ORDINANCE NO. 2020-005

AN ORDINANCE OF THE TOWN OF SOUTHWEST RANCHES,
FLORIDA, AMENDING ORDINANCE 2002-005 AND THE TOWN’'S
COMPREHENSIVE EMERGENCY MANAGEMENT PLAN (CEMP) AND
ADOPTING A NEW CONTINUITY OF OPERATIONS PLAN (COOP) IN
ORDER TO MINIMIZE HUMAN AND PROPERTY LOSSES AND TO
PRESERVE THE CONTINUANCE OF THE TOWN'S MUNICIPAL
ESSENTIAL OPERATIONS IN THE EVENT OF A NATURAL OR MAN-
MADE DISASTER; AUTHORIZING THE MAYOR, TOWN
ADMINISTRATOR, AND TOWN ATTORNEY TO APPROVE THE
PLANS; AND PROVIDING AN EFFECTIVE DATE.

WHEREAS, Section 252.36(b)(2), (3)(c), Florida Statutes, Emergency Powers of
the Governor, states an executive order or proclamation of a state of emergency shall
identify whether the state of emergency is due to a disaster, and

WHEREAS, Chapter 252.38 of the Florida Statues states that municipalities may
establish emergency management plans in conformance with Federal, State, and County
plans; and

WHEREAS, the Town’s Comprehensive Emergency Management Plan (CEMP) is
to serve as a guide to be followed by the Town when a disaster is declared on a federal,
state, or local governmental level, and

WHEREAS, on June 13, 2002, the Town’s first CEMP was approved and adopted
by the Town Council via Ordinance 2002-005; and

WHEREAS, the Town’s COOP is designed to establish policy and guidance of
essential roles to ensure the continued execution of Town functions are performed in the
event of a disaster; and

WHEREAS, this Ordinance amends the CEMP and adopts the new COOP plan in
an effort to minimize the loss of human lives and property; and

WHEREAS, all future modifications to the CEMP and the COOP shall be made by
Resolution.

NOW, THEREFORE, BE IT RESOLVED BY THE TOWN COUNCIL OF THE
TOWN OF SOUTHWEST RANCHES, FLORIDA:

Section 1: Ratification. That the foregoing “WHEREAS" clauses are hereby
ratified and confirmed as being true and correct and are hereby made a specific part of
this Ordinance.

37048941.1



Section 2: Designation of Emergency Director. The Town Administrator is
hereby designated as the Town’s Emergency Director and is hereby granted the authority
to create and implement disaster plans for the Town and to declare a “State of Local
Emergency” in the event of an emergency affecting the limits of the Town of Southwest
Ranches, when the Administrator, in his or her sole judgement determines that the
magnitude and extent of damages will necessitate outside assistance.

Section 3: Grant of Authority. The Town Administrator is granted such
authority as may be necessary to direct and coordinate the development of the
emergency management mitigation, preparedness and response operations, as well as
performance of public work and to take such actions as may be deemed necessary and
appropriate to protect the safety, health and welfare of the residents.

Section 4: Authorization. The Town Council hereby authorizes the Mayor,
Town Administrator, and Town Attorney to approve the CEMP and COOP plans in the
same form as that attached hereto as Exhibit A and B in order to effectuate the intent of
this Ordinance.

Section 5: Effective Date. This Ordinance shall take effect immediately upon
its adoption.

PASSED ON FIRST READING this 11t day of June 2020 on a motion

made by Council Member Jablonski and seconded by Council Member Hartmann.

PASSED AND ADOPTED ON SECOND READING this 25" day of June, 2020, on

a motion made by Council Member Jablonski and seconded by

Vice Mayor Schroeder.

[Signatures on Next Page]



McKay Ayes o)
Schroeder Nays Foa
Amundson Absent o
Hartmann

Jablonski

Approved as to Form and Correctness:

Keith’ﬁ%/

own Attorney
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EXHIBIT A

Town of Southwest Ranches
COMPREHENSIVE EMERGENCY
MANAGEMENT PLAN

(CEMP)




INTRODUCTION

The Southwest Ranches Comprehensive Emergency Management Plan (CEMP) establishes a
framework for the Town and contracted partners to plan the actions needed to protect the welfare of the
community from the effects of emergencies and disasters. The procedures establish a framework for
emergency planning, response to and rapid recovery from any emergency or disaster which could
affects the Town.

