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I. INTRODUCTION and PLAN DESCRIPTION

A. WHY A PLAN?
1. The Pennsylvania Emergency Management Services Code requires that each municipality have an Emergency Operations Plan (EOP), an Emergency Management Coordinator (EMC) and an Emergency Operations Center (EOC).  These requirements have been in place since the Code was enacted in 1978.  However the emergency response field is constantly changing, requiring that plans be reviewed to keep current with changes in terminology, technology and federal guidance as well as changes in state and local law.
2. After September 11, 2001, the President issued Homeland Security Presidential Directive #5 (HSPD-5).  This directive required the federal government to develop the National Incident Management System (NIMS) in order to standardize emergency response across the nation.  HSPD-5 also required the issuance of a National Response Framework (NRF) that would provide a framework for emergency planning at all levels of government.
3. Pennsylvania’s Intrastate Mutual Aid System (Act 93 of 2008) will have significant impact on the way municipalities share resources, and on the way these resources are tracked.

B. PURPOSE OF THIS GUIDE

1. With the support of a working group comprised of veteran county Emergency Management Coordinators (EMCs) and staff, the Pennsylvania Emergency Management Agency (PEMA) has prepared this model county plan to assist counties in satisfying the law AND the principles of the NIMS.  This model plan follows the structure of the National Response Framework (NRF) and incorporates much of the format and language used in the Commonwealth of Pennsylvania State Emergency Operations Plan (SEOP).  Among these are the Incident Command System (in an EOC context, we refer to it as Incident Management System (IMS)), and Emergency Support Functions (ESFs) to organize and coordinate emergency support.
2. While it is the intent of this plan to follow and integrate with the Incident Command System (ICS), some ICS definitions do not fit perfectly into an emergency management or an emergency operations center setting.  For this reason, “ICS purists” may disagree with the use of terms like “group” or “ESF Coordinating Agency” in some contexts.  Counties are encouraged to find a structure that works best for them to have EOC 
operations mirror those in the field, and if that means modification of the plan template, then it is certainly warranted.

C. RECOMMENDATIONS FOR THE DEVELOPMENT OF A PLAN

1. The planning process:  (The following apply to the focus group that develops the county plan as well as any functional working groups that work on an ESF annex or other specialized portions.) 50% of your time

a. Have someone keep detailed notes during the discussions that can be transferred into procedures or checklists when the “process” nears completion.
b. Discuss prevalent hazards and vulnerable structures and populations.  (NFPA 1600 has a listing to get you started.  Eliminate those hazards that do not affect your jurisdiction.)
c. Discuss resources – what you’ve got.
d. Discuss needs – what you’ve NOT got but will need, and how you’ll get it.
e. Discuss who will do what and why.

2. The Plan (What it should look like) 20% of your time
a. Very clear purpose statement (one sentence)
b. Situation and Assumptions (should be all hazard; just a few paragraphs; reference ancillary documents here – e.g. checklists for specific hazards or positions or teams)
c. Hazard Vulnerability Analysis (this can be just a summary of the full-scale analysis done using FEMA 386-2 during the “process”)
d. Concept of Operations (who’s got direction & control/authority to implement the plan; how will communications be conducted; reference to four phases of emergency management, etc.)
e. Organization & Responsibilities (organization charts; Incident Command structure; teams; who is responsible for doing what … this needs to be just detailed enough for the reader to understand what critical functions are addressed by whom)
f. Administration & Logistics (generalities on policies, mutual aid, etc.)
g. Training and Exercises (describe a system to develop and maintain proficiency in accomplishing the plan)
h. Plan Development, Maintenance & Distribution (include receipts and logs)
i. Authorities & References (legal basis)

3. Detailed Checklists or Procedures (specific action items) 30% of your time
a. Don’t try to do them all at once; pick top two or three hazards or positions (in terms of likelihood and vulnerability or activation) and pull over the details from your planning “process” to go through response action items one by one.
b. Do each checklist under the proper NIMS category that if the incident escalates, you are already on a path to bulk up.  For a rounded checklist (more than response-oriented) do a set of checklists for each phase of incident management (prevention, preparedness – these can be combined, response, recovery – to include Business Recovery Planning or Continuity of Operations/Government).

