INSTRUCTIONS FOR COMPLETING

2004 PLAN OF WORK

Effective October 1, 2004

A county emergency management program should consist of activities in six functional areas:

1. Planning

2. Training

3. Exercising

4. Outreach

5. Program Administration

6. Local Program Initiatives

1. Planning

1.10 In FFY 2004, emphasis will continue to be placed on refinement and critical updates to the County Emergency Operations Plan (EOP). County EM Offices must evaluate their annexes against the established review criteria. Within the update process for 2004, counties should continue to emphasize anti-terrorism/WMD planning. This should include development of terrorism specific attachments to identified annexes, review and update of assessment and capability documents and the update of any designated county terrorism plan.  County EOP updates should reflect  lessons learned in response to actual events as well as exercises through corrective action statements.   EOP updates and revisions must also reflect pertinent changes to staffing and contact information.

 

1.11 The number of EOP update submissions for the year will be negotiated with the Regional Office.  The starting point for negotiated updates to the EOP will be a complete update of the entire plan for counties with full-time directors and a 50% update for counties with part-time directors.     

All EOP update submissions must include the appropriate Transmittal Sheet, signed by the County Emergency Management Director, and a current signature page from the body of the annex.  At a minimum, the signature page must include the signatures of the County Emergency Management Director and that of the County Board Chair, County Executive or Administrator as applicable. The County Emergency Alert System (EAS) plan will be an attachment to Annex B, Communications and Warning. 


1.12 All County LEPCs are required to annually update the EPCRA County-Wide Hazardous Materials / Strategic Plan in the first reporting period  of FFY 2004.  The Strategic Plan updates must be in accordance with I&G 09-01-02 regarding the Strategic Plan certification checklist.  This update shall include a properly executed Plan Transmittal Sheet and Plan Review Guide.

1.13 The County Hazard Analysis is a stand alone document and must be updated on an annual basis.  The update of the County Hazard Analysis shall incorporate by reference, or inclusion, the appropriate portions of the EPCRA County-Wide Hazardous Materials /Strategic Plan which details information regarding specific hazardous materials risks.  Update of the Hazard Analysis is a critical component of an all-hazards mitigation plan

1.14 Risk counties who are required to participate in Radiological Emergency Preparedness (REP) Planning will revise and update Risk Plans quarterly.  Ingestion counties will work with the WEM Planning Section to integrate ingestion plans into the county EOP.  Other required REP activities will be completed as directed on the plan of work.

1.15 All County LEPCs are required to make reasonable progress on the development of new off-site facility plans.  All certified planning facilities that are on the state database at the time the grant formula is determined, for which no off-site plan has ever been developed, must have a plan scheduled for completion on that year’s plan of work.   Plans to be developed must be listed by facility name in the appropriate six-month reporting period  on the Plan of Work form and the Plan Development Attachment sheet as provided in Information and Guidance Memo 09-03-02. All County LEPCs are encouraged to update all existing off-site facility plans annually.  County LEPCs should update off-site facility plans on no less than a minimum 4-year update cycle.

Actual plan development and plan update numbers will be negotiated between the Regional Director and the County LEPC.  All new plan submissions and plan updates shall include a properly executed Plan Transmittal Sheet and Plan Review Guide.

1.16 In the Plan of Work, Counties should list other local planning activities as applicable to reflect a complete scope of emergency planning. This should include, but is not limited to, such items as development or updates of all-hazard mitigation plans, municipal plans, individual agency plans, RACES/ARES Plans, Hydroelectric Facility Plans, EPCRA Facility On-Site Plans, or the plans for the development of local HazMat Response Teams.

2. Training

2.10 New county Emergency Management Directors are required to attend and complete the New Directors Educational Series as negotiated with the Regional Director in the Plan of Work.

2.11 All emergency management employees are encouraged to complete any of the currently available FEMA independent study courses.  FEMA correspondence courses may be downloaded and test results submitted online at www.fema.gov/emi/crslist.htm.  

