department/Division hurricane season readiness 

status and identify unmet Town readiness needs. 
3. Confirm that all Town employees have been provided copies of the 

Town “Employee Hurricane Preparedness Guide” and have been 
encouraged to begin personal pre-planning now. 

4. Confirm status of all assignments initiated on or about 02/07 and 
confirm due dates will be accomplished. 

   

05/15 All Departments 

1. Complete a review and recommend updates for the CEMP and 
SERP/COOP annexes. 

2. Complete a review and make appropriate changes to 
Department/Division-level storm planning documents and ensure copies 
of the plan(s) are provided to the Town Emergency Management 
Director (EMD). 

3. Inspect, inventory, install and then remove and properly store hurricane 
shutters to ensure operational status and to identify any 
repairs/replacements needed and as applicable to each department. 

4. Confirm/Identify essential and non-essential personnel lists for each 
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A.  ANNUAL DEPARTMENT HURRICANE PREPAREDNESS 
Due 
Date 

Department 
Assigned Task Assignments Comments or 

Follow-up Needed Initials Date 
Complete 

Department/Division and verify all contact information and provide the 
lists to the Town Manager EMD. 

5. Inventory emergency supplies and equipment intended for use during 
or following a hurricane type event and identify deficiencies or needs 
and initiate corrective actions. 

6. Department Directors shall update and maintain an employee contact 
list that includes designation of essential or non-essential status by 
department and/or storm-related assignment. 

7. Ensure that all employees have been issued updated Town Employee 
Emergency Credentials to assure access and passage to the Town. 

05/15 
Finance /  
Purchasing / 
Clerk 

1. Review, update and confirm emergency food vendor(s) contracts and 
contact information for the hurricane season. 

2. Review and update a master inventory list for Town emergency supplies 
available through central stores. 

3. In concert with Public Works Department, review, update and confirm 
emergency debris clearing/removal vendor(s) contracts for the 
hurricane season and obtain letter of confirmation on their ability and 
obligation to provide an appropriate level of services to the Town upon 
request. 

4. Review, obtain, update and post current FEMA report forms and 
reimbursement procedures/requirements in the Town computer system 
and on Laserfiche system. 

5. Review and update plans and procedures for the protection and 
preservation of vital Town documents and electronic records working 
with the Office of Information Systems. 

6. Review, update and post written instructions for changing voicemail 
message and for forwarding main phone lines and identify/train 
appropriate personnel to implement if necessary. 

   

 

Comprehensive Emergency Management Plan (CEMP) 
May 2014 VI – 19 
 



VI. STORM EMERGENCY RESPONSE PLAN (SERP) Town of Palm Beach, 
Florida 

 

A.  ANNUAL DEPARTMENT HURRICANE PREPAREDNESS 
Due 
Date 

Department 
Assigned Task Assignments Comments or 

Follow-up Needed Initials Date 
Complete 

05/15 Risk Manager Obtain digital photographs of Town facilities and save them on “O” drive.    

05/15 Information 
Systems 

1. Review, update and confirm existing IBM Business Recovery Facility 
(a.k.a. Hot Sites) agreements, plans and procedures and ensure IS 
employees are trained/familiarized with the procedures and 
requirements. 

2. Confirm all Town Departments understand electronic file backup 
procedures and ensure Town server folders functionality and that they 
are operational for Department entries. 

3. Inventory, inspect and test EOC electronic equipment and systems 
including: computers, printers, copiers, video displays, camera, GPS, 
phones, analog lines and internet connectivity and cause repair or 
replace as necessary to assure operational status when needed. 

4. Inventory and verify operational status of all Town computer equipment 
and systems and their connectivity to the Town server and connectivity 
with IBM Hot Site(s). 

5. Assist individual departments with computer system issues as identified. 

   

05/15 Human 
Resources 

1. Update and confirm all Town employee contact information including: 
home phone, cellular phone, emergency contact information, email 
capability, text messaging capability, employee storm assistance 
information, etc. 

   

05/15 Public Works 1. Increase emergency generator fuel supplies to maximum levels at all 
critical locations. 

   

120 
hrs. All Departments 

1. Closely monitor approaching storm track and forecast and review Town 
2. CEMP, SERP, COOP and department-specific emergency storm plans. 
3. Review and update employee emergency contact lists, essential versus 

non-essential employee designations and assignments. 
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A.  ANNUAL DEPARTMENT HURRICANE PREPAREDNESS 
Due 
Date 

Department 
Assigned Task Assignments Comments or 

Follow-up Needed Initials Date 
Complete 

120 
hrs. 

Town Manager / 
EOC Staff 

1. Closely monitor approaching storm track and forecast and participate in 
County and/or State EOC initiated conference coordination calls. 

2. Begin preliminary planning and scheduling for Department Directors 
briefing and for scheduling of Town status updates and protective 
actions messaging. 

3. Review status of Town EOC operational status and needs. 
4. Notify all Town employees to begin preparing their homes and families 

for the approaching storm and to review the Employee Hurricane 
Preparedness Guide. 

   

120 
hrs. Fire-Rescue 1. Maintain full fuel levels in station fuel tanks and top off when storm 

approaching. 
   

120 
hrs. Police 

1. Issue press release describing requirements to gain access to the Town if 
checkpoints have been implemented and ensure 
communicators/dispatchers are aware of the requirements prior to 
implementation. 

   

120 
hrs. Public Works 

1. In concert with Finance Department, review, update and confirm 
emergency debris clearing/removal vendor(s) contracts for the 
hurricane season and obtain letter of confirmation on their ability and 
obligation to provide an appropriate level of services to the Town upon 
request. 

2. Establish agreements for assistance with post-storm clean up, if 
necessary. 

   

120 
hrs. 

Planning, Zoning 
& Building 

1. Ensure that all contractors are aware their responsibilities for site 
preparations during storm events. 

   

120 
hrs. 

Recreation 
(Par-3) 

1. Maintain full fuel levels in Par-3 fuel tanks and top off tanks when storm 
is approaching. 
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B.  DEPARTMENT PRE-STORM PREPARATIONS 
72-48 HOURS PRIOR TO POTENTIAL LANDFALL 

Time 
Due 

Department 
Assigned Task Assignments Comments or Follow-up 

Needed Initials Time 
Complete 

72-48 
hours Town Manager 

Confirm functionality and operation status of all communications links with 
surrounding public safety agencies/organizations and maintain those links 
throughout the event. 

   

  Confirm that inspection and photo/video documentation has been 
accomplished for all Town facilities. 

   

  Evaluate and service Town emergency communications systems that may be 
used during hurricane a event. 

   

  Confirm that each department has inventoried and stocked hurricane 
supplies for a hurricane event. 

   

  Confirm that all vital Town documents have been secured properly.    

  Alert and confirm Kravis Center of potential for Town hurricane shelter 
needs. 

   

  Confirm arrangements for secure mainland relocation points for Town 
personnel and emergency equipment should full evacuation of all Town 
personnel become necessary. 

   

  Confirm Town computer records are backed up and properly secured.    

  Confirm that all town employees are advised to properly prepare their 
residence and families for a hurricane event and to monitor local news and 
weather channels for instructions pre-storm. 

   

  Consider authorizing for all departments to initiate an orderly, scheduled 
time off for essential personnel, followed by non-essential personnel to 
finalize their home and family preparations based upon timing and 
circumstances of the impending storm event. 

   

  Confirm all essential personnel status, contact information and that storm    
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B.  DEPARTMENT PRE-STORM PREPARATIONS 
72-48 HOURS PRIOR TO POTENTIAL LANDFALL 

Time 
Due 

Department 
Assigned Task Assignments Comments or Follow-up 

Needed Initials Time 
Complete 

event related instructions are provided. 

  Confirm that all Town departments are implementing pre-hurricane tasks per 
this plan and as found in the “Department Property and Equipment 
Mitigation and Recovery Plan” found in Attachment 3. 

   

  Confirm that the Town EOC will be fully operational as needed and that 
Emergency Management staff are closely monitoring county and state storm 
preparations communications. 

   

  Confirm that the Town website is continually updated with appropriate 
messaging. 

   

  Review all emergency plans and procedures and begin to evaluate the need 
and timing for protective actions and declarations. 

   

  Confer with EOC staff to determine timing to activate the EOC to Level 2 and 
Level 1 status. 

   

  Confirm that all essential Town vehicles, equipment and emergency 
generators have been serviced and fully fueled. 

   

  Conduct Executive Group conference call and/or meeting to review storm 
preparation status to date and to determine briefing schedules. 

   

  Cause the development of an Incident Action Plan (IAP) for the Town for the 
next operational period. 

   

  Confirm with Facilities Management the status of preparations for securing 
all Town facilities for impending storm conditions. 

   

  Confirm that PIO has established and is maintaining media contacts to issue 
essential Town information. 

   

  Confirm security assignments and timing for Town EOC,    
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B.  DEPARTMENT PRE-STORM PREPARATIONS 
72-48 HOURS PRIOR TO POTENTIAL LANDFALL 

Time 
Due 

Department 
Assigned Task Assignments Comments or Follow-up 

Needed Initials Time 
Complete 

  Confirm that refresher training is underway for WebEOC system for intended 
Town users. 

   

  Confirm notifications to hotels, small businesses and local residents of 
potential need for evacuations. 

   

  Confirm notices to construction contractors concerning site cleanup and 
securing of loose objects and equipment. 

   

  Consider cancellation of employee scheduled leave.    

  Confirm Town actions and status notifications to elected officials.    

  Confirm that all event tracking and logging activities are initiated and 
maintained by all Town departments and the EOC. 

   

72-48 
hours EOC Staff Schedule time off for staff to complete home and family storm preparations.    

  Notify Information Systems of the need to prepare all EOC electronics for 
activation status and provide IS with a time schedule to complete. 

   

  Begin Resource Tracking logs and maintain them up-to-date.    

  Obtain schedule and participate in PBC EOC pre-storm conference calls and 
coordinate Town activities for evacuation timing, media releases and other 
actions required pre-storm. 

   

  Coordinate with Town Police Department and conduct a conference call with 
local public safety agencies to coordinate Town evacuation traffic planning 
and timing. 

   

  Draft preliminary Town Emergency Declaration, Emergency Evacuation 
Order, Price Gouging Order and consider other emergency action orders that 
may need to be implemented based upon the situation. 
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B.  DEPARTMENT PRE-STORM PREPARATIONS 
72-48 HOURS PRIOR TO POTENTIAL LANDFALL 

Time 
Due 

Department 
Assigned Task Assignments Comments or Follow-up 

Needed Initials Time 
Complete 

  Begin compiling information and work with the Town EOC Planning Chief to 
begin scheduling, drafting and distributing the Town Situation Reports 
(SitReps) and Incident Action Plans (IAPs) to meet County/State reporting 
deadlines that are established for storm events. 

   

  Work with the Town PIO to develop and scheduling for press 
briefings/releases and Town Website messaging for the Public for issues such 
as: overall home and family preparedness/planning, safe harbor, 
preparations for Town evacuation, Town re-entry identification 
requirements, local news and information sources, etc. 

   

  Intensify preparations for Level 1 activation the Town EOC.    

  Cancel all scheduled uses of the EOC and Conference Room.    

  Confirm pre-staging of evacuation resources: barricades, signs, tow truck(s), 
etc. 

   

72-48 
hours 

Information 
Systems 

IS Staff to begin final backups and to start moving critical media and 
hardware/software to secure offsite location(s). 

   

  Assign staff to fully test and operationalize all EOC computer related systems, 
telephonic systems and redundant network and internet systems. 

   

  Assist Departments in completing their computer systems storm 
preparations as necessary. 

   

72-48 
hours Police 

Alert all EIC staff, interpreters/communicators (deaf, Spanish and Creole) to 
be on standby for activation of rumor control and Town hotline activities and 
to finalize personal home and family preparations. 

   

  Test all communications equipment (TTY, fax, phone, EAS, Radio, ESATCOM, 
etc.) in anticipation of full activation. 
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B.  DEPARTMENT PRE-STORM PREPARATIONS 
72-48 HOURS PRIOR TO POTENTIAL LANDFALL 

Time 
Due 

Department 
Assigned Task Assignments Comments or Follow-up 

Needed Initials Time 
Complete 

  Confirm operational status of the WebEOC communications link with PBC 
EOC. 

   

  Alert Amateur Radio Operators to be on stand-by for activation deployment 
in the EOC. 

   

72-48 
hours 

Planning, 
Zoning & 
Building 

Initiate contact with all contractors with active construction sites and instruct 
them to secure their sites in preparation for impending storm and inspect all 
sites to ensure full compliance. 

   

72-48 All 
Departments 

Finalize pre-hurricane tasks per this plan and as found in the “Department 
Property and Equipment Mitigation and Recovery Plan” found in Attachment 
3. 
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C.  DEPARTMENT PREPARATIONS “HURRICANE WATCH” PHASE 
48-36 HOURS PRIOR TO POTENTIAL LANDFALL 

Time 
Due 

Department 
Assigned Task Assignments Comments or Follow-up 

Needed Initials Time 
Complete 

 All 
Departments 

Finalize pre-hurricane tasks per this plan and as found in the “Department 
Property and Equipment Mitigation and Recovery Plan” found in Attachment 
3. 

   

 Mayor and/or 
Town Council 

President 
and/or Town 

Manager 

1. Pre-storm, at an appropriate time determined by the particular 
circumstances of each storm, commit to a crisis event declaration that 
will provide the authority to activate the Town’s Storm Emergency 
Response Plan. 

2. Mobilize Town Personnel and activate Emergency Response Plan. 

   

 Town Manager Review all Town emergency plans (i.e., CEMP, COOP, SERP, department 
plans, Town policies, etc.) and prepare to implement as needed. 

   

  Activate the EOC to Level 2 or Level 1 as appropriate and confirm security for 
all critical Town facilities, including locking the EOC and issuing keys/key 
cards as appropriate and activating the Liaison Team. 

   

  Confirm that all Town department directors and essential personnel are 
notified of Hurricane Watch status and of the need to implement or finalize 
pre-storm preparation activities. 

   

  Confirm that on-duty employees are afforded time for residence and family 
preparations and security actions. 

   

  Confirm ongoing contact and communications links are operational with 
Palm Beach County EOC and other local response partners and organizations. 

   

  Consider and implement appropriate public protective measures to be taken, 
timing and coordination for implementation (i.e., evacuation order, 
emergency traffic coordination plans, etc.) as appropriate. 