4. More Information:  For more information or training on emergency planning processes, please consider;

a. The 2-day Emergency Planning Course presented by PEMA’s Division of Training and Exercises; it presents a planning process that is applicable to all phases of comprehensive emergency management.

b. FEMA IS 235, Emergency Planning is a correspondence course that offers training in the fundamentals of the emergency planning process, including the rationale behind planning. It will develop your capability for effective participation in the all-hazard emergency operations planning process.
c. FEMA Comprehensive Preparedness Guide (CPG) -101 provides FEMA’s recommendations on the entire planning process and guidance about response and recovery planning at the state and municipal level.  CPG 101 integrates concepts from a variety of federal programs, including the National Preparedness Guidelines, National Strategy for Information Sharing and National Infrastructure Protection Program, as well as the NRF and NIMS.

D. PLAN DESCRIPTION:

1. The model plan has four components:
a. The Basic Plan includes a short discussion of hazards, operational concepts and responsibilities, so that a reader can understand who does what and why BEFORE an emergency happens.  Also in the Basic Plan is a list of Related Supporting Plans that either provide specialized programs that may support emergency preparedness or operations, that rely on the County EOP for major support, or that are required to be incorporated (by reference) into the jurisdiction’s Emergency Operations Plan.  (This listing of incorporated plans must include the County Hazard Mitigation Plan.)
b. Emergency Support Function (ESF) Annexes define fifteen groupings of emergency responsibilities to better organize and manage response.  These ESFs are generally the same in the federal (NRF), and state (SEOP) plans, as well as in other model local plans developed for use in Pennsylvania.
c. A series of Functional Checklists, one for each major EOC position and one for each ESF actually provide procedures for implementing the plan; and suggested Blank Forms for use in the EOC while implementing the plan.
d. A Notification and Resource Manual (NARM) lists facilities/persons who may need special notification during an emergency, and equipment and personnel who may be needed to help during the emergency response.

2. The plan is a public document, but the checklists and the NARM (Volumes III and IV) contain information that is personal and is not subject to the Pennsylvania Right-to-Know Law.  The basic plan and ESF Annexes should be available for all to view.
3. The model EOP developed by the workgroup is designed to be a minimum standard that will satisfy the requirements of the law and comply with HSPD-5 and NIMS.  Since there is such a wide variety of local governments and local resources, the plan allows for different staffing levels and configurations.  While the Model Plan suggests organization and structure, what works best in your county should be what is actually in your plan. Some counties may see a need to create additional ESFs to deal with functions that are more prominent in their areas, OR some may choose to combine ESFs.  The EOC organization suggested in this plan has been proven to work in several counties, but there are other systems that have also functioned effectively.  Similarly, the criteria for the activation levels in the EOC may change with the operational needs and available resources of the county.  The ultimate determination of what is best must be left to the coordinator, who is the most familiar with the environment and requirements within the county.
II. COMPLETING THE PLAN

A. GENERAL:  The model plan needs to be configured for your county.
1. Where you see underlines, some planning effort (and inserted content) is required in both the plan and checklists.
2. Fonts, styles, colors, headers and footers, numbering methods and other format issues may be varied to fit local policy and needs.  Care should be taken to be consistent throughout each individual document.  Occasionally operating system and word processor changes require some reformatting to keep pages correct.

3. The title page provided has a photo on it for aesthetic purposes.  You may want to substitute your own photo or artwork, or maybe have no artwork at all.
4. The plan should be developed in the order shown and by the processes outlined in section I.B (above).  Once your plan outlines all the basic information provided in the “minimum standard” plan (i.e.: who does what in a disaster; legal authorities; continuity of government; Incident Management System, etc.), then develop annexes and checklists for implementation of the plan.

B. BASIC PLAN

1. Cover Page:  The cover page has blank spaces for the name of the county, the date of the plan and a copy number.  Please ensure that these are filled-in.  The copy number should be inserted in each copy individually.  It is easiest to do this by hand.
2. Header:  Insert the name of the county in the underlined spaces.
3. Page iii:  The table of contents must be changed to reflect additions made by your county.