2.12 It is required that every EMPG-supported employee completes at least one (1) emergency management training course in 2004.   Courses that WEM will offer in FFY 2004 are outlined in the Training Calendar, and should be noted on the Plan of Work form, under the Training Section.  Those counties that are developing an all-hazards mitigation plan are required to attend one of the hazard mitigation planning workshops to be conducted in FFY-2004. In addition to the courses that are listed, additional training may be offered by WEM as new courses are developed, made available, or requested.

2.13 Counties are encouraged to provide a listing of any local training initiatives, either received or offered, as part of the Plan of Work under the Training Section.  These could include, but are not limited to, such things as tornado spotters training, terrorism, school safety training, Flood Insurance Workshops, Hazard Mitigation Workshops, specialized Law Enforcement, Fire or EMS training, First Aid, and CPR, as well as local hazmat training.

Counties who participate in plume pathway planning for nuclear power plants are required to complete the following training in accordance with NUREG-0654:

-Emergency Worker

-Emergency Operations Center Staff

-Reception Center Staff

-Shelter Center Staff

-Radiological Officer

-Emergency Alert System Training

-Communications Officer and/or Dispatch Training

-Traffic and Access Control Worker Training

-Transportation Worker (Bus Driver) Training

-MS-1 Facilities and Transportation Training

2.14 Every effort should be made by the Counties to recruit participants for WEM-sponsored courses from all areas of the Emergency Management community.  Specific course listings are provided in the Training Calendar and the Plan of Work forms.

2.15 Anticipated attendance at EMI courses by Emergency Management Directors, as well as by local officials, should also be noted in your Plan of Work.  Submit your application form FEMA 75-5 at least 120 days prior to the EMI course you wish to attend.  Application forms are available from your Regional Director.

3. Exercising

3.10 FFY 2004 is the first year of a four (4) year exercise cycle.  In order to meet requirements, the Plan of Work for FFY 2004 will require counties to exercise their EOP.  This will be accomplished in accordance with the four-year exercise cycle and concentrates on tabletop, functional and full-scale exercises and in accordance with Information & Guidance Memo(I&G) 08-01-99.

Counties involved in terrorism planning are encouraged to develop a specific terrorism exercise program to test and validate the county anti-terrorism plan.  Reporting will be in accordance with WEM I&G Memo 08-01-99.

The EPCRA 4-year exercise cycle requirements are defined in I&G Memo 08-01-99.  County directors and service chiefs, elected officials, as well as members of the LEPC should actively participate in all exercises applicable.

3.11 Counties that conduct a full-scale or functional exercise that meets WEM standards may also seek EPCRA credit if the exercise meets the requirements as set forth in I&G Memo 08-01-99.

3.12 To comply with the 4-year exercise cycle for FFY 2004 to FFY 2007, each county is required to hold at least one full-scale exercise and one functional exercise during the 4-year period.  In addition, at least two tabletop exercises are required each year of the four-year cycle.

To comply with EPCRA requirements, each County is required at a minimum to conduct two tabletop and one full-scale or functional exercise per 4-year cycle.

3.13 Each of the twelve (12) major EMERS elements is divided into one or more sub-elements, and exercises should be developed in a manner that will incorporate as many of these sub-elements as possible and practical.  The ultimate goal in developing a comprehensive local exercise program should be to exercise not only all twelve (12) of the major elements of the EMERS, but each of the related sub-elements over the course of the 4-year cycle.

3.14 Each full-scale exercise must include realistic activation of the Emergency Operations Center (EOC) or the Primary Command and Control Center as well as exercise of the Direction and Control and Warning functions for all functional and full-scale exercises.  Realistic activation means to exercise and evaluate the operational capability of the EOC or the primary command and control center as it would be used during an actual emergency.

3.15 FEMA exercise credit is available for those counties that participate in an exercise with a nuclear power plant, providing that they are directed to activate their Emergency Operations Centers and implement their REP Plan requirements.  Additionally, affected counties should report MS-1 facility and transportation drills, off-site notification drills, and communication drills.