   

  Confirm communication with drawbridge operators for status.    
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C.  DEPARTMENT PREPARATIONS “HURRICANE WATCH” PHASE 
48-36 HOURS PRIOR TO POTENTIAL LANDFALL 

Time 
Due 

Department 
Assigned Task Assignments Comments or Follow-up 

Needed Initials Time 
Complete 

  Meet with Executive Group/department directors, EOC staff and elected 
officials to discuss Town preparations status, storm forecast information and 
next actions steps to be taken and when. 

   

  Confirm Town website is current and that the PIO is in contact with the 
media and PBC EOC to ensure appropriate media messaging to the public is 
being accomplished in a coordinated manner. 

   

  Confirm incident/event tracking and logging is being complied with by all 
Town departments and the EOC. 

   

  Confirm operational status, staffing, supplies, equipment, power generating 
capability, fueling, communications, storm protection, emergency food and 
water, etc. for critical police, fire-rescue, public works, recreation and EOC 
facilities. 

   

  Confirm planning for 24-hour staffing plans for essential personnel, the 
equipment and personnel counts at each critical facility. 

   

  Confirm status and any pre-positioning of equipment and supplies at the 
Kravis Center emergency shelter and at any other fallback shelters for police, 
fire-rescue and public works equipment and personnel as appropriate. 

   

  Consider making arrangements to re-locate essential personnel private 
vehicles to parking structures on the mainland if major category hurricane is 
approaching the Town. 

   

  Determine and effectively communicate Town government operations 
suspension date/time and ensure that proper emergency messaging is 
implemented and updated on the main Town Hall telephone line. 

   

  Consider implementing emergency purchasing procedures and 
tracking/documentation based upon storm situation, ensure all 
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C.  DEPARTMENT PREPARATIONS “HURRICANE WATCH” PHASE 
48-36 HOURS PRIOR TO POTENTIAL LANDFALL 

Time 
Due 

Department 
Assigned Task Assignments Comments or Follow-up 

Needed Initials Time 
Complete 

documentation forms and logs are distributed and communicate decisions to 
all Department Directors when to implement. 

  Consider cancellation of scheduled personnel leave if not already handled.    

  Once Town offices are ordered closed, ensure that Department Directors 
provide proper direction to non-essential personnel who will be released and 
that instructions for post-storm duty expectations and information sources 
are communicated to all employees. 

   

  Issue a cautionary statement to all Town employees to NOT ACT WITHOUT 
AUTHORITY, which includes activating sections of this plan that are beyond 
direction of the Town Manager. 

   

  Ensure that all Department Directors are informed as soon as an Evacuation 
Order has been issued for the Town. 

   

  Identify any unmet needs of the Town government and of the residents.    

 Information 
Systems 

Review and confirm Business Recovery Plan elements with staff and with 
contracted vendors. 

   

  Assign Town Staff to EOC positions to support EOC operations.    

  Continue to assist other Town departments with computer related 
safeguarding and back-up procedures as needed. 

   

 

Finance 

Coordinate all emergency purchases in accordance with Town purchasing 
procedures, unless authorized to implement Emergency Purchasing 
Procedures through the Town Manager’s Office. 
Ensure the timely purchase of food services for Town emergency personnel 
as provided for in the Emergency Employee Meal Plan. 

   

  Establish and maintain a cost center system to effectively track and    
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C.  DEPARTMENT PREPARATIONS “HURRICANE WATCH” PHASE 
48-36 HOURS PRIOR TO POTENTIAL LANDFALL 

Time 
Due 

Department 
Assigned Task Assignments Comments or Follow-up 

Needed Initials Time 
Complete 

document all emergency and disaster costs for potential FEMA 
reimbursement processes. 

  Assist all Town Departments in emergency purchasing policies and 
procedures. 

   

  Establish and maintain a system to manage all financial and payroll 
obligations incurred during the emergency/disaster event. 

   

  Procure rental of delivery vehicles for use by the Town post-storm as 
needed. 

   

 Fire-Rescue Ensure that all stations are properly secured for impending storm event.    

  Assist Police Department with Town evacuation notifications as required.    

  Alert all “callback” personnel of a Hurricane Watch their standby status.    

  Activate callback procedures as authorized and directed.    

 
 

Ensure all vehicles and portable gas equipment are maintained in a fully 
fueled capacity and that fuel tanks at Fire Station #2 are topped off prior to 
the storm event and pre-order for 72-hours post-storm as needed. 

   

 Police Prepare for and standby to implement the “Hurricane Watch Schedule” if 
directed by the Police Chief or authorized designee. 

   

  When authorized, implement the Town “Traffic Evacuation Plan.”    

  When authorized, cancel current and pending leaves.    

  When authorized, coordinate Town evacuation messaging and coordinate 
with Fire-Rescue as needed. 

   

  When necessary, assist PZB to enforce construction site storm security 
requirements. 
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C.  DEPARTMENT PREPARATIONS “HURRICANE WATCH” PHASE 
48-36 HOURS PRIOR TO POTENTIAL LANDFALL 

Time 
Due 

Department 
Assigned Task Assignments Comments or Follow-up 

Needed Initials Time 
Complete 

  Coordinate with surrounding public safety and FDOT agencies to implement 
an orderly traffic flow according to the Town Traffic Evacuation Plan. 

   

  Properly storm-ready and secure Town Police boat(s).    

  Life Guards will move and storm-ready and secure life guard towers.    

 Public Works Ensure that all department employees are notified of the hurricane status 
and if recall is necessary. 

   

  Develop standby duty roster during the storm, shift schedules and coverage 
for vacancies and then submit to EOC. 

   

  Deliver and install Police Department storm shutters.    

  As time and availability permits, assign personnel to assist in storm 
preparations at Town facilities/departments. 

   

  Assist with hurricane supply deliveries to other departments and pre-stage 
post-storm supplies/materials as needed. 

   

  Inspect and clear roof drains/gutters on all Town facilities as time permits.    

  Assist Police and Fire-Rescue with evacuation as directed.    

  When directed, remove all equipment, apparatus and portable signage and 
properly secure/store them pre-storm. 

   

 Recreation Properly storm secure all parks and recreation facilities inside and out (i.e., 
pick up loose items, secure gates, etc.). 

   

  Notify all Town Dock tenants of a Hurricane Watch being issued and to 
properly secure or re-locate their vessels to safe harbor. 

   

  Ensure that all department employees are notified of Hurricane Watch being 
issued and provide them with direction for post-storm procedures for re-
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C.  DEPARTMENT PREPARATIONS “HURRICANE WATCH” PHASE 
48-36 HOURS PRIOR TO POTENTIAL LANDFALL 

Time 
Due 

Department 
Assigned Task Assignments Comments or Follow-up 

Needed Initials Time 
Complete 

entry and return to work. 
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D.  DEPARTMENT PREPARATIONS DURING “HURRICANE WATCH” PHASE 
36-24 HOURS PRIOR TO ONSET OF HURRICANE CONDITIONS 

Time 
Due 

Department 
Assigned Task Assignments Comments or Follow-up 

Needed Initials Time 
Complete 

 
All Departments 

Finalize pre-hurricane tasks per this plan and as found in the “Department 
Property and Equipment Mitigation and Recovery Plan” found in Attachment 
3. 

   

 Town Manager Cancel scheduled employee leave and begin 12-hour shift when Hurricane 
Warning is issued if appropriate. 

   

  Confirm that all Town employees and elected officials are notified when a 
Hurricane Warning has been issued and their resulting responsibilities. 

   

  Confirm activation of EOC to Level 1 if indicated and ensure communications 
with PBC EOC Coordinating Conference Calls for storm updates, predictions 
and actions anticipated. 

   

  Meet with Executive Group/department directors, EOC staff and elected 
officials to discuss Town preparations status, storm forecast information and 
next actions steps to be taken by the Town, including Refuge of Last Resort 
Plan. 

   

  Confirm status of existing protective measures and consider additional or 
modified protective measures. 

   

  Confirm lockdown of the drawbridges.    

  Confirm status of storm preparations for all departments and all Town 
facilities. 

   

  Finalize decision for full or partial evacuation of Town employees and 
emergency equipment to the mainland shelter facilities, the timing for 
implementation once decided and how to facilitate the move. 

   

  Confirm status of Town emergency personnel storm shelter facility readiness 
status if the decision is to remain in Town during the event. 
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D.  DEPARTMENT PREPARATIONS DURING “HURRICANE WATCH” PHASE 
36-24 HOURS PRIOR TO ONSET OF HURRICANE CONDITIONS 

Time 
Due 

Department 
Assigned Task Assignments Comments or Follow-up 

Needed Initials Time 
Complete 

  Develop the Town SitRep, IAP and timing schedule for the next operational 
period. 

   

  Confirm that all Town employees are notified of their roles and 
responsibilities before and after the storm event, their responsibility for 
monitoring local news sources and other options (i.e., Town telephone 
system, internet, etc.) to determine when to return to work post-event. 

   

  Confirm through the PIO that correct public messaging concerning the Town 
is being reported and is current, including the Town website. 

   

  Confirm the release times of non-essential employees has been 
communicated. 

   

  Confirm that essential employees have been permitted time to properly 
secure their residence and their families pre-storm and if appropriate, 
relocation of their personal vehicles to a parking structure on the mainland. 

   

  Confirm a decision when to suspend or continue emergency response field 
activities, communicate this decision to all Town responders and once 
secured in their shelter locations verify positive communications links are 
established and maintained between the EOC and those shelter locations. 

   

  Confirm initiation of 12-hour shift schedules for essential personnel.    

  Confirm event incident and cost tracking have been fully employed.    

  Confirm security procedures and facilities services are operational.    

  Confirm status of public evacuation flow from the Town to the mainland.    

  Confirm that all Storm Duty personnel have been notified of Hurricane 
Warning and that they are to report for assignment as directed. 

   

  Confirm that all non-potable water storage containers have been delivered    
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D.  DEPARTMENT PREPARATIONS DURING “HURRICANE WATCH” PHASE 
36-24 HOURS PRIOR TO ONSET OF HURRICANE CONDITIONS 

Time 
Due 

Department 
Assigned Task Assignments Comments or Follow-up 

Needed Initials Time 
Complete 

and filled at critical Town facilities. 

  Determine any unmet Town needs and how to rectify the issue(s).    

 Information 
Systems 

Confirm operational status of all EOC computer systems, related systems and 
communications systems. 

   

  Confirm final system backups have been completed and relocation of critical 
software and hardware has been relocated to secure location(s). 

   

  Confirm EOC storm and post-storm staffing coverage and schedules have 
been completed and communicated to staff. 

   

 Fire-Rescue Confirm call-back procedures are implemented if directed to do so and verify 
personnel storm event staffing plans are implemented. 

   

  Assist Police Department with evacuation notification procedures.    

  Confirm that all Fire-Rescue Stations are properly storm secured.    

  Continue routine emergency response until directed to suspend all 
operations by the Town Manager. 

   

 

 

Confirm positive communications links have been established and 
maintained with all field units during this phase of operations to ensure 
personnel safety and ensure that personnel are updated as conditions 
change. 

   

 
 

Be prepared to implement full evacuation of all personnel and emergency 
equipment to pre-designated locations on the mainland to ride out the storm 
if directed to do so by the Town Manager. 

   

 Police Confirm implementation of the Evacuation Plan for the Town if directed to 
do so by the Town Manager. 
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D.  DEPARTMENT PREPARATIONS DURING “HURRICANE WATCH” PHASE 
36-24 HOURS PRIOR TO ONSET OF HURRICANE CONDITIONS 

Time 
Due 

Department 
Assigned Task Assignments Comments or Follow-up 

Needed Initials Time 
Complete 

  Confirm coordination links with surrounding jurisdictions for facilitating an 
orderly evacuation of the Town residents to the mainland. 

   

  Confirm personnel storm event staffing plans and shifts schedules are 
completed, implemented and communicated. 

   

  Confirm activation of the Rumor Control Desk using EIPs if available and until 
it is determined to no longer be necessary. 

   

  Confirm assignment of Telecommunicator(s) to the EOC.    

  Be prepared to implement full evacuation of all personnel and emergency 
equipment to pre-designated locations on the mainland to ride out the storm 
if directed to do so by the Town Manager. 

   

  Confirm security assignment for the Town EOC is maintained.    

  Confirm that the Police Station has been fully storm secured.    

  Confirm positive communications links have been established and 
maintained with all field units during this phase of operations to ensure 
personnel safety and to ensure that personnel are updated as conditions 
change. 

   

 Public Works Confirm suspension of all routine service delivery not associated with storm 
preparation when directed to do so. 

   

  Assist the Police Department in Town evacuation notification plan 
implementation if time and resources permit. 

   

  Confirm positive communications links have been established and 
maintained with all field units during this phase of operations to ensure 
personnel safety and to ensure that personnel are updated as conditions 
change. 
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Time 
Due 

Department 
Assigned Task Assignments Comments or Follow-up 

Needed Initials Time 
Complete 

  Confirm activation of debris management contracts, direct contractors to 
pre-position personnel and equipment to assigned locations and ensure that 
communications links are established with the EOC Public Works Liaison 
when directed by the Town Manager. 

   

  Confirm post-storm supply vehicles have been prepared and pre-positioned 
at the EOC and other designated locations. 

   

  Confirm that all standby personnel are clear on their sheltering locations 
assignments when directed to cease operations by the Town Manager. 

   

  Consider shutting down emergency generator during flooding events.    

  Be prepared to implement full evacuation of all personnel and emergency 
equipment to pre-designated locations on the mainland to ride out the storm 
if directed to do so by the Town Manager. 

   

  Confirm that all PW equipment and personnel are fully storm secured when 
directed to do so. 
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E.  DEPARTMENT PREPARATIONS “HURRICANE WARNING” PHASE 
24-0 HOURS PRIOR TO LANDFALL 

Time 
Due 

Department 
Assigned Task Assignments Comments or Follow-up 

Needed Initials Time 
Complete 

24-0 
hours All Departments 

Confirm completion of all pre-hurricane tasks per this plan and as found in the 
“Department Property and Equipment Mitigation and Recovery Plan” found in 
Attachment 3. 

   

24-0 
hours Town Manager 

Confirm emergency response activity suspension decision and timing and the 
communication of that information to all field units and to the public and to 
PBC EOC. 

   

  Confirm or re-affirm full or partial Town employee and equipment evacuation 
to the mainland locations. 

   

  Continue to update Town IAP and SitRep and distribute as required.    

  Confirm and maintain secure communications between Town field emergency 
units and the EOC, as well as between the EOC and surrounding response 
agencies and the PBC EOC. 

   

  Confirm storm conditions and forecasts are being monitored and evaluated for 
critical decision-making and protective actions that have been taken and what 
are anticipated to be taken. 