4. Page v:  RELATED SUPPORTING PLANS - Related supporting plans are those that depend on the county EOP, but are required by legislation, regulation or other state/county guidance to be “stand-alone” plans.  These are published separately, but should be listed in the Basic Plan in order to reflect the relationship between them and the EOP.  The Model Plan lists examples such as the Hazard Mitigation Plan, SARA Plans, Radiological Emergency Plans, Hazard Category I and II Dam Plans, and Emergency Action Plans for special events (some of these plans may only be valid for a short amount of time and then need not be listed.)
5. Page x:  The record of changes is to be used only if there have been changes made since the date on the cover page.
6. Page xi:  The certification of review page is to be completed by the designated reviewing official whenever a review is conducted.

7. Page xiii:  The Promulgation must be signed by the current board of commissioners.  The plan will be re-promulgated whenever there is a major change in the board of commissioners, or major changes in the plan indicate that re-promulgation by the elected officials is warranted.
8. Page 1, Paragraph II.A.1:  The idea of this paragraph is to give a rough description of the county to a mutual-aid volunteer who may be there to help out during a disaster.  All of the information requested here should be readily available, and may seem obvious to someone who’s lived in the county all of his/her life, but might be critical to someone from outside the county who is asked to perform preparedness, response or recovery duties.

9. Page 1, Paragraph II.A.2:  For the same purposes as above, list the Regional Task Force (RTF) to which the county belongs.  If the county uses an out-of-county 9-1-1 center (part-time or full-time) specify that in the plan.
10. Page 2, Paragraph II.A.3:  List the hazards that cause the most concern because of their probability, their severity, or the difficulties they create by impeding response and recovery activities.  The county Hazard Vulnerability Analysis should list these hazards.  There are two spaces in the plan.  If more are needed – add them.
11. Page 4, Paragraph IIIB5:  List the name and phone number of the PEMA Area Office.
12. Page 5, Table 1:  Table 1 lists the principal duties assigned to each of the 15 ESFs.  This list is in no way final.  These ESFs are consistent with those in the NRF and the SEOP.  It is up to the county if it feels that it is necessary to add or delete duties or ESFs from this list and elsewhere in the plan.
13. Page 7, Figure 2:  Figure 2 is a suggested organizational chart for the county EOC.  You will note that there is a box on the side that says it is an example only.  While there are counties that use this exact organization, if your county is not one of these, insert an organization chart that accurately reflects the organization of the county EOC.  The hazards that affect your community may require additional positions (e.g. a radiological 
officer).  If so, add them, and create a checklist for those positions.  At the very minimum, delete the box with the note in it.

14. Page 8, Table 2:  This chart is probably one of the most useful response tools in this plan.  Please give it your due attention.  The chart showing levels of EOC activation is modified from the one used in the State EOC run by PEMA.  It is provided as an example only.  If your county EOC has developed another system, that is acceptable.  However, consider the advantages of standardized activation levels in ensuring a common operating picture for all EOCs across the Commonwealth.  If these 

	PHASE
	EVENT
	SCOPE
	EXAMPLES

	LEVEL IV
	Normal Operations, routine, events with relatively minor damages
	9-1-1 center monitoring the situation, EMA on call
	HAZMAT incidents, fires, flood watch 

	LEVEL III
	Threats that require situational awareness, planning or possible county-level response
	County EMA staff reports to the EOC or incident site to monitor needs for county or out-of county resources
	Localized flooding, major HAZMAT

	LEVEL II


	Threats that require increased situational awareness, coordination or damage assessment
	Partial mobilization of EOC Staff, & ESFs as required.
	Significant flooding, severe winter weather

	LEVEL I


	Catastrophic damage involving the entire county or neighboring counties
	Full mobilization of EOC Staff with all available ESFs.
	Severe winter storm, hurricane 


Table 2 – Levels of EOC Activation (insert examples that are appropriate for your county)

activation levels can work in your EOC, please transition to them.  The chart in the model plan does not include examples of events that might trigger a response at each level, while the chart in this planning guide has examples of possible triggering events.  You should enter examples in your plan that are appropriate for your jurisdiction.
15. Page 9, Paragraph III.D:  The COOP discussion in the County EOP assumes that the county has a COOP that is related to and supports the EOP, and provides details necessary to continue critical services during an emergency.
16. Page 9, Paragraph III.D.2:  Where it says “County Commissioners (County Executive)” choose the term that is applicable to your county.
17. Page 9, Paragraph III.D.3:  Do not reveal the exact location of the alternate EOC in the basic plan for security reasons.  Withholding the information allows the basic plan to remain a public document.  Include the sensitive information in the NARM, which is exempted from the Pennsylvania Right-to-Know Law.