3.16 Counties are to follow Information and Guidance (I&G) Memo 08-01-99 for the development and execution of exercises, including notification of intent to conduct an exercise thirty (30) days prior to the exercise date.
3.17 The Regional Directors as well as the Exercise Training Officer and other central staff are available to assist in exercise development.  All County exercises should be developed for specific local potential disaster situations as identified in the local hazard analysis.

3.18 All exercise information shall be sent to the Regional Office on the Emergency Management Exercise Reporting System (EMERS) form, also known as FEMA Form 95-44.

Additionally, all other required documentation as outlined in Information and Guidance Memo 08-01-99 shall be submitted to the Regional Office within the required time frames.  Exercise documentation must be submitted to the Regional Office within ninety (90) days of completion of the exercise in order to receive exercise credit.

3.19 Counties seeking exercise credit for an actual occurrence, must submit an EMERS form to the Regional Office, including supporting documentation, within 90 days of the conclusion of the emergency response effort.

4. Outreach

4.10 A continued emphasis will be placed on the expansion of public education and emergency information activities.  All program participants will develop a comprehensive Tornado Awareness Campaign which will include, at a minimum, at least three (3) of the following types of activities:

1. Print Media Articles

2. Broadcast Media Appearances

3. Public Service Announcements (PSA’s)

4. School Visits

5. Speaking Engagements

6. Brochure Distribution

Counties involved in plume pathway planning for nuclear power plants are required to participate in media information days or media mailings in accordance with NUREG-0654.

Program participants are encouraged to incorporate a mitigation element into public education and emergency information activities.

4.11 All EMPG supported counties with a full-time director shall identify and conduct one additional Public Education Campaign.  The topic of the second campaign will be determined by the individual County, based upon local needs.  The second campaign shall include, at a minimum, three (3) of the six (6) types of activities as noted in Section 4.10 above.

4.12 All County LEPCs receiving EPCRA Grant funds shall conduct an EPCRA Outreach Campaign.  Methods used in the outreach effort should be noted in the bi-annual report.

4.13 All County LEPCs are required to publish the EPCRA Annual Notice of Public Availability, as required in Section 324 of the Federal Act, and as noted in SERB Information and Guidance Memo 11-01-90.

4.14 Verification of public education activities is required.  Copies of print media articles, PSA scripts and related materials should be retained at the local Emergency Management Office.  A narrative summary of all Public Education and Emergency Information activities shall be submitted with each bi-annual  report.  Existing state and federal materials can be utilized, and may be modified to reflect local needs.

5. Program Administration

5.10 All directors must attend scheduled regional meetings unless specifically excused.

Local Emergency Planning Committees receiving EPCRA Grant funding are required to meet during the grant year and hold a minimum of four (4)  meetings  with additional meetings at the call of the LEPC Chair, unless otherwise negotiated with the Regional Director.  Copies of LEPC agendas and meeting minutes must be submitted to the appropriate Regional Office.

5.11 Those counties intending to receive EMPG and/or EPCRA funding must submit letters of intent, applications, reports, and billings within designated time frames.  These requirements are established on the Plan of Work and referenced in the grant policy.  EMPG billings and  progress reports will be on a bi-annual  basis and are due in the Regional Office within ten (10) working days after the close of each six month reporting period.
5.12 The bi-annual  Plan of Work Progress Report covering EPCRA and/or EMPG accomplishments must be submitted in order to effect the processing of EMPG claims.

Failure to submit the bi-annual  report within ten (10) working days after the close of the 6 month reporting period  will delay processing of any payments and may result in a recommendation for the loss or the withholding of EMPG or EPCRA funds.

5.13 When the state obtains a Presidential Emergency or Presidential Major Disaster Declaration, the affected counties may  have to amend their Plan of Work to accommodate the administrative requirements of the declaration.

5.14 As part of the annual Plan of Work, Counties are required to certify LEPC Administrative Requirements.  This includes certification of the existence and/or modifications to the following:

· LEPC By-Laws

· Appointment of Designated Emergency Coordinator

· Appointment of Coordinator of Information

· Appointment of Officers

· Procedures for Establishing 311 and 312 Files

· Procedures for Establishing 304 Report Files

· Procedures for Receiving and Processing Public Requests

· Procedures for LEPC Notification of a Release

· Procedures for Review of HazMat Response Expenditures

· Update of the LEPC Membership List

· Designation of LEPC Inspector

The documents that set out these administrative requirements must be on file at the appropriate Regional Office, and at a minimum, must be reviewed annually.