   

  Confirm initiation of planning activities for post-storm response and recovery 
actions and staffing, based upon severity, staffing levels and Town resource 
locations (mainland or in the Town). 

   

  Confirm existing and also develop additional draft public protection actions 
that may be necessary (i.e., declarations, proclamations, emergency 
ordinances, etc.). 

   

  Confirm appropriate Town public messaging is being communicated and 
continue to monitor and update/correct as necessary. 

   

  Confirm all contact information for Town non-essential employees returning    
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E.  DEPARTMENT PREPARATIONS “HURRICANE WARNING” PHASE 
24-0 HOURS PRIOR TO LANDFALL 

Time 
Due 

Department 
Assigned Task Assignments Comments or Follow-up 

Needed Initials Time 
Complete 

home during this phase of the event. 

  Confirm that all units/personnel who were operating in the field have been 
accounted for and are safely sheltered once directed. 

   

  Confirm removal and securing of traffic control devices used during emergency 
evacuation operations based upon storm conditions. 

   

  Confirm any unmet Town needs have been addressed.    

  Confirm that all final storm preparations are completed and that all personnel 
and facilities have been accounted for and secured for deteriorating 
conditions. 

   

  Confirm that all incident tracking and cost tracking mechanism are 
operational. 

   

  Confirm that all unanswered calls for emergency services due to service 
suspension are recorded and prioritized for post-storm response once 
conditions permit resumption of Town emergency services. 

   

  Confirm all status boards are maintained current at all times.    

  Confirm pre-planning for prioritizing anticipated resource requests, 
assessment of potential resource staging locations, implementation of 
emergency road clearance plans, re-entry procedures, etc. are re-evaluated 
and updated as damage reports are received during impact phase of the storm 
event. 

   

  Confirm preliminary pre-planning for anticipated short-term and long-term 
recovery decisions based upon incoming reported storm impact damage 
reports pre and post-storm landfall and anticipating Town issues and needs 

   

  Confirm planning and staffing for Rapid Impact Assessment Plan to be    
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E.  DEPARTMENT PREPARATIONS “HURRICANE WARNING” PHASE 
24-0 HOURS PRIOR TO LANDFALL 

Time 
Due 

Department 
Assigned Task Assignments Comments or Follow-up 

Needed Initials Time 
Complete 

activated once conditions become more favorable for emergency response 
activities to resume. 

24-0 
hours 

All Storm Active 
Departments 

Report all storm impact conditions and damage that is observable from safe 
shelter during landfall phase and maintain communications with the EOC and 
other emergency units periodically and as possible. 

   

  Field supervisors should anticipate resumption of emergency response 
activities based on best judgment decision-making at the local field level 
should communications links with the EOC/dispatch center become inoperable 
during landfall phase. 

   

  Monitor news reports and official sources concerning the storm conditions 
and progress. 

   

  Prepare all personal protection/safety clothing and equipment in anticipation 
of resumption of emergency response activities. 

   

  Field supervisors will cause periodic evaluation of their building integrity 
throughout the landfall phase and take appropriate actions to mitigate 
problems that are identified to ensure safety of personnel. 

   

  Prepare personnel and equipment to implement the Emergency Road 
Clearance Plan upon weather clearance to resume field operations. 

   

 
  

 

Comprehensive Emergency Management Plan (CEMP) 
May 2014 VI – 43 
 



VI. STORM EMERGENCY RESPONSE PLAN (SERP) Town of Palm Beach, 
Florida 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This Page Is Left Blank Intentionally 
 
  

 

VI – 44 Comprehensive Emergency Management Plan (CEMP) 
May 2014 

 



Town of Palm Beach, 
Florida VI. STORM EMERGENCY RESPONSE PLAN (SERP) 
 

F.  TOWN LANDFALL THROUGH INITIAL LIFE SAVING RESPONSE ACTIONS 
0-24 HOURS POST-LANDFALL 

Time 
Due 

Department 
Assigned Task Assignments Comments or Follow-up 

Needed Initials Time 
Complete 

0-8 hrs. Town Manager 
and EOC Staff 

Maintain secure communications among and between Town emergency 
units/facilities as possible during the storm impact phase. 

   

  Continue to monitor storm conditions and conference calls with PBC EOC and 
determine when field response can be resumed. 

   

  Develop or modify the Town IAP and SitRep information periodically during 
the landfall phase and finalize or update response plans based upon the 
developing situation. 

   

  Evaluate the need for changes and/or new protective orders/actions based 
upon the developing situation. 

   

  Review Town emergency plans and implement as necessary.    

  Confirm planning for Rapid Impact Assessment, formal Damage Assessment 
operations, Emergency Road Clearance operations and search and rescue 
operations. 

   

  Begin proactively developing a needs assessment for anticipated short-term 
recovery related activities such as: debris removal, infrastructure repairs, full 
documentation of associated costs, building permitting issues, re-entry 
issues, etc. 

   

  Confirm a system to account for the status of all Town employees through 
call-in and through active efforts to reach out and make contact with the 
employees to determine their status and needs. 

   

  Assess the need for mass care response asset requests based upon level of 
destruction and the number of residents that remained on the island despite 
evacuation orders. 

   

Begin Town Manager Conditions permitting, order the resumption of emergency response    
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F.  TOWN LANDFALL THROUGH INITIAL LIFE SAVING RESPONSE ACTIONS 
0-24 HOURS POST-LANDFALL 

Time 
Due 

Department 
Assigned Task Assignments Comments or Follow-up 

Needed Initials Time 
Complete 

Field 
Ops. 

and EOC Staff activities and the implantation of the Town Rapid Impact Assessment Plan 
and Emergency Road Clearance Plan. 

  Confirm that incident and resource tracking is being maintained up to date 
and that significant incidents are posted and update on the EOC wall or 
projection screen. 

   

  Confirm operational status and structural damage of all Town critical 
facilities and ascertain if there have been any Town employees injured during 
storm impact phase. 

   

  Evaluate Town infrastructure status (i.e., communications, buildings, 
roadways, underground and above ground utilities, emergency response 
vehicles, Public Works facilities, etc.) and rapidly develop initial needs 
assessment. 

   

  Develop a revised Town SitRep, Impact Assessment and Incident Action Plan 
and report the information to PBC EOC by the designated time. 

   

  Monitor local news and weather sources for aerial imaging and live updates 
from the Palm Beach County area to assess the area-wide impact and how 
outside assistance and local vendors will or will not be available in the short 
term for Town needs. 

   

  Monitor and track all mutual aid requests made on behalf of the Town as 
well as requests made of the Town to provide mutual aid. 

   

  Monitor and participate in PBC EOC conference calls to gain additional 
information and to coordinate response and recovery operations. 

   

  Determine status of the Town access routes and bridges and determine 
potential washouts status at known land weak spots: Sloan’s Curve, etc. 
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F.  TOWN LANDFALL THROUGH INITIAL LIFE SAVING RESPONSE ACTIONS 
0-24 HOURS POST-LANDFALL 

Time 
Due 

Department 
Assigned Task Assignments Comments or Follow-up 

Needed Initials Time 
Complete 

  Confirm that tracking of all Town personnel and purchasing costs is being 
maintained. 

   

  Confirm the need and/or commencement of outside contractor assistance 
for debris clearance and removal. 

   

  Confirm the operational status of Town Employee telephone lines and that 
staffing and messaging is consistent for ascertaining employee status. 

   

  Determine available emergency transportation routes and alternative 
options for medical and trauma emergencies (i.e., roads, bridges, helicopter 
landing zones, boat access, etc.). 

   

  Monitor EOC and field force staffing and scheduling issues and adjust or 
supplement accordingly. 

   

  Confirm establishment of direct communications with City of West Palm 
Beach Water Utilities operations to verify status of the water and sewer 
systems for the Town, to determine if boil water orders will be implemented 
and to determine their ability to respond for utilities emergencies in the 
Town and to determine restoration estimates. 

   

  Establish direct communications with power and gas companies to 
coordinate emergency repairs and shutoffs and to work closely to determine 
restoration estimates for those utilities. 

   

  Determine status and needs for potential staging area locations throughout 
the Town for disaster related operations (i.e., debris transfer staging, food 
and water distribution, equipment and personnel staging, recovery centers, 
volunteer sites, emergency mass care, etc.). 

   

  Confirm Town security and re-entry operations are on-going and robust and 
assess the need for outside assistance and work with the Executive Group to 
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F.  TOWN LANDFALL THROUGH INITIAL LIFE SAVING RESPONSE ACTIONS 
0-24 HOURS POST-LANDFALL 

Time 
Due 

Department 
Assigned Task Assignments Comments or Follow-up 

Needed Initials Time 
Complete 

establish timing and procedures for resident and business owner re-entry 
based on hazards, security, transportation and utilities. 

  Confirm that Town emergency public messaging is being updated and 
communicated effectively and consider implementing Town Information 
Posting sites for written communications if all electronic means (i.e., 
telephone, internet, electrical, cellular) are not operational. 

   

  Assess the need to implement, modify or update public emergency actions 
directives (i.e., curfew, price gouging, etc.). 

   

  Assess status of local area shelters on the mainland and the potential need 
for long-term sheltering operations for Town residents. 

   

  Assess the need for temporary housing and feeding for incoming emergency 
workforce and identify potential locations. 

   

  Assess potential health issues that may directly affect the Town as a result of 
the storm impact and work closely with county and state  agencies to 
address the risks and responses. 

   

  Convene Daily Status Meetings with all departments, utilities representatives 
and other appropriate representatives to assess status and progress of 
response and recovery operations. 

   

  Confirm assessment of Town and private dock facilities to determine status 
of damaged or sunken boats, damaged facilities, hazardous materials leaks 
boats, navigation hazards, etc. 

   

  Assess EOC and emergency responder relief needs.    

0-8 hrs. All Off Duty 
Town 

All off duty employees are required to call the appropriate telephone 
number below within eight (8) hours after the hurricane conditions subside 
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F.  TOWN LANDFALL THROUGH INITIAL LIFE SAVING RESPONSE ACTIONS 
0-24 HOURS POST-LANDFALL 

Time 
Due 

Department 
Assigned Task Assignments Comments or Follow-up 

Needed Initials Time 
Complete 

Employees to report their status and to receive their work assignments: 
 
1. Fire-Rescue Employees ------------ (561) 838-5454 
2. Police Employees ------------ (561) 838-5454 
3. Public Works employees ---- (561) 838-5440    

[Note: All employees should report to work if able to do so.] 
4. All other employees --------- (561) 273-4160 

  All employees returning to the Town to work assignments must ensure that 
they have appropriate identification to enter through Town checkpoints if 
implemented post-storm. 

   

  All employees should exercise extreme caution and avoid flooded areas and 
other significant hazard areas such as downed power lines and other debris. 

   

  All employees should dress appropriately for work conditions and activities 
anticipated due to the storm circumstances. 

   

0-24 
hrs. 

All 
Departments 

Assess damages to Town facilities using damage assessment forms and 
photography and report status and any issues to the EOC/Risk Management. 

   

  Initiate mitigation actions to protect Town property from continuing or 
future threats (i.e., cover/move equipment from water damage, cover 
roof/door/window openings to prevent water damage, close utilities valves 
and turn off power at the electrical panel as needed, etc.). 

   

  Assess and observe employees for injuries, fatigue, stress and other health 
issues during emergency operations and ensure proper rest, food and water 
intakes are maintained. 

   

  Assess and report needs for additional staffing, equipment and supplies to 
accomplish department/Town response and recovery assignments. 
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F.  TOWN LANDFALL THROUGH INITIAL LIFE SAVING RESPONSE ACTIONS 
0-24 HOURS POST-LANDFALL 

Time 
Due 

Department 
Assigned Task Assignments Comments or Follow-up 

Needed Initials Time 
Complete 

  Support and assist in Town disaster response and recovery operations as 
directed and appropriate. 

   

  Implement Department-specific Storm Response/Recovery Plans for your 
department. 

   

  Ensure that all departments are fully documenting/tracking all employee 
work hours and emergency purchasing requests using appropriate 
FEMA/Town forms and provide the forms to the assigned Town FEMA 
Coordinating person (Finance Department). 

   

  Maintain communications with the Town EOC but limit radio transmissions 
to emergency traffic wherever possible to prevent system overload. 

   

  Submit daily logs to Finance Department (FEMA Coordinator).    

0-24 
hrs. 

Information 
Systems 

Assess the EOC/Police/Fire-Rescue communications and computer systems 
operational status and assist with repairs as necessary. 

   

  Assess other departments computer systems and related systems for 
damage, destruction and repair/replacements needs and estimates. 

   

  Organize and coordinate with Risk Management to photographic 
documentation of all damages sustained to Town facilities and equipment. 

   

  Provide status updates and needs assessments to Town EOC for computer 
related systems restoration. 

   

0-24 
hrs. Risk Manager Coordinate damage assessment for all Town facilities and public spaces with 

either Police or Public Works units. 
   

  Coordinate and implement photographic documentation of all damaged 
Town facilities and equipment. 

   

  Coordinate with Finance Department for collection of all damage assessment    
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F.  TOWN LANDFALL THROUGH INITIAL LIFE SAVING RESPONSE ACTIONS 
0-24 HOURS POST-LANDFALL 

Time 
Due 

Department 
Assigned Task Assignments Comments or Follow-up 

Needed Initials Time 
Complete 

documentation. 

0-24 
hrs. 

Human 
Resources 

Provide information and assistance to Town supervisors regarding personnel 
policies and procedures during disaster emergencies. 

   

  Attempt to contact off duty employees who have not checked in within the 
first  twenty-four hours and determine their status/situation and their ability 
to report for work. 

   

  Coordinate relief assistance for Town employees and their families, if 
necessary. 

   

0-24 
hrs. 

Finance / 
Purchasing 

Coordinate and maintain full documentation and tracking of all storm related 
costs and expenses and the proper data entry into FEMA reporting forms for 
potential reimbursement purposes. 

   

  Expedite emergency purchasing and contracting services in support of Town 
response and recovery efforts. 

   

  Confirm the ordering of fuel replenishment for Town fuel storage and for 
emergency generators, based upon assessment of pump status and fuel 
levels. 

   

  Confirm and continually assess food and water purchasing and delivery 
needs for Town emergency personnel. 

   

  Work with county, state and FEMA officials to coordinate complete damage 
assessment, documentation, resource tracking and on-going efforts to obtain 
all eligible public assistance reimbursement. 

   

 Fire-Rescue Initiate emergency response, search and rescue and Rapid Impact 
Assessment operations as soon as storm conditions abate. 