PURPOSE

The purpose of this CEMP is to serve as a guide to be followed by the Town when a disaster is
declared on a Federal, State, or Local governmental level. The procedure is expanded in the Town
of Southwest Ranches Comprehensive Emergency Operations plan (CEOP) which describes how the
Town will manage and coordinate resources and personnel during periods of major emergency. This
plan focuses on the roles of personnel and actions that must be implemented prior to, during and after
an emergency occurs.

Continuity of government issues will be addressed in compliance with the Town of Southwest
Ranches Continuity of Operations (COOP) Plan.

Examples of emergencies that will cause activation of this procedure are; natural or environmental
disasters; acts of war or terrorism; nuclear; biological; or radiological incidents, pandemics or any
other event of a catastrophic or cataclysmic nature that may constitute a disaster and require
appropriate community response.

POLICY

This procedure provides a breakdown of responsibilities which will include the duties of Mayor and
Council, the Town Administrator, Town Staff, and contracted partners during emergency situations.
The plan provides an overview of the Town of Southwest Ranches Emergency Management protocols
and Emergency Operations.

The Town of Southwest Ranches has a total staff of 15 employees and have outsourced services
including Code Enforcement (J.A. Medina LLC), Building Department (CAP Government Inc.), Police
and Fire (Town of Davie) and the Southwest Ranches Volunteer Fire Department. All Town Staff are
considered “essential” in the event of a disaster and the details of their respective duties are outlined in
the CEOP.

This procedure attempts to define clearly who does what, when, where, and how, along with the
legal authority to act, in order to mitigate, prepare for, respond to, and recover from the effects of
natural disaster, technological accidents, and other major incidents.

This procedure shall be a guide for the Mayor, Town Council and the Town Administration and Staff
in the event of a declaration of emergency by Federal, State and/or Local governments, resulting from
any of the following causes such as natural or environmental disasters, acts of war or terrorism, nuclear,
biological or radiological events, or any other event of a catastrophic or cataclysmic nature.

The level of response will be determined for each incident based on the severity of the incident.
This decision will be based on information from Broward County EOC, Town of Southwest Ranches
Administration, and staff reports.
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PERSONNEL POLICY

The Town Administrator or designee will appoint or assign Town staff members and/or
contractors to manage any and all circumstances involving intra-governmental or inter-governmental
matters or relations, relating to an emergency and non-emergency nature as may be necessary. The
Town Administrator, or designee, shall determine the need for additional governmental resources and
personnel as required by the magnitude of the event or emergency.

The following is a summary of the staff functions for the Town of Southwest Ranches. Details of
operations for mitigation, activations and recovery are outlined in detail in the Towns CEOP.

SUMMARY OF RISKS

The Town of Southwest Ranches is exposed to many hazards, all of which have the potential
- for disrupting the community, causing damage, and creating casualties. Possible natural hazards
include hurricanes, floods, tornadoes, and forest and brush fires. There are also threats of incidents
from such sources as nuclear, biochemical, or conventional attacks. The Town of Southwest Ranches
is close to the flight path of the Fort Lauderdale/Hollywood International airport. Other disaster
situations could develop from a hazardous materials accident, brushfire, nuclear power plant accident,
major transportation accident, terrorism, active shooter or other types of civil disorder.

LOCAL GOVERNMENT RESPONSIBILITIES

1. In order to protect life and property from the effects of emergencies, local government is
responsible for all emergency management activities. When operating under such conditions, the
Town of Southwest Ranches will utilize all available resources from within the Town, including
voluntary and private assets.

2. Ifthe emergency exceeds Town of Southwest Ranches capabilities to respond, assistance will be
requested from other jurisdictions and the Florida Division of Emergency Management (FDEM).
Upon a Presidential declaration, assistance as requested by the State, Broward County will make
requests to the State on behalf of the municipalities.