Any modifications or updates to these documents must be noted in the Plan of Work and submitted with the  progress report, or within the reporting period  in which the changes or corrections were made.

LEPC membership updates shall be submitted whenever new appointments are made, as per Information and Guidance Memo 10-03-01.

5.15 County LEPCs are required to review and submit corrections to the state database when made available.  Database reviews should include chemical information for both planning and reporting facilities.  Corrections should note additions or deletions in accordance with SERB Information and Guidance Memo 08-02-94.

5.16 County LEPCs shall pursue local compliance actions as necessary, and if deemed appropriate, compliance referrals will be made to WEM.  The LEPC will assist WEM compliance staff in compliance actions as requested.

5.17 County LEPCs are required to take all actions necessary to insure the implementation of the local emergency response plan in the event of a spill or release.

6. Local Program Initiatives

6.10 A complete list of local programs will provide the state and federal government with the ability to conduct a review of the breadth and scope of specific County/Municipal emergency management programs.  The County should list local program initiatives that enhance and give a complete picture of the overall emergency management program.  These should be areas or programs where the County does considerable planning, developmental work, or holds regular meetings.

Counties involved in plume pathway planning for nuclear power plants must perform inspections, operational checks, calibrations, and drift checks of all radiation detection instrumentation in accordance with Department of Health and Family Services—Radiation Protection Unit instrumentation and dosimetry policies. In addition, these counties must work with the nuclear utility to maintain alert and notification systems for the 10-mile emergency planning zone.  This includes monthly siren operability tests and routine checks of tone alert radios and other special notification systems.

6.11 Counties interested in applying for a Planning or Project Grant under the Pre-Disaster Mitigation (PDM) program, Flood Mitigation Assistance (FMA) Program or the Hazard Mitigation Grant Program (HMGP), will be required to submit the application within the specified deadlines.   Counties receiving a grant are required to submit quarterly reports and proper documentation for requesting reimbursement.  Only those counties or communities with a WEM and FEMA approved Flood Mitigation Plan are eligible to apply for a FMA Project Grant.  Counties or communities receiving a HMGP Project Grant will be required to develop an all-hazard mitigation plan.  Beginning November 1, 2004, only those counties or communities with a WEM and FEMA approved all-hazard mitigation plan will be eligible to receive a PDM or HMGP Project Grant.

6.12 Counties interested in applying for an HMEP Planning Grant should list it under Local Program Initiatives section.  Grant application information will be made available through WEM

.
6.13  Verifications of listed local program initiatives should be retained at the local emergency management office.  A summary of local program initiatives should be included as a part of the written narrative submitted with each bi-annual  report. 

Additional Instructions:

Work activities for the fiscal year are to be listed under each functional area.  The work period  of the fiscal year in which the work activity will be carried out must be listed in the space provided.  Space is provided on the right side of the form to report on the status of the listed work activity or to note when the project was completed and submitted to the Regional Office.

The cover page with the appropriate signatures must be used when submitting the original annual Plan of Work.  When the POW form is used as a bi-annual  progress report, signature blocks are provided on a separate form for each of the six month work periods  at the end of the Plan of Work document.  Bi-annual  progress reports submitted without the signature of the Chief Executive and County Director will be considered invalid, and approval of work activity credit will be held until the signature page is properly executed.

The Plan of Work/Progress Report and narrative statement must identify work period  goals in measurable terms (numbers, amounts, times, dates).  A written explanation must be given for each work element listed in a given work period. .  This explanation needs to provide the date that the work element was completed and/or submitted to the Regional Office for review, or the date a meeting was held or attended.

The annual Plan of Work agreement shall be submitted to your Regional Director for regional review and concurrence.  Additions, amendments, corrections and deletions may be handled by correspondence, telephone or with an on-site visit with final submission to your Regional Director no later than October 10, 2004
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