   

  Use standard search and rescue marking techniques to document findings of    
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F.  TOWN LANDFALL THROUGH INITIAL LIFE SAVING RESPONSE ACTIONS 
0-24 HOURS POST-LANDFALL 

Time 
Due 

Department 
Assigned Task Assignments Comments or Follow-up 

Needed Initials Time 
Complete 

severe damage/collapse situations. 

  Assess and document any damage to Fire-Rescue Stations, equipment and 
vehicles and report results to the EOC. 

   

  Assess the need for mutual aid assistance and report to EOC as needed.    

  Ensure positive communications are established and maintained between 
field units and dispatch/EOC. 

   

  Determine and report on accessibility and hazard locations to dispatch/EOC.    

  Continually assess status of personnel and assure proper rest, food and 
hydration is maintained and that all injuries are reported and treated. 

   

  Fully document and track all personnel time.    

 Planning, 
Zoning & 
Building 

Coordinate and initiate damage assessment inspection of private property, 
develop preliminary damage estimates, fully document findings using FEMA 
“Initial Damage Assessment, Housing “forms and report findings to the EOC. 

   

  Establish field permit sites at St. Edwards Church Hall and at Fire-Rescue 
Station #3 (South) as necessary. 

   

  Make available building plans and records as needed.    

 Police Determine and report on accessibility and hazard locations to dispatch/EOC.    

  Establish security checkpoints at main portals of entry as directed.    

  Provide traffic control as needed and be watchful of looting.    

  Recall off duty personnel as needed and directed.    

  Ensure positive communications are established and maintained between 
field units and dispatch/EOC. 
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F.  TOWN LANDFALL THROUGH INITIAL LIFE SAVING RESPONSE ACTIONS 
0-24 HOURS POST-LANDFALL 

Time 
Due 

Department 
Assigned Task Assignments Comments or Follow-up 

Needed Initials Time 
Complete 

  Assess the need for mutual aid assistance and report to EOC as needed.    

  Determine and report on accessibility and hazard locations to dispatch/EOC.    

  Implement Disaster Area Permit Policy as directed.    

  Continually assess status of personnel and assure proper rest, food and 
hydration is maintained and that all injuries are reported and treated. 

   

  Identify high risk security issues (i.e., severely damaged banks, museums, 
jewelry stores, etc.) and report those situations to dispatch/EOC. 

   

  Fully document and track all personnel time.    

  Assess the need for a curfew and report recommendation to the EOC.    

0-24 
hrs. 

Public Works 
and 

Engineering 

Initiate Emergency Road Clearing and Debris Removal Plans to establish 
primary access throughout the Town. 

   

  Identify and mark hazards with barricades, tape, flashers and signage as 
appropriate/available and report/document those locations to the EOC. 

   

  Assist Risk Manager with damage assessment, documentation and reporting 
for all Town facilities and public spaces. 

   

  Recall off duty personnel as directed.    

  Restore garbage service, sewage service and traffic signals as possible.    

  Assign Town personnel to work directly with debris removal contractors to 
properly document and track all debris removal loading and trucking to 
ensure no fraudulent activities take place. 

   

  Initiate and prioritize initial repair and restoration of critical Town facilities 
and then non-critical facilities. 
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F.  TOWN LANDFALL THROUGH INITIAL LIFE SAVING RESPONSE ACTIONS 
0-24 HOURS POST-LANDFALL 
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Department 
Assigned Task Assignments Comments or Follow-up 

Needed Initials Time 
Complete 

  Coordinate public utility repair and restoration throughout the Town.    

  Inspect public structure and property damage, document preliminary 
valuation estimates using FEMA “Public Property Damage Assessment” forms 
and report findings to the EOC. 
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G.  TOWN POST-STORM RESPONSE and INITIAL SHORT/LONG TERM RECOVERY 
24+ HOURS POST-LANDFALL 

Time 
Due 

Department 
Assigned Task Assignments Comments or Follow-

up Needed Initials Time/Date 
Complete 

 Town Manager Confirm Rapid Impact Assessment Team (RIAT) staffing, activation and 
systematic reporting of situations found on the ground to the Town EOC. 

   

  Coordinate the Town ongoing response efforts through the Town EOC and in 
cooperation with PBC EOC, mutual aid partners, contractors, non-
government organizations, volunteers, etc. 

   

  Confirm secure communications with all response agencies and coordinate 
emergency instructional public messaging through the PIO with 
coordination through PBC EOC and the news media, the Town website, print 
material and other forms of communications as circumstances dictate. 

   

  Confirm that rumor control phones are staffed and operational, that Town 
website is routinely updated, and that other forms of communications with 
the public are managed effectively. 

   

  Develop short and long-term Recovery Incident Action Plans for the Town 
and activate the Town Recovery Team to coordinate and manage recovery 
efforts. 

   

  Confirm and coordinate debris removal contractors field efforts and ensure 
that official representatives of the Town are always monitoring and tracking 
all debris removal operations and are maintained throughout the entire 
process to ensure validity and required documentation is maintained and to 
mitigate potential fraud. 

   

  Coordinate and plan a systematic effort to complete comprehensive 
damage assessment, documentation and reporting employing Town, local, 
state and federal officials to accomplish the task and report all findings to 
the Town Risk Manager. 

   

  Confirm that Town Finance Department is collecting and properly    

 

Comprehensive Emergency Management Plan (CEMP) 
May 2014 VI – 55 
 



VI. STORM EMERGENCY RESPONSE PLAN (SERP) Town of Palm Beach, 
Florida 
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Time 
Due 

Department 
Assigned Task Assignments Comments or Follow-

up Needed Initials Time/Date 
Complete 

documenting all Town expenses/costs incurred in the response an recovery 
efforts and that all appropriate FEMA forms and procedures are complied 
with at all times. 

  Confirm scheduling of regular briefing meetings with the Executive Group 
and with Town elected official to report on on-going recovery efforts and 
needs throughout the recovery process. 

   

  Confirm Town participation in disaster and mitigation recovery funding 
applications processes to maximize available Town reimbursement. 

   

  Confirm that emergency response personnel staffing levels and rotations are 
closely monitored for safety and health concerns and to request additional 
staffing resources as needed. 

   

  Confirm that the Town is fully integrating safety into all  response and 
recovery operations and include psychological evaluation processes as 
appropriate. 

   

  Confirm and coordinate planning for detailed and formal damage 
assessment process and procedures in cooperation with federal, state and 
local disaster officials. 

   

  Confirm on-going needs for Disaster Recovery Center(s), distribution sites, 
comfort stations, debris collection and transfer sites, staging areas, means 
and methods of debris removal, waterway debris and hazardous materials 
cleanups, mass care sites, body removal processes, health issues short and 
long-term, etc. 

   

  Confirm that Town security plans are established and maintained for 
authorized Town access and for damage property security. 

   

  Develop and coordinate Town re-entry plans with surrounding jurisdictions    
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G.  TOWN POST-STORM RESPONSE and INITIAL SHORT/LONG TERM RECOVERY 
24+ HOURS POST-LANDFALL 

Time 
Due 

Department 
Assigned Task Assignments Comments or Follow-

up Needed Initials Time/Date 
Complete 

and with PBC EOC, and ensure that identification requirements, processing 
procedures, timing issues and points of entry are well publicized and 
enforced for as long as deemed necessary. 

  Identify appropriate locations and proper staffing levels for staging areas, 
disaster relief services offices, distribution sites, etc. based upon level of 
damage/destruction and accessibility to the site locations. 

   

  Consider developing a Town employee assistance program to help 
employees deal with home and family recovery issues and ensure that crisis 
counseling services are available to employees and families. 

   

  Confirm the need for Town COOP plan activation based upon Town 
structural damage/destruction encountered and determine when and what 
Town offices and services will re-open. 

   

  Assess the need to re-evaluate Town land use plans, zoning issues, disaster-
related building permitting processes, historical preservation issues, etc. as 
determined by the extent of damage. 

   

  Assess EOC staffing and relief, hours of operation and eventually de-
activation planning and transition to recovery operations. 

   

  Assess the need to develop an Economic Re-development Task Force to 
strategize how to re-establish a strong economic base for the Town based 
upon level and extent of the damage. 

   

  Maintain and update Town SitReps and IAPs and reporting activities as long 
as deemed appropriate. 

   

  Assess the need and timing for on-duty Town personnel to be released to 
assess family and residence status and needs. 
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up Needed Initials Time/Date 
Complete 

  Assess the need to: deactivate the Town EOC; to rescind emergency 
protective actions/orders; to transition to a pure recovery phase; etc. 

   

  Assess any unmet Town needs on a continuous basis.    

 All Town 
Departments 

Continue to assist in all response and recovery efforts as directed and 
applicable to your department. 

   

  Continue to fully document all time and costs afforded to response and 
recovery efforts. 

   

  Continue to assess employee needs and status in the short and long-term 
recovery process. 
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III. Attachments 
Attachment 

A.  EXECUTIVE POLICY GROUP MEETING AGENDAS 
 

HURRICANE EXECUTIVE POLICY GROUP MEETING AGENDA 
PREPAREDNESS 

Date: 
 

Level Status of Storm Emergency 
 Preparedness  Landfall 
 Watch  Recovery 
 Warning  

 
Item/Issue Responsibility Notes 

1. Opening Comments Town Manager  

2. Meteorological Forecast  EM  

3. Review, status of Town CEMP 
• All Departments have reviewed? EM  

4. Status of Departments Hurricane Plans 
• All Departments plans updated? 
• All Departments staff trained on plans? 

EM 
 

5. Status of Departments Preparedness tasks 
(reference Departments Hurricane Task Sheets)  
• Reports by Departments 

EM 
 

All Departments 

 

6. Status of Palm Beach County preparedness EM  

7. Status of Continuity of Government Plans (COOP) 
• Emergency Chain of Authority 
• Town Managerial Succession 
• Line of Succession Department Heads 

Town Manager 

 

8. Financial Issues Finance  

9. Procurement Issues Purchasing  

10. Finance Record Keeping Rules Finance  

11. Town Employee Preparedness Issues Human Resources  

12. Town Facility Preparedness Equipment Issues All Departments  

13. Town Equipment Readiness All Departments  

14. Town EOC Readiness EM  

15. Public Preparedness Outreach PIO  

16. Other   
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HURRICANE EXECUTIVE POLICY GROUP MEETING AGENDA 
WATCH  

Date: 
 

Level Status of Storm Emergency 
 Preparedness  Landfall 
 Watch  Recovery 
 Warning  

 
Item/Issue Responsibility Notes 

1. Opening Comments Town Manager  

2. Meteorological Situation 
• All town Employees to Monitor Weather 

Reports 
EM 

 

3. Review CEMP Emergency Roles EM  

4. Departments Hurricane Plans Activated 
• All Departments Conduct General Staff 

Readiness Meetings 
EM 

 

5. Departments Complete “Watch” Tasks 
(Reference Departments Hurricane Task Sheets) 
• Reports By Departments 

EM 
 

All Departments 

 

6. Unmet Town Facility Issues  All Departments  

7. Town Equipment Issues All Departments  

8. PBC County Known and Expected Actions EM  

9. School Board Known and Expected Actions EM  

10. Governor’s Executive Order EM  

11. Review Legal Issues 
• Declaration of State of Local Emergency 
• Evacuation Order 
• Curfew Order 
• Prohibition On Price-Gouging 
• Unfair/Deceptive Trade Acts/Practices 

Town Manager 

 

12. Review Continuity of Government 
• Emergency Chain of Authority 
• Town Managerial Succession 
• Line of Succession Department Heads 

Town Manager 

 

13. Financial Issues Finance  

14. Procurement Issues Purchasing  

15. Review Finance Record Keeping Rules Finance  
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Item/Issue Responsibility Notes 

16. Town Employee Issues 
• All Leave Canceled? 
• Allow Employees to Prepare Home/Family

  

Human 
Resources 

Town Manager 
All Departments 

 

17. Activation of EOC 
• Activation Level; EOC Staffing 

Town Manager/ 
EM 
EM 

 

18. Watch Alerts to Citizens 
• Watch Alerts to Special Needs Citizens 

Town Manager/ 
EM/PIO 

 

19. Media/PIO Issues/Decisions 
• Issue Public Information Watch Statements 

Town Manager/ 
PIO 

 

20. Review of Generic Hurricane Procedures Time 
Line: Actions and Items to Consider 

• Any Unmet Needs? 