3. Consistent with the commitment to comprehensive emergency management, this plan addresses
‘major emergency situations that may develop in the Town other than those for which the military is
primarily responsible. It outlines activities that address mitigation, preparedness, response and
recovery. The plan emphasizes the capabilities of the Town of Southwest Ranches to respond and
accomplish short-term recovery. ‘

4. The Town of Southwest Ranches, in coordination with the county and other municipal governments,
will cooperate to the fullest extent with all applicable agencies in coordination for emergency
operations and the NIMS emergency response system.

5. The Town of Southwest Ranches will commit services and resources in order to save lives and
protect property. Therefore, all persons assigned to the MEOC will have the authority to commit
all of the Town’s resources.

6. Inaddition to Town staff, response agencies consist of Davie Police and Fire Departments who have
contracted with the Town of Southwest Ranches to provide such services and the Southwest Ranches
Volunteer Fire Department.

7. The Town communicates with Broward County through WebEOC and will have a presence at the
Broward EOC in Plantation in the event of a disaster.

8. Additional needs may be met by other local governments, agencies and/or organizations through
mutual aid or MOUs. After these sources have been exhausted, additional resources will be
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requested from FDEM and other agencies via Broward County.

9. The Public Information Officer (PIO) in concert with the Emergency Manager, Town
Administrator, or designee, will coordinate the release of all emergency information.

10.If a department requests functional support from another agency or organization, assigned
personnel and resources will be coordinated by the agency through WebEOC.

DIRECTION AND COORDINATION

1. The person responsible for emergency management within the Town of Southwest Ranches will
be the Town of Southwest Ranches Town Administrator, to be known as Incident
Command. Incident Command provides direction to the Emergency Manager and may assign
duties to the Emergency Manager as he/she deems appropriate.

2. The Emergency Manager or designee will coordinate the efforts of Section Chiefs responsible for
plan development of Standard Operating Procedures (SOP’s) and major revisions. The
plan will be reviewed annually before June 1 and revisions completed, as necessary.

3. All Town of Southwest Ranches staff are considered essential. The Emergency Manager
provides direction and coordination for the MEOC. If required, emergency operations will be
conducted within the MEOC. Either full or partial activation may be required based on the severity
of the emergency situation. However, if the situation warrants, the Town of Southwest Ranches
Emergency Manager may request that the agency or organization with ESF responsibility report to
the site of the emergency.

4. As required, the combined communications systems of the Town of Southwest Ranches, and (as
available) other town/county emergency response agencies will be utilized to ensure communication
with appropriate agencies and organizations.

5. Upon Declaration of a State of Emergency by the Governor, State resources may be obtained
under the auspices of the Florida Division of Emergency Management (FDEM) as transmitted
through the Broward County warning point.

PHASES OF EMERGENCY MANAGEMENT
MITIGATION: Activities that may prevent the occurrence of an emergency or reduce the
community’s vulnerability and/or minimize the adverse impact of disasters or emergencies. A
preventable measure, for instance, is the enforcement of local building codes to minimize such
situations.
PREPAREDNESS: Activities that exist prior to an emergency to support and enhance disaster
response. Planning, training, exercises, community awareness and education are among such
activities.
RESPONSE: Activities that address the immediate and short-term effects of an emergency or
disaster. Response activities help to reduce both casualties and damage, and speed recovery.
Response activities include use of the Nationwide Incident Management System (NIMS) for
direction and coordination, Resident warnings, evacuation and other similar operations.
RECOVERY: Activities involve restoring the community to a normal state.
* Short Term Recovery includes damage assessment and the return of vital functions,
such as utilities and emergency services, to minimum operating standards.
* Long Term Recovery includes the return of all government and governmental services
to normal operations at their pre-disaster levels. When rebuilding and re-location is
necessary due to damaged property, long-term recovery activities may continue for years.
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ORGANIZATION AND ASSIGNMENT OF RESPONSIBILITIES
The Emergency Manager, and/or other personnel as assigned to their ESF position is responsible
for the following:
1. Assist in development and coordination of staff’'s emergency roles to ensure necessary
planning;
2. Brief and train staff and volunteers as well as conduct periodic exercises to
evaluate support function responsibilities;
3. Manage the Municipal EOC for operational readiness;
4. Coordinate issues with other municipal emergency management agencies, Broward
County Office of Emergency Management (BEMA), FDEM, Davie PD and Fire Rescue,
SWR Volunteer Fire Department and other emergency response organizations;
5. Maintain a list of all agency contacts including cellular, home telephone, fax, and
pager numbers; |
6. Provide requested assistance in creation of Policies and Procedures for all ESFs;
7. Update, maintain and distribute this plan and all major revisions to agencies and
organizations contained on the distribution list;
8. Advise Town of Southwest Ranches officials, and agencies with ESF responsibilities
on the nature, magnitude, and possible effects of an emergency
9. Develop and maintain the ESF and appropriate Policies and Procedures in conjunction
& cooperation with the Emergency Manager and other supporting agencies;
10. Assign agency and organization personnel with emergency authority to work on
planning, mitigation, preparedness and response issues and commit resources;
11. If needed, negotiate and prepare MOU’s impacting the specific ESF, in cooperation
with the Emergency Manager or designee; and
12. Detailed records of expenditures are required by all agencies and organizations
responding to a disaster for possible reimbursement, such as through an authorized
federal declaration.