18. Page 9, Paragraph III.E:  This entire paragraph only applies to those counties that have political subdivisions that have passed a resolution to adopt the county plan as their own.  If none of your county’s political subdivisions have chosen to follow this lead, simply delete all of Paragraph III.E.

19. Page 10, Paragraph IV:  Paragraph IV lists suggested positions and responsibilities.  If your county does not use the same positions, or assigns different responsibilities, these should be reflected here.  Any position or set of positions that is consistent with NIMS is acceptable.
20. Page 10, Paragraph IV.A:  The concept of an “ESF Coordinating Agency” is introduced here to be consistent with the NRF.  Most counties won’t need this third classification, so the coordinating agency and the primary agency will be the same.
21. Page 13, Paragraphs IV.B.5 & IV.B.6:  These paragraphs differentiate between a “Liaison officer,” who provides coordination with outside agencies, and an “Agency Representative,” who actually is part of an outside agency who comes into the county EOC to provide coordination with its incident command structure.  (An example of the agency representative is the PEMA Representative sent from the area office.)  Often your liaison officers will work with the agency representatives who come to you from other organizations.
22. Page 18, Para IV.D.2:  Prescribes the use of the Initial Damage Report (see Blank Forms in Volume IV of the Plan) to report essential operational information from the political subdivisions to the county.  The county is to then consolidate and report this information to PEMA.  Depending on the software used by the county, the procedures used in the county may vary.  Give a brief, general overview here of how that will be done.  This information will then lead to a more detailed Initial Damage Assessment (ESF #14 – Para IV.F.4).
23. Page 23, paragraphs IV.F.4.b:  Procedures outlined here require close coordination with ESF #14 at the state level.  In many cases, as the disaster moves into the long term recovery phases, state recovery personnel will deal directly with local authorities to administer grants and other recovery funding.
24. Page 23, paragraphs IV.F.4.B (4&5):  The Long Term Recovery Committee (LTRC) is comprised primarily of voluntary organizations working to provide for the needs of the victims.  They are capable of reacting quickly and providing resources not available through government.  A Local or County Recovery Task Force (LRTF/CRTF) provides coordination of all agencies involved in recovery.  It also advises elected officials if major policy decisions or changes need to be made.  If a CRTF is formed, its activities will extend long past the normal response and activation period of the EOC.
25. Page 38, County EOP Distribution List:  This list should be maintained by the County EMA, and updated as additional copies of the plan are distributed.  If a recipient leaves the county and gives the plan to someone else in his/her office, a line-thorough should be made in order to keep an accurate record of who holds copies of the plan.
26. Page 39, Receipt Form:  Each person who receives a copy of the plan should assume responsibility for safeguarding the plan and acknowledge that some of the volumes should not be shared with the general public.  He/she should complete the form and return it to the county EMA to be held as a record of the location of that copy of the plan.

27. Page 43, Appendix 5:  Political Subdivisions That Have Adopted this Plan as Their Own: This Appendix is only applicable to those counties that have political subdivisions that have adopted the county plan and should not be included if there are no such municipalities within the county.

C. EMERGENCY SUPPORT FUNCTION ANNEXES:  If the county uses more than fifteen ESFs, this should be reflected here, as well as throughout the basic plan.  Each of the ESF Annexes is similar.  This is done to make them easier to use and to reference.

1. Coordinating, Primary and Support Agencies:
a. Each ESF has blanks for a “Coordinating Agency” and a “Primary Agency.”  In many cases, this will be the same. It is only when more than one agency has legal jurisdiction over all or a part of the functions of the ESF that there may be multiple primary agencies – requiring a designation of a coordinating agency.
b. Several examples of support agencies are provided for each ESF.  This list is only suggested – in some cases these agencies don’t even exist in your county – hopefully the list will spark your imagination as to which agencies can help with an ESF.

2. Cover Page:  The cover page has blank spaces for the name of the county, the date of the plan and a copy number.  Please ensure that these are filled-in.  The copy number should be inserted in each copy individually.  It is easiest to do this by hand.
3. Header:  Insert the name of the county in the underlined spaces.
4. Page ii:  The table of contents will need to be changed to reflect additions or deletions made by your county.