EM 
All Departments 

 

20. Other   
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HURRICANE EXECUTIVE POLICY GROUP MEETING AGENDA 
WARNING  

Date: 
 

Level Status of Storm Emergency 
 Preparedness  Landfall 
 Watch  Recovery 
 Warning  

 
Item/Issue Responsibility Notes 

1. Opening Comments Town Manager  

2. Meteorological Situation 
• All Town Employees to Monitor Weather 

Reports 
EM 

 

3. Review CEMP Emergency Roles EM  

4. Departments Hurricane Plans Activated EM  

5. Departments Complete “Warning” Tasks 
(Reference Departments Hurricane Task Sheets) 
• Reports By Departments  

EM 
 

All Departments 

 

6. Unmet Town Facility Issues All Departments  

7. Town Equipment Issues All Departments  

8. Palm Beach County Known and Expected Actions EM  

9. School Board Known and Expected Actions EM  

10. Governor’s Executive Order EM  

11. Review Legal Issues 
• Declaration of State of Local Emergency 
• Evacuation Order 
• Curfew Order 
• Prohibition On Price-Gouging 
• Unfair/Deceptive Trade Acts/Practices 

Town Manager 

 

12. Review Continuity of Government 
• Emergency Chain of Authority 
• Town Managerial Succession 
• Line of Succession, Department Heads 

Town Manager 

 

13. Financial Issues Finance  

14. Procurement Issues Purchasing  

15. Review Finance Record Keeping Rules Finance  

16. Town Employee Issues 
• Dismiss Employees? 

Human 
Resources 
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Item/Issue Responsibility Notes 

Town Manager 

17. EOC Activated 
 
 

• Activation Level; EOC Staffing 
• EOC Linked to, Monitoring Departments 

Field Activities 
• Warning Alerts to Citizens 
• Warning Alerts to Special Needs Citizens 

Town Manager/ 
EM 

 
 

EM 
All Departments 

 
Town Manager/ 

EM/PIO 

 

18. Media/PIO Issues/Decisions 
• Issue Public Information Warning 

Statements 

Town Manager/ 
PIO 

 

19. Review of Generic Hurricane Procedures Time 
Line: Actions and Items to Consider 
• Any Unmet Needs? 

EM 
 

All Departments 

 

20. Other   
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HURRICANE EXECUTIVE POLICY GROUP MEETING AGENDA 
LANDFALL  

Date: 
 

Level Status of Storm Emergency 
 Preparedness  Landfall 
 Watch  Recovery 
 Warning  

 
Item/Issue Responsibility Notes 

1. Opening Comments Town Manager  

2. Initial Damage Reports EM  

3. CEMP 
• Review Schedule of Emergency Functions, 

Which Ones Needed? 
• Emergency Response Objectives 

EM 
Town Manager/ 
All Departments 
Town Manager/ 

EM 

 

4. Status of Departments Tasks (Reference 
Departments Hurricane Task Sheets) 
• Status of Departments Response Activities 

EM 
 

5. Palm Beach County Known and Expected Actions EM  

6. School Board Known and Expected Actions EM  

7. State and Federal Known and Expected Actions EM  

8. Governor’s Executive Order EM  

9. Legal Issues 
• Declaration of State of Local Emergency 
• Evacuation Order 
• Curfew Order 
• Prohibition On Price-Gouging 
• Unfair/Deceptive Trade Acts/Practices 

Town Manager 

 

10. Continuity of Government 
• Emergency Chain of Authority 
• Town Managerial Succession 
• Line of Succession, Department Heads 

Town Manager 

 

11. Financial Issues Finance  

12. Procurement Issues Purchasing  

13. Review Finance Record Keeping Rules Finance  

14. Town Employee Issues 
• Employees Home Or Secure 
• Recall of Essential Employees, When? 

Human 
Resources 

All Departments 
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Item/Issue Responsibility Notes 

Town Manager 

15. Town Equipment Issues All Departments  

16. EOC Activated 
• EOC Staffing 
• EOC Linked to, Monitoring Departments 

Field Activities 

Town 
Manager/EM 

EM 
All Departments 

 

17. Media/PIO Issues/Decisions 
• Issue Emergency Information, Instruction 

Statements 

Town Manager/ 
PIO 

 

18. Review of Generic Hurricane Procedures Time 
Line: Actions and Items to Consider 
• Any Unmet Needs? 

EM 
All Departments 

 

19. Other   
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HURRICANE EXECUTIVE POLICY GROUP MEETING AGENDA 
RECOVERY  

Date: 
 

Level Status of Storm Emergency 
 Preparedness  Landfall 
 Watch  Recovery 
 Warning  

 

Item/Issue Responsibility Notes 

1. Opening Comments Town Manager  

2. Damage and Disaster Impact Reports EM  

3. Status of Departments Tasks (Reference 
Departments Hurricane Task Sheets) 
• Status of Departments Recovery Activities 

EM 
 

4. Palm Beach County Known and Expected Actions EM  

5. School Board Known and Expected Actions EM  

6. State and Federal Known and Expected Actions 
• Federal/State Damage Assessment Schedule EM  

7. Governor’s Executive Order Status  EM  

8. Legal Issues 
• Curfew Order 
• Prohibition On Price-Gouging 
• Unfair/Deceptive Trade Acts/Practices 

Town Manager 

 

9. Financial Issues Finance  

10. Procurement Issues Purchasing  

11. Review Finance Record Keeping Rules Finance  

12. Town Employee Issues 
• Recall of Essential Employees, When? 
• Other Employees Report to Work, When? 

Human 
Resources 

Town Manager 

 

13. Town Facility Status All Departments  

14. Equipment Issues All Departments  

15. Town EOC De-Activated, When? Town Manager/ 
EM 

 

16. Establishment of Town Recovery Action Team 
• Review Schedule of Recovery Functions, 

Which Ones Needed? 
• Recovery Objectives 
• Membership, Meeting Schedule 

Town Manager 
Town Manager/ 
All Departments 
Town Manager/ 

EM 
Town Manager 
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Item/Issue Responsibility Notes 

17. Media/PIO Issues/Decisions 
• Issue Recovery Information, Instruction 

Statements 

Town Manager/ 
PIO 

 

18. Review of Generic Hurricane Procedures Time 
Line: Actions and Items to Consider 
• Any Unmet Needs? 

EM 
All Departments 

 

19. Other   
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Attachment 
B.  RECOVERY SUPPORT FUNCTION ACTION PLAN. 

 
RECOVERY PLANNING GENERAL CONCEPTS OF OPERATIONS 

 
Recovery activities are operational in nature and will often begin while response operation activities 

are still underway. For most events, these activities will begin in the Town Emergency Operations 

Center (EOC) as staff work to assemble data on the extent of damages. Recovery activities generally 

will involve both short-term and long-term recovery actions that may stretch into ten or more years to 

fully recover from major disaster events and will likely involve every Town Department to actively 

participate in these activities. 

 

Major disaster events while destructive in nature and not looked upon with favor, may provide the 

Town with an opportunity to review, update, and/or modify the Town’s Comprehensive Land Use Plan, 

Zoning and Building Codes and mitigation concepts and programs that would normally have not 

occurred. Therefore it is imperative that the Town look closely at long-term planning activities if this 

type of event occurs. 

 

More information on Recovery Planning activities and control is found in the Town Comprehensive 

Emergency Management Plan, under Section III, “O” Recovery Framework and under Annex IV 

Recovery. 
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C.  ASSIGNMENT OF RESPONSIBILITY. 
 
1. A Facility Emergency Coordinator (FEC) and Alternate shall be designated for each departmental building/ 

area.  
 

Building/Area(s) FEC/Alternate Name Phone Number/Cell Email 

    

    

    

    

    

    

    
 
2. The emergency plan instructions and responsibilities will be reviewed with staff each June.  
 
3. A copy of the plan is provided in the following location(s): 
 

• May be a web location, physical location or both. 
 
4. If a Hurricane Watch is in effect on a Friday, FEC or his/her designate may activate portions or the entire 

plan in consideration of the weekend. 
 
5. The form found in Section D, Tab 3 is posted in conspicuous locations to alert building occupants of the 

identity of the FEC’s and the location of the plan. 
 
PROTECTION OF PROPERTY AND EQUIPMENT: HURRICANE/HIGH WIND WATCH. 
 
1. Vehicles: Vehicles should be fully fueled following announcement of a Hurricane Watch/high wind watch 

for the Palm Beach area or when ordered by the Department Director, whichever is sooner. Each primary 
user or user group is responsible for accomplishing this task.  

 
2. Area Surrounding Buildings: A general survey should be conducted around each building and rooftop where 

accessible following announcement of a Hurricane Watch for Palm Beach. Loose items should be brought 
inside or secured to prevent loss or damage by wind. 

 
3. Computer and Data Systems: A full backup of the computer system should be conducted in the event a 

Hurricane Watch is issued. Backed up information should be stored in two separate locations.  
 
4. General Office Areas: The guidance found in Tab 2 should be made available/distributed to affected parties 

as appropriate.  
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PROTECTION OF PROPERTY AND EQUIPMENT: HURRICANE WARNING. 
 
1. Vehicles: In the event a Hurricane Warning is issued all vehicles covered by this plan shall be parked in a 

secure location. The interior sections of parking garages or in lots away from trees are appropriate. Each 
primary user or user group is responsible for accomplishing this task. See Tab 1.  

 
2. General Office Preparation: When a Hurricane Warning is issued individual offices and work areas should 

be checked and “storm readied” by the assigned employee in accordance with the guidance in Tab 2. Close 
and lock all windows. Turn off and unplug all electrical equipment. Computers and other electrical 
equipment should be moved away from windows and off of the floor. Disconnect computers from data 
lines. After completion if there are known absences in a group, other group members should storm ready 
the work area for those absent. Following completion of this duty those not assigned other tasks should 
leave Town property in a manner as directed by official directive from the Town Manager or his designee. 

 

 
 

 
3. Critical/Essential Operations: If staff must remain on-site to maintain critical/essential operations additional 

planning beyond the scope of this template is required for that portion of the activity. 
 
POST HURRICANE. 
 
1. As soon as it is safe to do so, Facility Emergency Coordinators or building assessment staff should return.  
 
2. A damage survey using the forms located in Tab 5 should be conducted. Depending on guidance from the 

Town Manager or his designee at the time of the assessment, report the conditions of their buildings to the 
Emergency Operations Center, or the appropriate Department coordinator if there are several facilities 
within a particular department. It is important to document damage and include photographs to ensure 
ability to recover FEMA reimbursement. A notation of the location (such as a hand-written sign on a pad of 
paper) should be included in the photo to document location (building and room number). 

Note 
In general, staff will be expected to leave Town property once operations cease as a result of a 
Town Manager directive. It is understood that specific operations must be maintained 
throughout the event. Plans should be developed to address the needs of these operations and 
support staff. Contact should be established with the Town Emergency Operations Center and 
information provided that includes the names of personnel, their function, phone number and 
their location.  
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Tab 1 
VEHICLE ASSIGNMENTS 

 

Vehicles Parked At:  __________________________________ 
 

Vehicle # Responsible Person Completed Key Location 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

  

 

Comprehensive Emergency Management Plan (CEMP) 
May 2014 VI – 73 
 



VI. STORM EMERGENCY RESPONSE PLAN (SERP) Town of Palm Beach, 
Florida 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This Page Is Left Blank Intentionally 
 

 

VI – 74 Comprehensive Emergency Management Plan (CEMP) 
May 2014 

 



Town of Palm Beach, 
Florida VI. STORM EMERGENCY RESPONSE PLAN (SERP) 
 

Tab 2 
TOWN BUILDINGS AND OFFICE AREA PREPARATION 

 
A. GENERAL PREPARATIONS FOR HURRICANES. 
 
1. Hurricanes are dangerous storms and can threaten the safety and operation of administrative and support 

areas and therefore the overall functioning of the Town. Plans should be developed well in advance of a 
hurricane to insure the protection of valuable equipment, records and data. Once a Hurricane Watch is 
issued, these plans should be implemented in your areas in preparation for the hurricane. Here are some 
tips to help prepare for hurricanes: 

 
a. When a Hurricane Watch is issued, make necessary preparations to secure equipment and materials. 

When a Hurricane Warning is issued, suspend normal operations in the individual work areas. Plan to 
shut operations down within three hours of an initial Hurricane Warning. Don’t count on the availability 
of power or water after onset of event and for several days following. 

b. Plan ahead. Plan what you will need to do at work and at home to prepare for the storm. 
c. Stay calm; listen to local television and radio weather and emergency information. 
d. Back up computer hard drives and software; shut down computers and protect peripherals and move 

them off of the floor whenever possible. 
e. Store software and data disks in a secure and dry place at shoulder level like the top drawer of a filing 

cabinet. 
f. Valuable items in your office should be moved and secured away from windows. 
g. Lock windows and close blinds. 
h. Ensure all vehicles have adequate fuel. Fill up vehicles with 3/4 tank or less. 
i. Park vehicles in a safe location away from trees and in areas not prone to flooding (consider interior of 

parking garages). 
j. Unplug electrical equipment such as computers, printers, clocks, radios, etc. and pick up all electrical 

equipment, cords and appliances off of the floor whenever possible. 
k. Cover large valuables with plastic and tape securely for protection wherever possible. 
l. If remaining in a building, stay inside, away from windows and near the center of the building. 
m. Leave for your home or designated safety area well before the hurricane conditions arrive. 
n. Use battery operated flashlights and lanterns. Don't use any open flames for lighting. 
o. Remove any equipment or supplies stored or mounted in outdoor or rooftop locations once a watch or 

warning is announced (based on ease of removal and set-up). 
p. Check emergency phone numbers. Update emergency notification lists and post on office door or other 

designated area. You may consider temporarily posting an expanded list with all personnel phone, 
pager, and cellular phone numbers if the Town is to be closed. 

q. Let the Emergency Operation Center know if essential persons will need to remain in your building.  
 

DON'T 
a. Don't panic! 
b. Don’t call 911 or other emergency numbers for general or non-emergency information. 
c. Don't go outside during the storm and especially don’t go outside during a hurricane eye. 
d. Don't work with electrical equipment during the storm. 
e. The following checklist can help with assignment of responsibilities for preparation within 

administrative and office areas. Not all checklist items are appropriate for all areas. 
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Remember 
YOU must take responsibility to protect your own buildings or work areas. Plan ahead and 
implement your plan as soon as a Hurricane Watch is issued. The following checklist can help 
with assignment of responsibilities for preparation within work areas. Not all checklist items are 
appropriate for all areas and the list is not all-inclusive. 
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Tab 3 
ASSIGNMENTS FOR SECURING TOWN BUILDING AND/OR OFFICE AREAS 

 
Not all checklist items are appropriate for all areas. Modify as needed. 

ASSIGNMENTS FOR SECURING TOWN BUILDINGS AND/OR OFFICE AREAS 

Area, Equipment, Tasks Location(s) 
STAFF RESPONSIBLE Special Concerns/ 

Completed Primary Alternate 

ACTION:     

Fuel and move Town vehicles to a 
safe location. 

    

Unplug computers, printers and 
all other electrical equipment 
(except freezers and 
refrigerators). 

    

Valuable files and papers should 
be moved, or cabinets covered in 
plastic and taped securely 

    

Turn refrigerators / freezers to 
the lowest practical settings and 
plug into emergency power 
where available. 

    

Move equipment and other 
valuables away from windows, 
off the floor, and to interior areas 
of the building. (Tag moved 
equipment for easy identification 
and retrieval). 

    

In areas subject to flooding: If 
necessary, relocate supplies, 
valuable equipment and other 
valuables off the floor or to a 
higher floor. (Tag moved 
equipment for easy identification 
and retrieval). 

    

Back-up computer files, make 
more than one copy and store in 
several different locations. 

    

Verify emergency phone 
numbers, update emergency 
notification lists and add 
temporary contact information if 
staying at a different location. 
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ASSIGNMENTS FOR SECURING TOWN BUILDINGS AND/OR OFFICE AREAS 

Area, Equipment, Tasks Location(s) 
STAFF RESPONSIBLE Special Concerns/ 

Completed Primary Alternate 

Cover and secure or seal 
vulnerable equipment with 
plastic and tape securely. 

    

Remove all equipment and 
supplies stored or mounted in 
outdoor locations. 

    

Clear desktops, tables and 
exposed horizontal surfaces of 
materials subject to damage. 

    

Remove personal possessions 
and take home. 

    

Close and lock office doors when 
complete and verify who has keys 
to gain access later. 

    

Ensure that hurricane shutters / 
protection is installed as 
appropriate to the location. 