NATIONWIDE INCIDENT MANAGEMENT SYSTEM (NIMS)

It is the policy of the Town of Southwest Ranches to adopt and utilize the NIMS system. All
Departments will adopt, provided training for and utilize the NIMS system during emergency
operations. This includes implementation of a modular command structure and sectoring of
responsibilities as necessary.

INTRODUCTION
NIMS is designed to coordinate the use of resources from different agencies (both public and private)
and allow them to meld into a single seamless organization.
Benefits of this concept include:
e Consistency in team and agency functions
Efficiency of communications in emergency operations
Common terminology
Unified command structure
Consolidated action plans
Manageable span of control
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RESPONSIBILITIES
It is the responsibility of the Emergency Manager to insure Compliance with NIMS. New employees
will have six months to complete the applicable NIMS courses to become NIMS compliant.

SUMMARY OF THE CONCEPT OF OPERATIONS

The Town of Southwest Ranches will utilize the National Incident Management System (NIMS), the
Incident Command System (ICS), and structured to the Broward Emergency Management Division
(BEMD) plan criteria as the basic operational framework to respond to emergency situations. At the
time of a disaster, the Town Administrator, Emergency Manager and other key staff will coordinate
operations from the Town Municipal Emergency Operations Center at Town of Southwest
Ranches Town Hall at 13400 Griffin Road. From this location the Town will coordinate and prioritize
field operations by its Operations, Logistic, Finance and Planning Sections, as well as coordinate
requests for County, State and Federal assistance to the Town with the Broward County Emergency
Operations Center.

ACTIVATION
LEVEL 1 - Full Scale Activation - In this activation, all primary and support agencies are
notified. The Town of Southwest Ranches will be staffed by Emergency Management personnel
and all Emergency Support Functions.

LEVEL 2 - Partial Activation - This is limited Department activation. All primary, or lead,
Emergency Support Functions are notified. The Town of Southwest Ranches Field Operations
Center will be staffed by Emergency Management personnel and necessary Emergency Support
Functions

LEVEL 3 - Monitoring Activation - Level 3 is typically a "monitoring" phase.

ROLES AND RESPONSIBILITIES

The Mayor or designee shall be the Town of Southwest Ranches official representative to the Federal,
State and Local government elected officials in all matters related to the Town’s Comprehensive
Emergency Operating Plan. The Town Council may be assigned to pre-establish areas of
responsibility within the Town of Southwest Ranches. The Town Administrator shall have overlapping
responsibilities and shall assist Council members in communicating relevant information to all
residents and businesses located within the geographical area of the Town as required by the
magnitude of the event or emergency.

AUTHORITY TO DECLARE EMERGENCY

Pursuant to F.S. Chapter 252, whenever there shall occur within the Town a natural or manmade disaster
or emergency, or the occurrence or threat of one that is imminent and requires immediate and
expeditious action, a state of emergency is declared by the Town Administrator or the Town Council.