5. ESF #1:
a. Insert the names of the coordinating and primary agencies, and of those agencies in your county that will actually support the Transportation ESF.  (See Paragraph 1 above.)
b. Insert the name of the coordinating agency in Paragraph III.A.  Insert the name of the county in Paragraphs III.D & III.I.
6. ESF #2:
a. Insert the names of the coordinating and primary agencies, and of those agencies in your county that will actually support the Communications ESF.  (See Paragraph 1 above.)
b. Insert the name of the coordinating agency in Paragraph III.A.  Insert the name of the county in Paragraph III.J.

7. ESF #3:

a. Insert the names of the coordinating and primary agencies, and of those agencies in your county that will actually support the Public Works and Engineering ESF.  (See Paragraph 1 above.)
b. Insert the name of the coordinating agency in Paragraph III.A.  Insert the name of the county in Paragraphs I.B.1.e. and III I.

8. ESF #4:

a. Insert the names of the coordinating and primary agencies, and of those agencies in your county that will actually support the Firefighting ESF.  (See Paragraph 1 above.)
b. Insert the name of the coordinating agency in Paragraph III.A.  Insert the name of the county in Paragraph III.G.
9. ESF #5:

a. Insert the names of the coordinating and primary agencies, and of those agencies in your county that will actually support the Emergency Management ESF.  (See Paragraph 1 above.)
b. Insert the name of the coordinating agency in Paragraph III.A.  Insert the name of the county in Paragraph III.G.

10. ESF #6:

a. Insert the names of the coordinating and primary agencies, and of those agencies in your county that will actually support the Mass Care, Shelter and Human Services ESF. (See Paragraph 1 above.)
b. Insert the name of the coordinating agency in Paragraph III.A.  Insert the name of the county in Paragraph III.O.

11. ESF #7:

a. Insert the names of the coordinating and primary agencies, and of those agencies in your county that will actually support the Logistics Management and Resources Support ESF. (See Paragraph 1 above)
b. Insert the name of the coordinating agency in Paragraph III.A.  Insert the name of the county in Paragraph III.I.

12. ESF #8:

a. Insert the names of the coordinating and primary agencies, and of those agencies in your county that will support the actually support the Public Health and Medical Services ESF. (See Paragraph 1 above)
b. Insert the name of the coordinating agency in Paragraph IIIA.  Insert the name of the county in Paragraph III.M.

13. ESF #9:

a. Insert the names of the coordinating and primary agencies, and of those agencies in your county that will actually support the Search and Rescue ESF.  (See Paragraph 1 above)

b. Insert the name of the Regional Task Force and US&R component activation protocol in Paragraph II.C.

c. Insert the name of the coordinating agency in Paragraph III.A.
d. Insert the name of the county in Paragraph III.L.

14. ESF #10:

a. Insert the names of the coordinating and primary agencies, and of those agencies in your county that will support the Oil and Hazardous Materials ESF. (See Paragraph 1 above)
b. Insert the name of the coordinating agency in Paragraph III.A.  Insert the name of the county in Paragraph III.I.

15. ESF #11:

a. Insert the names of the coordinating and primary agencies, and of those agencies in your county that will support the Agriculture and Natural Resources ESF.  (See Paragraph 1 above)
b. Insert the name of the coordinating agency in Paragraph III.A.  Insert the name of the county in Paragraph III.L.

16. ESF #12:

a. Insert the names of the coordinating and primary agencies, and of those agencies in your county that will support the Energy ESF.  (See Paragraph 1 above)
b. Insert the name of the coordinating agency in Paragraph III.A.  Insert the name of the county in Paragraph III.J.

17. ESF #13:

a. Insert the names of the coordinating and primary agencies, and of those agencies in your county that will actually support the Public Safety and Security ESF.  (See Paragraph 1 above)
b. Insert the name of the coordinating agency in Paragraph III.A.  Insert the name of the county in Paragraph III.I.

18. ESF #14:

a. Insert the names of the coordinating and primary agencies, and of those agencies in your county that will support the Long Term Community Recovery and Mitigation ESF.  (See Paragraph 1 above)
b. Insert the name of the coordinating agency in Paragraph III.A.  Insert the name of the county in Paragraph III.J.
19. ESF #15:

a. Insert the names of the coordinating and primary agencies, and of those agencies in your county that will support the External Affairs ESF.  (See Paragraph 1 above)
b. Insert the name of the coordinating agency in Paragraph III.A.  Insert the name of the county in Paragraph III.M.
c. The sample news releases that are provided are purely for illustration.  You should insert actual press releases that have been prepared for your county.