    

Consider any other department / 
office specific items to secure. 
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Tab 4 
EMERGENCY INFORMATION POSTING 

 
 

NATURAL DISASTER/HURRICANE PLAN INFORMATION 
 
 
 

The Facility Emergency Coordinator (FEC) For This Facility Is:  

 Identify Person 

Office Location:  

Phone:  

Email:  

  

The Alternate Emergency Coordinator (FEC) For This Facility Is:  

 Identify Person 

Office Location  

Phone  

Email  

  

The Building Emergency Plan Is Available For Review In The 
Following Location: 

 

Identify Room and/or Web Address:  

 
 

Please complete and post this form (or an equivalent) in areas where notices are 
generally posted within your area. 
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Tab 5 

DEPARTMENT COMPUTER HURRICANE CHECKLIST AND 
CONTINUITY OF BUSINESS SYSTEMS RECOVERY OVERVIEW 

 
A. ALL STAFF ASSIGNED PORTABLE COMPUTERS ARE TO TAKE THE PORTABLE COMPUTER WITH THEM 

WHEN THEY LEAVE BEFORE THE STORM 
 
B. INDIVIDUAL HURRICANE KIT TO INCLUDE: 
 
1. Several extra large heavy-duty trash bags with ties for covering the equipment. 
2. Labels with adhesive backing. 
3. Duct tape and/or masking tape. 
4. Scissors. 
5. Permanent markers. 
6. Rubber Bands. 
7. Information Cards. 
 
C. INFORMATION CARDS DETAIL. 
 

Before Storm 
To Disassemble Your Workstation 

 
1. Turn off Monitor, Computer and printer (if applicable). 
2. Turn off UPS unit and unplug it from the wall. 
3. Unplug everything from the UPS Unit. 
4. Detach all cords from the back of the CPU (box). 
5. Detach all removable cords from the back of your monitor. (Some monitors may have a cable that remains 

attached to the monitor.) 
6. Detach the power cord from the speakers.  
7. Neatly bundle all cords with the rubber bands provided in your “Hurricane Kit”. 
8. Place the monitor in one bag. Place the CPU in a separate bag. Then place the speakers, keyboard, mouse, 

UPS, and cords in another bag. If you have a desktop printer, place it in a separate bag. 
9. Tightly seal the bag with the ties provided in the “Hurricane Kit”. With a permanent marker write the name 

of the person who uses that piece of equipment on the label and place the label on the outside of the bag. 
10. Place bags in a place safe from water and wind damage. 
11. Any questions call the Information Systems Office at 561-838-5400. 
 

After Storm 
To Re-Assemble Your Workstation 

 
1. Make sure there is no standing water on the bag that will leak on to the equipment when bag is opened. 
2. Carefully open the bags. Remove all equipment from the bag. 
3. IF EQUIPMENT IS WET DO NOT RE-ASSEMBLE! CALL Information Systems. 
4. Plug UPS into the wall and then turn the UPS on.  
5. Place Monitor on desk and plug in the power cord, CPU cord, and USB cord (if applicable). 
6. Place CPU in original location and plug cords back in by color matching the cord with the back of the CPU 
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unit. This could include: speakers, power cord, USB cord, monitor, keyboard, mouse, power cord, network 
cable). 

7. Plug the power cord back into the speakers. 
8. Plug all power cords back into the UPS on the side labeled battery backup plus surge protection. If you plug 

it into the side that is just labeled surge protection, when you lose power your UPS unit will not support the 
computer. Printers are the only exception. They plug into the surge protection side. 

9. Turn the monitor and CPU back on. 
10. If there are any problems with the equipment after reconnection call IS immediately. 
 
D. CONTINUITY OF BUSINESS SYSTEMS RECOVERY OVERVIEW. 
 
1. Information Systems Business Recovery. 
 

a. This Business Recovery Plan (BRP) documents the procedures that shall be followed should a disaster 
occur that renders the Town’s computer information systems impaired or inoperative. The plan is 
intended to assure that information systems will be restored in an orderly fashion with the least 
possible disruption to Town operations. This document is intended as a brief overview of the 
Information System’s Business Recovery Plan. The full plan is located in the Office of Information 
Systems. 

 
b. This plan and its attendant procedures are based upon a team concept approach that involves a 

division of recovery functions among teams of Information Systems personnel and other Town 
departmental staff. 

 
c. The BRP is divided into four chapters to properly organize the plan. These chapters are as follows: 

 
2. Problem Determination and Solution. This chapter details: 

 
a. Potential computer hardware and software malfunctions at all levels. 
 
b. Details potential malfunctions of all peripherals, associated equipment and cabling. 
 
c. Details of procedures to be followed to recover from the listed malfunctions. 

 
3. Relocating Computer Processing To IBM Business Recovery Facility (Hot Site). This chapter documents: 
 

a. Plans and procedures for an information systems disaster requiring relocation of computer processing 
to a fully equipped IBM Business Recovery Facility (aka, “Hot Sites”). 

 
b. Details steps required to successfully transfer computer processing to the “Hot Site” to accomplish 

Town computer operations. 
 
c. Details procedures for staff transportation and required supplies. 
 
d. Details Town Departmental responsibilities for specific critical applications. 
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e. Details the procedures for declaring an information systems disaster. 

  
4. Administrative Issues. 
 

a. This chapter details administrative procedures such as computer and hardware insurance and 
maintenance plans to assure successful recovery of Town computer processing activities.  

 
b. The Business Recovery Plan includes appendices containing forms, general information, and technical 

specifications that may be used by staff for information systems disaster declaration. 
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Tab 6 
DAMAGE ASSESSMENT FORMS 

 

Building Exterior Initial Damage Assessment 
 

 

Office of Risk Management 
Building EXTERIOR Insurance Hurricane Damage Report Form 
Office (561) 838-5496 Fax (561) 838-5497 

BUILDING NAME:  BUILDING 
ADDRESS: 

 

STORM /EVENT:  ASSESSMENT 
DATE: 

 

ASSESSMENT BY:  PHONE #:  

BUILDING 
AREA CAUSE* DAMAGE DESCRIPTION PHOTO 

Y/N IMMEDIATE ACTION 

Roof     

Soffits     

Gutters     

Entry/Doors     

Stairs     

Landscaping     

Walls     

Fences     

Gates     

Power     

Windows     

Shutters     

Other:     

Other Action Required/Comments: 

 

**PLEASE RETURN TO RISK MANAGEMENT OFFICE** 
*Cause Code 

I = Impact F = Flood W = Wind L = Lightning DR = Wind Driven Rain/Leaks 
WD = Water through Storm Related Bldg Damage/Failure 
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Building Interior Initial Damage Assessment 

 

 

Office of Risk Management 
Building INTERIOR Insurance Hurricane Damage Report Form 
Office (561) 838-5496 Fax (561) 838-5497 

BUILDING NAME:  BUILDING 
ADDRESS: 

 

STORM /EVENT:  ASSESSMENT 
DATE: 

 

ASSESSMENT BY:  PHONE #:  

OFFICE OR ROOM IDENTIFIER : 

ROOM ITEM CAUSE* DAMAGE DESCRIPTION PHOTO 
Y/N IMMEDIATE ACTION 

Carpet     

Floor     

Walls     

Doors     

Ceiling Tile     

Ceiling, Other     

Windows     

Built “Ins”     

Furnishings     

Light Fixtures     

HVAC     

Other:     

Other Action Required/Comments: 

 

**PLEASE RETURN TO RISK MANAGEMENT OFFICE** 
*Cause Code 

I = Impact F = Flood W = Wind L = Lightning DR = Wind Driven Rain/Leaks 
WD = Water through Storm Related Bldg Damage/Failure 
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Vehicle And Equipment Initial Damage Assessment 

 

Office of Risk Management 
VEHICLE & EQUIPMENT Insurance Hurricane Damage Report Form 
Office (561) 838-5496 Fax (561) 838-5497 

BUILDING 
NAME: 

 
_________________________________________ 

BUILDING 
ADDRRESS: 

 
_________________________________________ 

STORM / 
EVENT: 

 
_________________________________________ 

ASSESSMENT 
DATE: 

 
_________________________________________ 

ASSESSMENT 
BY: 

 
_________________________________________ 

PHONE #:  
_________________________________________ 

MAKE MODEL VIN # or 
SERIAL # 

YEAR VEHICLE 
ID # 

DAMAGE DESCRIPTION PHOTO  
Y / N 

ACTION TAKEN 

        
        
        
        
        
        
        
        
        
        
OTHER ACTION REQUIRED/COMMENTS: 
 
 
 
 
 
 

** PLEASE RETURN TO RISK MANAGEMENT OFFICE**   
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Town Infrastructure Initial Damage Assessment 

 

Office of Risk Management 
Town Infrastructure Insurance Hurricane Damage Report Form 
Office (561) 838-5496 Fax (561) 838-5497 

STREET NAME:  
_________________________________________ 

STREET ADDRESS 
or 100 BLOCK: 

 
_________________________________________ 

STORM / 
EVENT: 

 
_________________________________________ 

ASSESSMENT 
DATE: 

 
_________________________________________ 

ASSESSMENT 
BY: 

 
_________________________________________ 

PHONE #:  
_________________________________________ 

DAMAGE DESCRIPTION PHOTO 
Y / N 

ACTION TAKEN 

Example: 3 light poles down or 5 street signs missing or minor water main break Y Erected barricades both ends of  street 
   
   
   
   
   
   
   
   
   
   
OTHER ACTION REQUIRED/COMMENTS: 
 
 
 
 
 

** PLEASE RETURN TO RISK MANAGEMENT OFFICE** 
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Attachment 
D.  EMERGENCY ROAD CLEARING PLAN. 

(INITIAL CLEAR-FOR-ACCESS) 
 
PRIMARY GOAL. 
 
The primary goal of this plan is to open one-lane corridors for access to all areas of the Town as quickly as 
possible. Widening of corridors to two-lanes on main roads will be the next priority. Damage assessment and 
debris removal can also be addressed after access to all areas is accomplished. 
 
OVERVIEW. 
 
1. It is nearly impossible to predict what conditions would exist following a severe storm or hurricane impact. 

The Town Road Clearing Plan is intended to be a guideline designed to systematically clear Town streets as 
quickly as feasible. Road clearing is not debris removal, but rather a means of moving obstructive debris to 
the side of the roadway to permit emergency traffic to move through the Town. 

 
2. The Plan Establishes: 
 

a. An initial set of objectives for the Town’s emergency workforce to achieve. 
b. A system for ongoing evaluation and adjustments of Town clearance priorities based on changing 

conditions found. 
c. A system to coordinate and integrate street clearance into the Town’s overall response and recovery 

process. 
 
3. Initial Priorities/Objectives for Town Emergency Road Clearance Operations: 
 

a. Establish emergency lane(s) of travel on the Town’s mainland access bridges as quickly as is safely 
feasible for emergency response crews from both mainland and Town locations simultaneously. 
Consider alternate means for emergency access to the Town if bridges are not an option due to 
structural integrity issues (e.g., use of barges, use of heavy lift helicopters, military pontoon bridging, 
etc.). 

b. Initiate emergency clearance of the Town’s major transportation routes. 
c. Initiate emergency clearance of the Town’s secondary transportation routes. 

 
4. Consideration must be given to the following elements in determining the above priorities: 
 

a. Major life safety incident locations (e.g., building collapse with trapped/injured, major fire/hazardous 
materials incident, etc.) and the level/location of greatest destruction and debris concentration as 
determined on a case-by-case basis for any given storm. 

b. Access to critical Town facilities (e.g., EOC, fire-rescue/police stations, fixed utilities structures, etc.). 
c. Access to critical facilities outside of the Town limits (medical facilities, major staging areas, etc.). 
d. Whether a full and complete evacuation of all Town personnel and equipment occurred prior to a 

severe and major destructive hurricane event being forecast. 
5. Sequencing Concepts for Emergency Road Clearance: 
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a. Initial emergency road clearing concepts involves the use of labor and equipment to move storm 

debris to the side of the public roadways to permit one or more lanes of vehicular traffic to move 
through the Town according to issued priorities. This is NOT debris removal at this stage. 

b. The initial phase of emergency road clearance operations will not involve debris removal.  
c. Road clearance operations will commence as soon as adverse weather conditions permit personnel to 

safely exit shelters.  
d. Following initial clearing operations employees will employ traffic control devices, signs and flagging 

to mark hazards such as down power lines, washouts or other dangerous obstacles that cannot be 
easily moved out of the way. These same employees will also evaluate each intersection cleared to 
determine if normal traffic control devices can be used to re-establish safe traffic controls. 

e. Specialty and utility crews will follow or accompany emergency road clearing crews to safely mitigate 
utilities based safety hazards (e.g., electrical, gas/water/sewer main breaks).  

f. Town Vehicle Maintenance personnel should be properly equipped and available at the start of the 
road clearing operations to service and repair equipment and vehicles to maintain continuous field 
operation. 

g. This plan assumes that the main body of the Public Works Department Storm Duty personnel with 
assigned equipment will survive through the storm at the designated shelters for Public Works 
personnel and will be operational as soon as the post-storm conditions safely permit. 

 
PRIMARY TRANSPORTATION LINK TO MAINLAND. 
 
1. Establish communications links between Town emergency response crews on the island and on the 

mainland to coordinate and to share information on debris conditions, bridge status and crew progress and 
planning. 

 
2. Assuming work crews remain on the island during lower category storms, crews will start from the Town 

EOC and clear roadways north along County Road to determine the quickest route to either the Royal Park 
Bridge or the Flagler Bridge. 

 
3. Town contractors assigned to mobilize at the north end of town will work to clear the Flagler Bridge 

(northern most) to the mainland and then to clear roadways from Royal Poinciana Way to the north end of 
the island. 

 
4. Town contractors assigned to mobilize at the south end of the town will work to clear the Southern 

Boulevard Bridge and clear roadways in the south end of the island. It is critical to quickly determine the 
condition and functionality of both the Lake Worth Bridge and of South Ocean Boulevard between 
Widener’s Curve and Sloan’s Curve to establish emergency access to this section of the island and to the 
mainland. 

 
5. NOTE: In the event of an order to fully evacuate all Town employees from the island for a major category 

hurricane event, the main goal and objectives remains the same, to clear one or more access points to the 
island as quickly as possible and then to clear major transportation routes within the Town. Assembly and 
work efforts would be dependent upon the sheltered locations of the work crews, communications 
between those crews and the conditions encountered on the mainland. Close coordination with airborne 
and mainland assessment assets would also be required to gain the quickest ground access to the island. 
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MAJOR TRANSPORTATION ROUTES. 
 