CONTENTS OF DECLARATION
A. The state of emergency shall be declared by a resolution of the Town Administrator or the
Town Council, and the state of emergency shall continue until the Town Administrator or the
Town Council finds that the threat or danger no longer exists.
B. The state of emergency resolution shall provide the following:
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Specify the nature of the emergency.

. Designate by appropriate boundaries the area or areas affected.

3. The conditions which have brought the emergency about or which make possible its
termination.

4. Recite additional matter as is deemed necessary to effectuate the emergency powers
prescribed herein.

5. The Governor may request Federal assistance if a disaster occurs and the situation

exceeds the capability of the state to respond. Upon a Presidential Declaration,

federal disaster assistance is available.

DN —

EMERGENCY POWERS

Upon the declaration of a state of emergency, pursuant to this chapter, the Town Administrator
shall have the power to impose by authority and powers granted the Town under F.S. Chapter 252
as it now is or as it may be amended, necessary to protect the health, safety and welfare of the Town.

UNLAWFUL ACTS DURING EMERGENCY
It shall be unlawful to violate any order which is issued during an emergency when the order is
included in any proclamation of emergency and is issued for the purpose of protecting life and property.

ACTIVATION AND RESPONSE

LEVEL 3 - Monitoring Activation - Low- Guarded Condition

Mayor and Town Council members, Town Administrator and Emergency Manager shall monitor all
events of a potentially threatening nature prior to the establishment of a declared emergency or other
situation as may be necessary. The Town Administrator or designee may advise the Mayor and Town
Council of all situations that pose a potential danger ‘to the community or the governmental
organization. No other individual actions or activation of the Town of Southwest Ranches is required
at thistime.

LEVEL 2 - Partial Activation - Elevated to High Condition

Mayor and Town Council members shall monitor and prepare for events of a potentially threatening
nature prior to the establishment of a declared emergency or any other situation as may be necessary.
The Town Administrator or designee shall advise the Mayor and Town Council of all incidents that
pose a potential or imminent danger to the community or the government. The Mayor and Council shall
communicate with the Town Administrator or designee regarding the status of the Town of
Southwest Ranches emergency preparedness activities. Limited activation of the Town of Southwest
Ranches may be necessary at this time.

LEVEL 1 - Full Scale Activation - Severe Condition

The Town Administrator or designee shall advise the Mayor and Town Council of all activities
underway within the Town of Southwest Ranches during the incident posing potential or imminent
danger to the residents and businesses within the community. The Mayor and Council shall
communicate with the Town Administrator or designee regarding the status of the Town of Southwest
Ranches emergency preparedness activities within their respective districts and other related issues. Full
activation of the Town of Southwest Ranches MEOC and public safety response shall continue as

necessary.
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RECOVERY - Post Incident

The Town Administrator or designee shall advise the Mayor and Town Council of all post-incident
activities underway within the Town of Southwest Ranches posing potential or imminent danger to
the residents and businesses within the community. The Mayor and Council shall communicate with
the Town Administrator or designee regarding the status of the Town of Southwest Ranches
emergency preparedness activities in their respective districts and other related issues. Full activation
of the Town of Southwest Ranches Field Operations Center and public safety response shall continue
as necessary. When appropriate the Town Administrator or designee shall provide a “snapshot” of the
Town of Southwest Ranches post-incident status. The Town PIO or designee shall coordinate all public
announcements or messages provided to the community.

TOWN ADMINISTRATOR OR DESIGNEE AND/OR EMERGENCY MANAGER

POLICY

This procedure shall be a guide for the Town Administrator or designee and/or Emergency
Manager in the event of a declaration of emergency by Federal, State and/or Local governments,
resulting from any of the following causes: natural or environmental disasters; acts of war or terrorism;
nuclear, biological or radiological events; or any other event of a catastrophic or cataclysmic nature.

PERSONNEL POLICY

All Town staff shall have access to and have knowledge of contents and materials within this
emergency management procedure. As a component of this procedure and the CEOP, the Town
Administrator will direct the Emergency Manager to maintain a current hurricane policy which
shall serve as a guide within the Emergency Support Functions that they are responsible for during
hurricane season. The hurricane policy will contain an overview of storm categories, including all
appropriate definitions of storm watches and warnings. It will also include specific duties and
responsibilities related to the levels of activation and the response alert system. The response alert
process will include certain responsibilities which are required to be performed during these
specific phases to insure Department/function readiness.