D. FUNCTIONAL CHECKLISTS:
1. All of the checklists and blank forms in this Volume are designed to be pulled out and used in the EOC during an operation.  For this reason, each starts on an odd-numbered page, and there are a lot of intentionally blank pages.
2. The checklists are a means to provide guidance for and document the accomplishment of your response.  The checklists MUST be adapted to reflect the operations within your county.  The items in the model plan are simply there to prompt or remind planners of the types of activities that may be needed.  There are other sources available.  You should consider the Universal Task List (UTL) that has been developed by FEMA for more ideas.

3. Checklists should be added or deleted, reduced or enhanced dependent upon the structure and needs of your emergency management program.  You may want to add any hazard-specific checklists you have (e.g. Nuclear/Radiological), but if you find them redundant, just update your current checklists to include the additional measures that are specific to a particular hazard.

4. Checklists often contain names of individuals along with some personal contact information.  Checklists also include specific locations of EOCs and staging areas.  In the wrong hands, this information could endanger responders and victims.  For this reason, the Functional Checklists and the Notification and Resource Manual are considered to be exempt from the Pennsylvania Right-to-Know Law, and should only be released to those persons who have an operational need for the information.
5. A minimum number of Blank Forms are included to facilitate the operation of the EOC.  Standardized use of these forms will ease the reporting of information to PEMA as well as simplify training if volunteers or staff 
moves from one EOC to another.  The ICS forms 211 & 214 serve a traditional purpose, but help to bring your County EOC into closer alignment with NIMS and the ICS, and in so doing bring it into closer alignment with the SEOC and Federal procedures.  You are encouraged to identify other “ICS” forms that will serve a purpose within your EOC.  The IDR (Initial Damage Report) that is included was developed to specifically fit the requirements for reporting damages to PEMA.  It should not be changed if at all possible.

E. NOTIFICATION AND RESOURCE MANUAL (NARM)

1. This manual is the most critical part of preparedness in that it represents the ability of the county to respond immediately and effectively to any emergency AND that it requires consistent updating.

2. The personnel resources listed in the NARM have a space to record whether or not the individual is qualified to perform in that position.  Qualifications are defined in the federal NIMSCAST (NIMS Compliance Assistance Support Tool) documents.  These are linked to the PEMA website at http://www.pema.state.pa.us/pema/cwp/view.asp?a=200&q=273787
3. The NARM uses resource typing nomenclature from NIMS.  Definitions of the different types can be found in the NIMS Resource Typing Manual.  If unsure of how to classify a resource, check there.
4. Due to the differences between counties, the items listed in each NARM will vary.

5. In fact, many counties have developed means to keep their resource lists electronically, and their NARMs may look totally different than the model paper document provided with this planning guide.

6. The NARM also lists those parts of the community that require particular attention, such as residents with special needs, within a floodplain, near a chemical facility, or where the only evacuation route may be cut off by a specific hazard.  This information is often personal or restricted, and should be treated as such.
7. There is a listing in the NARM “Special Facilities Notification List” for “Businesses and Other”.  It may not be possible to include all of the businesses in the county, but there are critical facilities that you may feel warrant special notification.  Things to consider when including facilities in this special notification are:  the number of employees or residents and the time required for evacuation or shut-down of facility.
8. Like the Functional Checklists, the NARM has names of individuals along with some personal information, and specific locations of EOCs and staging areas.  In the wrong hands, this information could endanger responders and victims.  For this reason, the Functional Checklists and the Notification and Resource Manual are considered to be exempt from the Pennsylvania Right–to-Know Act, and should only be released to those persons who have an operational need for the information.
9. As you enter items into the NARM, the size of some of the listings will grow, possibly onto a new page.  Remember to go back to the Table of Contents and correct the page numbers.