After establishing a primary transportation link with the mainland the next phase of road clearance may shift to 
opening major north and south traffic routes as follows: 
 
1. North County Road. 
 
2. South County Road. 
 
3. Ocean Boulevard. 
 
4. Alternate north and south routes may need to be identified if the above routes are destroyed or completely 

impassable and therefore flexibility is a key consideration. 
 
5. Assistance to the City of West Palm Beach with opening travel route(s) to Good Samaritan Medical Center 

may be considered and coordinated as appropriate to circumstances and anticipated needs for emergency 
medical transportation. 

 
SECONDARY TRANSPORTATION ROUTES. 
 
Following major access and transportation route clearance, the focus shifts to secondary, or side street 
clearance to access individual neighborhoods. The following elements should be considered at this point in the 
operations: 
 
1. Level of debris and destruction experienced overall and in specific areas of the Town. 
 
2. Commencement of debris removal operations may be necessary to affect access to many areas of the 

Town due to narrowness of some roadways. 
 
3. It is critical to obtain ground and aerial assessments for the Town to effectively establish priorities for 

employing what will likely be limited personnel and equipment at this early stage of road clearance 
operations. 

 
4. Town EOC re-evaluation of the following elements should be undertaken at this point: 
 

a. Workforce staffing levels and scheduling. 
b. Workforce fatigue levels. 
c. Mutual aid and volunteer options. 
d. Equipment numbers and types required to accomplish assigned priorities. 
e. The volume, concentration and type of debris involved. 
f. Debris removal contractor(s) capacity on the ground. 
g. Estimates of time required to achieve Town priorities for road clearance. 
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Attachment 
E.  EMERGENCY CONTACT LISTS AND COMMUNICATIONS INFORMATION. 

 
This section provides a starting point for developing a comprehensive Communications Section. It will 
eventually contain guidelines for all forms of communication used by the Town. 

 

Town Emergency 
Operations Center 
(EOC) Activation 

1. Operations Section Coordinators continuously monitor and maintain radio links 
between the EOC and the field units. 

2. The Office of Information Systems will connect and maintain EOC telephones and 
computer communications systems. 

Operations Section 
Department 
Directors  

1. During the initial stages of the EOC operations, Police, Fire-Rescue and Public 
Works Department Directors shall manage field activities from their offices or in 
the field.  

2. Operations Section Coordinators shall maintain contact with their respective 
Department Directors at all times. 

3. At the appropriate time, the Town Manager will direct the Police Chief, Fire-
Rescue Chief, and Public Works Director to relocate to the Emergency Operations 
Center. 

Mayor and Town 
Council President  

1. The EOC shall maintain communications capability between the Mayor, the Town 
Council President and Town Council members throughout the storm event. 

2. The Mayor and the Town Council President shall be consulted as needed 
throughout the storm event. 

3. Town Council members shall be advised whenever the Storm Response Phase 
changes. 

Employee Field 
Responsibilities  

Except in cases of extreme emergency, employees who identify unanticipated 
circumstances in the field (needs that are not identified in this plan or in the 
employee’s Departmental SOPs) shall obtain approval from their supervisor or 
manager prior to committing resources to addressing such unanticipated 
circumstances. 

Internal 
Communications  

1. To the maximum extent possible, communications shall occur via radio and 
cellular telephone, keeping traditional telephone lines available for incoming calls. 

2. The Communications Center will coordinate radio communications for the Police 
and Fire-Rescue Departments. Police and Fire-Rescue units have the capability to 
conduct radio communications between each other via shared channels. 

3. Public Works “Central” (951 Old Okeechobee Road, West Palm Beach) will 
coordinate radio communications for the Public Works Department and other 
Town Departments using the Public Works radio system, as long as this control 
point is staffed. Central operator(s) may discontinue radio monitoring, if 
necessary. 

4. The exchange of departmental portable radios and/or the use of cellular 
telephones may be required to enhance interdepartmental communications. 

External 
Communications 

1. WebEOC System is a dedicated network which allows the Palm Beach County 
Emergency Operations Center (EOC) to communicate simultaneously with all 
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Resources participating municipalities and other emergency response agencies. 
2. Palm Beach County Inter-City Police/Common Talk Groups are used to 

communicate with other police agencies and with the Palm Beach County EOC. 
3. Fire-Rescue Department Rescue units (only) use the Palm Beach County 

EMS/MEDCOM radio system for communications with local hospitals, ambulances 
and Trauma Hawk helicopters for medical emergencies. Rescue units also have 
cellular phones in the vehicles. 

4. The use of cellular telephones is strongly encouraged by all department field 
supervisory personnel to contact and coordinate outside agency assistance, when 
necessary. If necessary, EOC will call County EOC for additional mobile phones. 

Rumor Control Desk  

1. Will be established during the Hurricane Warning Phase on the 3rd floor of the 
Fire-Rescue Station #1 to address non-emergency telephone calls from the public. 

2. Will be staffed by up to four people and remain active until deemed no longer 
necessary. 

3. Local telephone number is 561-227-7070. 
4. Toll free number is 1-866-372-4150 and will be established with a constantly 

updated pre-recorded message for out-of-town residents in the United States. 
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Tab 1 
KEY PERSONNEL EMERGENCY CONTACT LIST 

 
The following designated positions and the names of those persons currently occupying these 
positions are the primary Town contacts during emergency situations. The Town Manager’s Office 
(838-5410) and Communications Center (838-5454) maintain a list of the names and telephone 
numbers of the people who currently serve in these positions. 

 
Tab 2 

RADIO CALL SIGNS AND CHANNEL ASSIGNMENTS 
 

The following is a list of Key personnel and equipment with radio call signs and CAD identifiers. For 
anticipated radio channel and/or talk group assignments review he ICS205 on the following page: 

 
Anticipated Location Radio Call Sign CAD 

Emergency Operation Center 
Fire Rescue Station No. 1 (3rd Floor) 

  

Emergency Operations Center   

Emergency Management Coordinator EMC EMC1 

Incident Commander Command IC 

Safety Officer Safety Officer SO 

Liaison Officer Liaison L 

Public Information Officer PIO PIO 

Operation Section Chief Ops Chief OPS 

Planning Section Chief Planning Chief PLANS 

Logistics Section Chief Logistics Chief LOGS 

Finance Section Chief Finance Chief FINS 

Incident Dispatcher Incident Dispatch IDT 

Town Hall   

Executive Policy Group   

Town Manager Town Manager TM1 

Deputy Town Manager Deputy Town Manager DTM1 

Director of Public Safety Police Chief/Fire Chief A100 

Public Works Director Public Works Director PWD1 

Finance Director Finance Director FD1 

PB&Z Director PB&Z Director PBZ1 
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Anticipated Location Radio Call Sign CAD 

Recreation Director Recreation Director RD1 

Human Resources Director Human Resources Director HRD1 

Town Attorney Town Attorney TA1 

Fire-Rescue Station No. 1 (Central)   

Fire-Rescue Engine 1 Engine 1 E1 

Fire-Rescue 1 Rescue 1 R1 

Fire-Rescue Truck 1 Truck 1 TK1 

Public Works Team 1 Public Works Team 1 PWT1 

Fire-Rescue Special Operations Vehicle Squad 1 - SQ1  SOP1 

Fire-Rescue Station No. 2 (North)   

Assistant Fire Chief Assistant Fire Chief FC2 

Deputy Chief  FC! 

Division Chief of EMS EMS Coordinator EMS1 

Fire-Rescue Engine 2 Engine 2 E2 

Fire-Rescue Reserve Engine Engine 4 E4 

Fire-Rescue 2 Rescue 2 R2 

Public Works Team 2 Public Works Team 2 PWT2 

Fire-Rescue Station No. 3 (South)   

Fire-Rescue Engine 3 Engine 3 E3 

Fire-Rescue 3 Rescue 3 R3 

Fire-Rescue Truck 3 Truck 3 TK3 

Fire-Rescue Reserve Rescue Rescue 4 R4 

Public Works Team 3 Public Works Team 3 PWT3 

Police Station   

Communications Center Palm Beach  

Police Mobile Units   

Eight Police units will be assigned to patrol each of the following areas as long as conditions permit. 
Once it becomes too dangerous to continue, these units will seek safe shelter. 

Sloan’s Curve to South Town Limits Oscar 1 101, 201 

Southern Blvd. South to Sloan’s Curve Oscar 2 101, 201 

Via Marina South to Southern Blvd. Oscar 3 103, 203 
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Anticipated Location Radio Call Sign CAD 

Royal Poinciana Way South to Via Marina Oscar 4 104, 204 

Country Club Rd. South to Royal Poinciana 
Way 

Oscar 5 105, 205 

Inlet Dock South to Country Club Road Oscar 6 106, 206 

Two units to patrol as assigned Oscar 7 & 8 107, 207 
108, 208 

Lake Worth Bridge  TBD 

Southern Boulevard Bridge (South Bridge)  TBD 

Flagler Bridge (North Bridge)  TBD 

A list of communications resources that may be available for use during a storm event are 
maintained in the Communications Unit. This includes where the resources are located, how 
they are accessed and any limitations or policies governing their use. The resources utilized 
will be determined by the magnitude of the event and the areas affected. A communications 
plan (ICS 205) will be utilized to organize these resources and submitted for inclusion in the 
Incident Action Plan (ICS 201). 

 
 
 
 

Tab 3 
OUTSIDE AGENCY RESOURCE LIST 

 
 Outside agency contact list for local, state and federal agencies and for non-government 

agencies/organizations can be accessed through the Town Police Communications Unit as needed during a 
storm emergency event. During activation events, the Police Department will routinely assign a Police 
Communicator to the Town EOC. 
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Attachment 
F.  REPORTING FORMS AND INFORMATION. 

 
NEXT OF KIN CONTACT INFORMATION 

 
If time and staffing permit, the canvassing personnel shall advise of the evacuation order in person, 
door-to-door, rather than via the public address systems in their vehicles. Each resident that is advised 
of the evacuation order via door-to-door canvassing shall be provided a copy of the evacuation 
information sheet. Any persons refusing to evacuate shall be asked to provide contact information for 
their next of kin. Block and building captains (through the Police Department’s VIPS Program) will 
assist with notification. 

 

 

TOWN OF PALM BEACH  
“NEXT OF KIN” RELEASE FORM 

Person Notified: __________________________________________________ 

Address: ________________________________________________________ 

Number of People at Address: ______________________________________ 

Home Phone: ____________________ Cell: __________________________ 

Next of Kin: _____________________________________________________ 

Address: ________________________________________________________ 

Relationship: ____________________________________________________ 

Home Phone: ___________________ Cell: __________________________ 

Officer Name: ___________________________________________________ 

Notification Date: ________________ Time: _________________________ 

 
I HAVE BEEN WARNED OF THE ENCROACHING/PRESENT DANGER (S) AND HAVE 
CHOSEN NOT TO EVACUATE AS REQUESTED. 
 

 ___________________________________ 
 Signature 
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PHONE LOG / INCIDENT REPORT 
 

 
Department: ___________________________________ Division / Location: ____________________________ 
 
Completed by: _______________________________________________         Page #: ______ of: ______ 
 

DATE: TIME: NATURE OF CALL / INCIDENT ACTION(S) TAKEN 
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STATE OF EMERGENCY DECLARATION 
 
The Chief of Police is authorized by the Town of Palm Beach Code of Ordinances to declare a 
“State of Emergency” and the following is a sample of the document to be used: 
 
IT IS FOUND BY THE CHIEF OF POLICE OF THE TOWN OF PALM BEACH, FLORIDA THAT: 
 
WHEREAS, SECTION 58-41 OF THE PALM BEACH CODE DESIGNATES THE CHIEF OF POLICE AS THE 
TOWN OFFICIAL EMPOWERED TO DECLARE A “STATE OF EMERGENCY” UNDER FLORIDA STATE 
STATUTE 252.32 AND 870.042; AND, 
 
WHEREAS, ON _____________, ____________, ______________________________________________ 
  (Month day year)    Description of Emergency 
 
NOW, THEREFORE, BE IT DECLARED BY THE CHIEF OF POLICE OF THE TOWN OFPALM BEACH, FLORIDA THAT 
IN FACT A STATE OF EMERGENCY DOES EXIST AS HERETOFORE FOUND AND THAT DURING SUCH A PERIOD 
OF EMERGENCY AND AT THE TIMES AND LOCATION HEREINAFTER SPECIFIED IN ORDER TO PROTECT LIVES 
AND PROPERTY WITHIN THE TOWN, THE FOLLOWING RESTRICTIONS SHALL APPLY UNDER PENALTY OF LAW 
THROUGHOUT THE CORPORATE LIMITS OF THE TOWN OF PALM BEACH: 
 
1. The buying or selling of beer, wine, or intoxicating beverages of any kind, and their possession 

or consumption off one’s own premises is prohibited. 
 
2. The travel upon any public street, or upon any other public property, except by persons 

traveling to and from their place of employment, or in search of medical assistance, food or 
other commodity or service necessary to sustain the well being of themselves or their families 
or some member thereof is prohibited; provided, however, that the within restriction shall 
not apply to law enforcement officers, firefighters, and other public utilities and public 
transportation companies, and newspaper, magazine, radio broadcasting and television 
broadcasting corporations operated for profit. 

 
3. The within declaration shall be in full force and effect between the hours of 7:00 p.m. and 

7:00 a.m. beginning at 7:00 p.m. on ____________ and continuing until 7:00 a.m. on 
________________ unless otherwise extended, altered, or rescinded. 

 
VIOLATION OF THIS DECLARATION SHALL BE SUBJECT TO A FINE AND/OR UP TO SIXY DAYS 
IMPRISONMENT. 
 

SIGNED:_______________________________ 
CHIEF OF POLICE 
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EMERGENCY PUBLIC NOTIFICATION 
 
When the health, safety and welfare of Town residents and merchants is threatened by the eminent danger of a 
hurricane strike or other catastrophic event; the Town government is required to notify them of this impending 
threat. For this purpose, the Town government has identified and established various means of making contact 
with the public to relate emergency information to the general population. Some forms of this notification 
would include the following: 
 
1. Town will “piggyback” onto Palm Beach Countywide Emergency Notification System. 
 
2. Town Hall telephone recorded message, provides information after regular hours or when Town Hall is 

closed for any reason. 
 
4. Toll free telephone recorded message, provides information for out-of-town residents. 
 
5. Rumor and Information Desk Activation (Telephone number provided through news releases and 

information sheets.) 
 