Staff may be assigned to emergency duty by the Town Administrator, or designee, and/or
Emergency Manager in the event of a critical incident, disaster or other such emergency
situation. It is the staff member’s responsibility to be prepared to respond in emergency situations. Staff
is responsible for providing all current personal contact information to the office of the Town
Administrator for the purpose of contact during emergency situations. The Town Administrator or
designee or Emergency Manager will communicate to Town Staff what their responsibilities are during
critical incident, disaster or other such emergency situation. These responsibilities will follow a
channel of communication based on assignment of Emergency Support Functions.

EMERGENCY CONTACT LIST

It is the responsibility of the Emergency Manager to have available for Town Staff an emergency
contact list of all key Town personnel who are to be notified in emergency situations, including
emergency contact numbers of the Mayor and Town Council.

It shall be the responsibility of the Town Administrator, or PIO, to serve as a point of communication
between Mayor and Town Council and Emergency Manager if necessary, during the response planning
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stage, actual deployment of personnel during field operations, and post incident communications.

ACTIVATION AND RESPONSE

LEVEL 3 - Monitoring Activation - Low to Guarded Condition

The Town Administrator, or designee and/or Emergency Manager shall monitor all events of a
potentially threatening nature prior to the establishment of a declared emergency or other situation as
may be necessary. The Town Administrator or designee may advise the Mayor and Town Council of all
situations that pose a potential danger to the community or the governmental organization. No other
individual actions or activation of the MEOC is required at this time.

LEVEL 2 - Partial Activation - Elevated to High Condition

The Town Administrator, or designee and/or Emergency Manager shall monitor events and prepare
for response by the Town Section Chiefs as defined by the declared emergency or other situation as
may be necessary. The Town Administrator shall have the authority in conjunction with the Federal,
State and Local government to declare an emergency when required for full activation of response.
The Town Administrator, or designee, shall advise the Mayor and Town Council of the status of
all activities undertaken by the Town of Southwest Ranches in preparation or response to a potential
or imminent danger to the community or the government. The Town Administrator shall communicate
with the Mayor and Council regarding the status of the Town of Southwest Ranches emergency
preparedness activities and or related issues. Full activation of the Town of Southwest Ranches MEOC
may be necessary at this time.

LEVEL 1 - Full Scale Activation - Severe Condition

The Town Administrator, or designee and/or Emergency Manager shall oversee all activities during
the active incident as may be necessary. The Town Administrator or designee shall advise the Mayor
and Town Council of all activities underway within the Town of Southwest Ranches during the incident
posing potential or imminent danger to the residents and businesses within the community. The Town
Administrator, or designee, shall communicate with the Mayor and Council regarding the status of the
Town of Southwest Ranches emergency preparedness activities within their respective districts and
other related issues. Full activation of the Town of Southwest Ranches MEOC and public safety
response shall continue as necessary.

RECOVERY - Post Incident

The Town Administrator, or designee and/or Emergency Manager shall oversee the post-incident phase.
The Town Administrator or designee and/or Emergency Manager shall advise the Mayor and Town
Council of all post-incident activities underway within the Town of Southwest Ranches posing potential
or imminent danger to the residents and businesses within the community. The Town Administrator
shall communicate with the Mayor and Council regarding the status of the Town of Southwest Ranches
emergency preparedness activities. Full activation of the Town of Southwest Ranches MEOC and
public safety response shall continue as necessary. When appropriate, the Town Administrator or
designee and/or Emergency Manager shall be prepared to provide an overview of the Town of
Southwest Ranches post-incident status. The Town PIO shall coordination and dissemination of all
public announcements or messages provided to the community.
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SECTION RESPONSIBILITIES

ROLES AND RESPONSIBILITIES

The Section and Branch Chiefs of the Emergency Service Functions (ESF) or designees which
are outlined in this procedure are responsible for coordinating and directing resources and staff required
responding to a critical incident. Initially, the Chiefs will be the responsible authority to deal with

and handle the critical incident as necessary. Expanded information is located in the Town of Southwest
Ranches CEOP.