III. CONCURRENCE FROM OTHER AGENCIES (OPTIONAL)

A. WHY USE CONCURRENCE PAGES?
The County EMA depends on many different agencies to support disaster response efforts.  Often, the responsibilities assigned to these agencies are different from the agency’s legal responsibilities, or even the day-to-day activities of the agency.  To avoid misunderstandings or failures to communicate, and to ensure that all agencies mentioned in this plan understand their role, you may choose to ask supporting agencies to sign a concurrence statement.  Asking each agency to sign the concurrence will document the planning that has been done, ensure that appropriate executives of the organization are aware of the commitments and provide continuity should the executives move on to other responsibilities.

B. HOW TO ADMINISTER
Each county can establish its own procedures, but it is suggested that all agencies that are assigned roles by this plan be asked to sign a concurrence form (see figure1).  The County EMA should keep a file of these concurrence statements in case questions arise at a later date.

C. EXCLUDING AGENCIES FROM CONCURRENCE
Many of the functions in the plan are actually performed by the County EMA or its volunteers.  In order to eliminate unnecessary paperwork, the EMC does not need to seek concurrence from members of his own agency when (s)he feels it isn’t necessary.
SAMPLE STATEMENT OF CONCURRENCE

Representatives of the (name of agency) have reviewed the (name of county) County Emergency Operations Plan dated _________________.
We acknowledge that the plan requires support from (name of agency)      and feel that (name of agency)     is capable of discharging any responsibilities assigned.
____________________

(Signature)

_____________________

(Title)

Figure 1:  Sample Statement of Concurrence

IV. MAINTAINING THE PLAN

A. PERIODIC REVIEW

The Emergency Management Services Code requires that “each political subdivision…prepare, maintain and keep current” an emergency operations plan.  PEMA defines “keep current” to mean that “…a plan is current if it has been promulgated by a board of elected officials and its major components have been reviewed by a designated official (e.g. the Emergency Management Coordinator) within the past two years (three months for the Notification and Resource Manual) and that review appropriately documented. 

B. CHANGES:

Care should be taken that any changes are posted to all copies of the plan (this is the reason for the distribution system outlined in Appendix C).  Small changes can be made by lining through the changed wording on the plan pages (and annotating the change on the record of changes) but modern technology makes it easier to issue a completely new plan (with new date on the cover) when large, or numerous changes are required.

V. WHERE TO GO FOR HELP

A. Internet Planning References

1. PEMA:  http://www.pema.state.pa.us
2. FEMA:  http://www.fema.gov
3. The National Response Framework:  http://www.fema.gov/emergency/nrf/index.htm
4. The PETS Act: http://bulk.resource.org/gpo.gov/laws/109/publ308.109.pdf
5. HSPD 5:  http://www.whitehouse.gov/news/releases/2003/02/20030228-9.html
6. HSPD 8:  http://www.whitehouse.gov/news/releases/2003/12/20031217-6.html
7. The Robert T. Stafford Disaster Relief and Emergency Assistance Act:  http://www.fema.gov/pdf/about/stafford_act.pdf
8. CPG-101 (Comprehensive Preparedness Guide 101 - A Guide for All-Hazard Emergency Operations Planning):  http://www.fema.gov/about/divisions/cpg.shtm
9. FEMA Lessons Learned Information Sharing Site:  https://www.llis.dhs.gov/index.do
10. US Dept of Education “Emergency Planning”:  http://www.ed.gov/admins/lead/safety/emergencyplan/index.html
11. An Emergency Planning Guide for Americas Communities:  http://www.jointcommission.org/PublicPolicy/ep_guide.htm
12. NIMS Resource Typing System:  http://nimsonline.com/resource_typing_system/index.htm
13. Agency for Healthcare Research and Quality (AHRC) Mass Evacuation Transportation Planning model:  http://massevacmodel.ahrq.gov/Scenario.aspx
B. If you have questions in completing this plan, call your PEMA Area Office:

1. PEMA Eastern Area Office:
Ph: (800) 372-7362
2. PEMA Central Area Office:
Ph: (800) 272-7362
3. PEMA Western Area Office:
Ph: (800) 973-7362
C. For help at PEMA Headquarters:

1. PEMA Bureau of Plans:

Ph: (717) 651-2214

2. PEMA Bureau of Recovery and Mitigation:
Ph: (800) 635-9692

3. PEMA Bureau of Operations:  

Ph: (800) 424-7362

A general description of PEMA, as well as an electronic copy of this plan and planning guide, may be found on the PEMA website.
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