6. News releases from the County to the local media to alert the general public for, 

 
a. Hurricane Watch; 
b. Hurricane Warning; 
c. Hurricane Warning with Evacuation Order; 
d. Post-Hurricane Threat Abatement; and 
e. Post-Hurricane Response and Recovery Information. 

 
7. Information will be disseminated to Palm Beach residents, media, and business owners to keep general 

public informed of Town activities and other public information via news releases, the Town’s website, 
cable channel 18, mass emails, social media, faxes, and informational flyers distributed at Town facilities. 

 
8. Announcements (Mobile - “In the streets and door-to-door”) as need is determined by Town 
 
9. Manager or his/her designee 

 
a. Announcement of Evacuation Order 
b. Evacuation Information Sheet 
c. “Next of Kin” Release Form 

 
The following pages provide sample emergency information news releases and announcements. 
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TOWN OF PALM BEACH 

 
Office of the Town Manager 

 
FOR IMMEDIATE RELEASE 

 
DATE: September 27, 2004 
RELEASE #: 04-TM-0920 
MEDIA CONTACTS: Public Information Officer 

Ph: 561-838-5410  Fax: 561-838-5411   Email: ckleen@townofpalmbeach.com 
 

Town Offices Will Open Tuesday Morning 
 
PALM BEACH, Florida – Town offices are scheduled to open Tuesday morning. All Town employees are to 
report to work Tuesday at their regularly scheduled time. 
 
The Town Council meeting has been rescheduled for Friday at 9:30 a.m. The final budget hearing has been 
rescheduled for 5:01 p.m. on Thursday. The Four Winds Investigative Panel meeting is Wednesday at 2 p.m. 
All meetings are in Town Hall and the agendas are available on our website at www.townofpalmbeach.com.  
 
The Recreation Center and Seaview Tennis will not open Tuesday because they do not have power, yet. The 
Phipps Tennis Center is tentatively scheduled to open on Wednesday. The Par 3 Golf Course is tentatively 
scheduled to open on Friday. The Town Docks will open on Tuesday. The public beaches are closed until 
further notice. 
 
Normal garbage and recycling collection has resumed. 
 
Residents, business owners, private landscapers and repair contractors are allowed on the island with the 
proper documentation. All other private contractors will be allowed on the island Wednesday with the 
proper documentation. Residents will need to show valid proof that they live in Palm Beach. Business owners 
and their employees will need to show valid proof that they work on the island. Private landscapers and 
contractors will need to show a letter of authorization from their property owner employer or a permit. 
 
The Town will be setting up a Citizens’ Relief Center beginning Tuesday. The center is for those in Palm Beach 
who have no power and would like somewhere to go for air conditioning, cold drinks, and conversation. This 
center will be in the Town Council Chambers in Town Hall on Tuesday. Locations for the center for 
subsequent days will be announced on a day-to-day basis. The relief center will be open from 9 am until 5 
p.m. 
 
Curfew will be enforced tonight from 8 p.m. until 6 a.m. The City of West Palm Beach has not issued any boil 
water orders. 
 

               
  

 
  

Comprehensive Emergency Management Plan (CEMP) 
May 2014 VI – 101 
 

http://www.townofpalmbeach.com/
http://www.townofpalmbeach.com/


VI. STORM EMERGENCY RESPONSE PLAN (SERP) Town of Palm Beach, 
Florida 

 

 
 
  

ANNOUNCEMENT 
 
METHOD OF DELIVERY:  MOBILE PA - “IN THE STREETS AND DOOR-TO-DOOR” 
EFFECTED AREA:  NORTH TOWN LIMITS TO PAR 3 GOLF COURSE 
CATEGORY:  EVACUATION ORDER 
WEATHER CONDITIONS:  HEAVY RAINS HAVE FALLEN – FLOODING POSSIBLE 
 

[The following statements shall be announced over the public address systems of the vehicles conducting 
street-by-street evacuation notification.] 

 
MESSAGE: 
 
1. “AN EVACUATION ORDER HAS BEEN ISSUED FOR THE TOWN OF PALM BEACH.” 
 
2. “ALL PERSONS MUST LEAVE THE ISLAND AT THIS TIME.” 
 
3. “USE THE _____________________ BRIDGE TO LEAVE PALM BEACH. BECAUSE OF THE HEAVY RAINS, 

FLOODING IS POSSIBLE. CONDITIONS AT BRIDGES MAY CHANGE RAPIDLY. BE PREPARED TO USE AN 
ALTERNATE BRIDGE IF NECESSARY. 

 
4. “IF YOU HAVE NOT ARRANGED FOR PRIVATE ACCOMMODATIONS ON THE MAINLAND, PROCEED TO THE 

RED CROSS EMERGENCY SHELTER AT: 
 

WESTGATE ELEMENTARY SCHOOL 
1545 LOXAHATCHEE DRIVE IN WEST PALM BEACH 

TAKE OKEECHOBEE BOULEVARD WEST TO CONGRESS AVENUE 
MAKE LEFT ON CONGRESS AVENUE TO WESTGATE AVENUE 

TURN RIGHT ON WESTGATE AVENUE 
MAKE SECOND LEFT ON LOXAHATCHEE DRIVE PROCEED TO SCHOOL.” 

 
5. “STAY TUNED TO THE LOCAL NEWS MEDIA FOR THE LATEST INFORMATION ABOUT HURRICANE 

__________ AND THE CONDITION OF EVACUATION ROUTES.” 
 
6. REPEATING: ALL PERSONS MUST EVACUATE FROM THE TOWN OF PALM BEACH AT THIS TIME. 
 

(Then repeat the entire announcement.) 
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EVACUATION INFORMATION SHEET 
 

ALL PERSONS IN PALM BEACH MUST EVACUATE IMMEDIATELY 
 
_______________________________ has (have) ordered an evacuation of Palm Beach due to the approach 
of Hurricane __________________________. 
 
Local landfall of Hurricane __________________________ is expected between the hours of ______AM/PM 
and ______AM/PM on ______________________ ______, ________. 
 

YOU WILL NOT BE SAFE ON THE ISLAND DURING THE STORM 
 
EVACUATION ROUTES 
 
All persons must leave the Island immediately by the closest bridge. Due to rapidly changing conditions, be 
prepared to use an alternate bridge. 
 
Do Not travel north or south on Flagler Drive in West Palm Beach because it is likely to flood. 
 
Do Not travel north or south on regional evacuation routes; Interstate 95 or Florida’s Turnpike. 
 
AMERICAN RED CROSS PUBLIC SHELTERS 
 
If you do not have private accommodations on the mainland and you are located: 
 
North of the Par 3 Golf Course goes to the Red Cross shelter at: 
 

Westgate Elementary School – 1545 Loxahatchee Drive in West Palm Beach 
Take Okeechobee west to Congress Avenue, turn left on Congress Avenue, then right on 
Westgate Avenue, take second left to Loxahatchee Drive to Westgate Elementary School 

 
South of the Par 3 Golf Course goes to the Red Cross shelter at: 
 

John I. Leonard High School – 4701 10th Avenue in Greenacres 
Proceed west on 10th Avenue North to John I. Leonard High School (entrance is just before 
Haverhill Road) 

 
OTHER INFORMATION 
Persons using public shelters should bring blankets, non-perishable food, a change of clothes, and any 
necessary medications. Pets are not permitted in public shelters. Stay tuned to the local news media for the 
latest available information and the condition of evacuation routes. 
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Attachment 
G.  EMPLOYEE HURRICANE PREPAREDNESS GUIDE. 

 
MONITORING RADIO & TELEVISION STATIONS. 
 
In the event a hurricane strikes South Florida, Town employees should monitor radio and television stations 
broadcasting hurricane information. When the Town Manager determines that it is safe for employees to return 
to work a notice will be released by a press release through various radio and television stations.  
 
Employee Reporting. 

 
The Town has established an Employee Hurricane Message Center which provides information on reporting to 
work if a Tropical Storm or Hurricane has been projected to strike on a weekend or a Monday, information on 
when employees should report back to work, information on alternative worksite assignments and the ability to 
report a change in your telephone contact number. 
 
WORKPLACE PREPARATION. 
 
Should a Hurricane threaten South Florida the Town of Palm Beach must do everything possible to minimize its 
losses. Proper preparation of our worksites is an essential component of reducing the Town’s liability. Your 
assistance in completing the following procedures will greatly assist the Town in reducing its liability in the event 
a Hurricane strikes our area. 
 

Hurricane Watch. 
 
If a Hurricane Watch is issued prior to leaving work for the day employees are required to perform the following: 
 
1. Backup of computer files should be in accordance with the Computer Hurricane Emergency Procedures 

issued by the Information Systems Office. 
 
2. Place all cardboard boxes in your work area above floor level. 
 
3. Provide keys to your desk and file cabinets to assigned office staff. 
 
 
 

Fire-Rescue Employees –  (561) 838-5454 
Police Employees –   (561) 838-5454 
Public Works Employees –  (561) 838-5440 
All Other Employees –  (561) 273-4160 
[Note: All employees should report to work if able to do so] 
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Hurricane Warning. 
 
A. WEEKDAY PREPARATION. 
 
If a Hurricane Warning is issued or likely to be issued, prior to leaving work for the day, employees are to 
prepare their work area for the probability of a hurricane. This would involve the following: 
 
1. Placing all exposed papers and files in a desk drawer or file cabinet. 
 
2. Placing all desktop items, i.e., staplers, paper clip holders, in-baskets, pen and pencil holders, trinkets, etc., 

in a desk drawer or file cabinet. 
 
3. Covering computers, computer components, typewriters and books with plastic. 
 
4. Backup of computer files should be in accordance with the Computer Hurricane Emergency Procedures 

issued by the Information Systems Office. 
 
5. Remove all wall hangings in your work area and store above floor level. 
 
6 Offices with windows will require the removal of chairs, small furniture, wall hangings and plants to be 

placed in a secure area, preferably in a windowless office or storage area. 
 
7. Unplug all electronic equipment in your work area from electrical outlets. If you elect to disconnect 

computer components make sure all cables are marked. 
 
8. Close all doors in your work area. 
 
B. NON-WORKDAY PREPARATION. 
 
If a Hurricane Warning is issued during the weekend, a day off or a holiday your work area may be prepared by 
office staff assigned to this task. It is important that the keys to your desk and file cabinets are left with assigned 
office staff. 
 
HOME PREPARATION. 
 
While it is important for the Town to reduce its liability as much as possible the Town of Palm Beach also expects 
its employees to take all necessary steps to safeguard their homes during a hurricane. Several grocery stores, 
newspapers and television stations distribute, free of charge, personal home preparation guidelines to assist you 
in being fully prepared to withstand a hurricane. Employees are encouraged to pick up one of these home 
preparation guidelines and to prepare well in advance of hurricane season. 
 
Your hurricane plan should include the following: 
 
1. Protection for all windows, doors, and garage doors. Locate a safe room or the safest area in your home for 

each hurricane hazard. In certain circumstances the safest areas may not be in your home but within your 
community. 
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2. A determination of your evacuation status. Determine escape routes from your home and places to meet. 

These should be measured in tens of miles rather than hundreds of miles. 
 
3. A decision on where you are going to park your car. 
 
4. A decision on where you are going to leave your pet. 
 
5. A decision on what you are going to do with your boat. 
 
6. A list of key phone numbers that family members will carry with them including relatives, family doctors, 

insurance agents, employers, etc.  
 
7. A system for communicating if you get separated. Have an out-of-state friend as a family contact, so all 

your family members have a single point of contact. 
 
8. A secure place to store valuables, including insurance papers, preferably outside of your home or business. 
 
9. Check your insurance coverage – flood damage is not usually covered by homeowners insurance. 
 
10. Use a NOAA weather radio. Remember to replace its battery every 6 months, as you do with your smoke 

detectors. 
 
11. A review of the integrity of your roof. 
 
12. If you are going to stay at home, choose and prepare a SAFE ROOM where you will ride out the hurricane. 
 
13. Take First Aid, CPR and disaster preparedness classes. 
 
14. Enough water jugs to store a minimum of seven gallons of water for each person. 
 
15. Hurricane supplies for TWO WEEKS. Stock non-perishable emergency supplies and a Disaster Supply Kit. 

This kit should include at a minimum: 
 

a. Water – at least 1 gallon daily per person for 3 to 7 days 
b. Food – at least enough for 3 to 7 days (non-perishable packaged/canned foods and juices, foods for 

infants or the elderly, snack foods, non-electric can opener, cooking tools/fuel, paper plates/plastic 
utensils) 

c. Blankets/Pillows, etc. 
d. Clothing – seasonal/rain gear/sturdy shoes 
e. First Aid Kid/Medicines/prescription drugs 
f. Special Items – babies and the elderly 
g. Toiletries/Hygiene items/Moisture wipes 
h. Flashlight/Batteries 
i. Radio – battery operated and NOAA weather radio 
j. Cash (with some small bills) – banks and ATMs may not be open or available for extended periods. 
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k. Keys 
l. Toys, Books and Games 
m. Tools 
n. Vehicle fuel tanks filled 
o. Pet care items (proper identification/immunization records/medications, ample supply of food and 

water, carrier/cage, muzzle and leash) 
 
Caring For Those With Special Needs. 
 
When making your hurricane preparations, please take time to think of relatives or friends that may call upon 
you for assistance. This may include provision of shelter, care, or transportation in the event of a storm 
impacting our area. Please take into consideration the additional food and water supplies you may need, in 
addition to your own family provisions, for relatives or friends who may seek shelter with you. In addition if you 
or your relative or friend has a special need due to age, disability, or other special needs such as a medical 
condition, you may need to make additional preparations. You can print a manual provided by FEMA and the 
American Red Cross on Preparing for Disasters for People with Disabilities and Other Special Needs via the 
internet to review and have as a planning reference at http://www.fema.gov/plan/prepare/specialplans.shtm. 
Additional information provided by the American Red Cross to assist you with caring for those who are elderly 
can also be found via the internet at: http://www.redcross.org/services/disaster/beprepared/seniors.html.  
 
Caring For Pets. 
 
It is very important in any hurricane season to prepare every aspect of your home and family, including 
preparing for the care of your pets in the event of a major storm impacting our area. This includes food, water, 
and medications for your pets, as well as providing a safe environment for them if you are at home during a 
storm or knowing where you can evacuate to with your pet.  
 
EMPLOYEE REPORTING PROCEDURES. 
 
Once the threat of a hurricane has passed employees are required to listen to the identified radio and/or 
television broadcasting station for information on when to report to work or may call the Employee Hurricane 
Message Center. Instructions will be provided on the pre-recorded messaging to include: reporting for work, 
work hours, reporting location(s), etc. 
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