UNIFIED COMMAND

During an incident that requires activation of the Town of Southwest Ranches MEOC, the Town
Administrator will establish a Unified Command. This Unified Command consist of the Town
Administrator, Assistant Town Administrator/ PIO, and the Emergency Manager and will work
collectively to provide direction and guidance to all personnel and responding departments/agencies
involved in the incident. Through the process lead roles in handling phases of the situation may change.

The Unified Command will also provide direction and guidance to other responding Emergency
Service providers, Governmental agencies, and other responding emergency workers to establish
appropriate channels of communication based on situational requirements in field level operations.

EMERGENCY SERVICES

The Chief of the Fire Rescue Department or designee, who oversees the Fire Rescue response,
will maintain an emergency operations plan. This plan, either defined by policy or in place as procedure,
will guide the Fire Rescue response to issues within the Town. As a component of this emergency
operating plan, a current hurricane policy will be prepared which shall serve as a guide within this
Section during hurricane season. The hurricane policy will contain an overview of storm categories,
including all appropriate definitions of storm watches and warnings.

It will also include specific duties and responsibilities related to the levels of activation and the
response alert system. The response alert process will include certain responsibilities which are
required to be performed during these specific phases to insure Department/function readiness.

The Chief of the Fire Rescue Department, or designee, within the means provided by the Town,
will ensure that personnel assigned to this Section will be prepared and in a state of readiness to
respond to incidents that may arise, including natural or environmental disaster; acts of war or
terrorism; nuclear; biological or radiological incidents; or any other event of a catastrophic or
cataclysmic nature that may constitute a disaster and require appropriate response.

The Chief of the Fire Rescue Department, or designee, will maintain a channel of communication with
the Emergency Manager as necessary, to communicate and advise information concerning planning,
risk assessment and incident response. This information is crucial to communicating need for required
support, resources and any other significant needs that may arise during a critical incident.

For additional details or information, authorized individuals are to refer to the specific operational plan
or practice of this ESF function. Expanded information of ESF functions is located in the Town of
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Southwest Ranches CEQOP.

LAW ENFORCEMENT GROUP

The Chief of the Police Department or designee, who oversees the Law Enforcement Branch, will
maintain an emergency operations plan. This plan, either defined by policy or in place as procedure,
will guide the Law Enforcement response to issues within the Town. As a component of this plan, a
current hurricane policy will be prepared which shall serve as a guide within this Branch during
hurricane season. The hurricane policy will contain an overview of storm categories, including all
appropriate definitions of storm watches and warnings. It will also include specific duties and
responsibilities related to the levels of activation and the response alert system. The response alert
process will include certainresponsibilities which are required to be performed during these specific
phases to insure Department/function readiness.

The Chief of the Police Department, or designee, within the means provided by the Town, will ensure
that personnel assigned to this Branch will be prepared and in a state of readiness to respond to incidents
that may arise, including natural or environmental disasters; acts of war or terrorism; nuclear,
biological or radiological incidents; or any other event of a catastrophic or cataclysmic nature that
may constitute a disaster and require appropriate response.

The Chief of the Police Department, or designee, will maintain a channel of communication with
the Operation Section, as necessary, to communicate and advise information concerning planning, risk
assessment and incident response. This information is crucial to communicating need for required
support, resources and any other significant needs that may arise during a critical incident. The
Chief of the Police Department, or designee, will communicate all necessary information to the
Emergency Manager in order to assist them in the process of their duties and responsibilities of ESF
activities that overlap in function during response phase of this plan.

For additional details or information, authorized individuals are to refer to the specific \operational plan
or practice of this ESF function. Expanded information of ESF functions is located in the Town of
Southwest Ranches CEOP.

FINANCE SECTION

The Finance Director or designee, who oversees the Finance Section, will maintain an emergency
operations plan. This plan, either defined by policy or in place as procedure, will guide the Finance
Section response to issues within the Town. As a component of this emergency operations plan,
a current hurricane policy will be prepared which shall serve as a guide within this Section during
hurricane season. The hurricane policy will contain an overview of storm categories, including all
appropriate definitions of storm watches and warnings. It will also include specific duties and
responsibilities related to the levels of activation and the response alert system. The response alert
process will include certain responsibilities which are required to be performed during these specific
phases to insure Department/function readiness.

The Finance Section Chief, within the means provided by the Town, will ensure that personnel
assigned to this Section will be prepared and in a state of readiness to respond to incidents that may
arise, including a natural or environmental disasters; acts of war or terrorism; nuclear; biological or
radiological incidents; or any other event of a catastrophic or cataclysmic nature that may constitute
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a disaster and require appropriate response. This function will be responsible and will employ
measures to identify, acquire, and deploy the use of resources needed to respond to the pre and post
incident in order to provide support assistance, and/or resolve matters created by either man made or
natural disasters.

The Finance Section Chief, will maintain a channel of communication with the Emergency Manager
as necessary, to communicate and advise of information concerning planning, risk assessment and
incident response. This information is crucial to communicating need for required support, resources
and any other significant needs that may arise during a critical incident.

The Finance Section Chief, will communicate all necessary information to the Emergency Manager
in order to assist them in the process of their duties and responsibilities of ESF information that
overlap in function.

The Finance Section will include assistance and support from the Town of Southwest Ranches
Finance, and Legal Departments.

For additional details or information, authorized individuals are to refer to the specific operational plan
or practice of this ESF function. Expanded information of ESF functions is located in the Town of
Southwest Ranches CEOP.

PLANNING AND OPERATIONS SECTIONS

The Planning and Operations Section includes the support functions that includes measures to identify,
plan, and acquire the use of resources needed to anticipate, prevent, and/or resolve a threat, either
man made or by natural disaster. These responsibilities include all Town facilities, roads and right of
ways, Risk Management, Asset Management and Debris Management.

The Planning and Operations Managers or designee, will maintain an emergency operations plan. This
plan, either defined by policy or in place as procedure, will guide the Planning Section response to
issues within the Town. As a component of this emergency operations plan, a current hurricane
policy will be prepared which shall serve as a guide within this Section during hurricane season. The
hurricane policy will contain an overview of storm categories, including all appropriate definitions
of storm watches and warnings. It will also include specific duties and responsibilities related to the
levels of activation and the response alert system. The response alert process will include certain
responsibilities which are required to be performed during these specific phases to insure

The Planning Section and Operations Section Chiefs, within the means provided by the Town, will
ensure that personnel assigned to these Sections will be prepared and in a state of readiness to respond
to incidents that may arise, including a natural or environmental disasters; acts of war or terrorism;
nuclear; biological or radiological incidents; or any other event of a catastrophic or cataclysmic
nature that may constitute a disaster and require appropriate response. This function will be
responsible and will employ measures to identify, acquire, and deploy the use of resources needed to
respond to the pre and post incident in order to provide support assistance, and/or resolve matters created
by either man made or natural disasters.

The Planning Section and Operations Section Chiefs will maintain a channel of communication with
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the Emergency Manager as necessary, to communicate and advise information concerning planning,
risk assessment and incident response. This information is crucial to communicating need for required
support, resources and any other significant needs that may arise during a critical incident.

The Planning Section and Operations Section Chiefs will communicate all necessary information
to the Emergency Manager in order to assist them in the process of their duties and responsibilities
of ESF information that overlap in function.

For additional details or information, authorized individuals are to refer to the specific operational plan
or practice of this ESF function. Expanded information of ESF functions is in the Town of Southwest
Ranches CEOP.

January 1, 2020



EXHIBIT B

Town of Southwest Ranches

CONTINUITY OF OPERATIONS
PLAN

(COOP)

May 2020



Pursuant to Florida Statutes, Chapter 252.365: Emergency Coordination Officers;
disaster-preparedness plans, this Continuity of Operations Plan (COOP) establishes
policy and guidance to ensure the continued execution of the mission-essential functions
for the Town of Southwest Ranches in the event that an emergency threatens or
incapacitates operations, and requiring the relocation of selected personnel and functions
of Town Hall located at 13400 Griffin Road, Southwest Ranches Florida 33330 to:

1. Ensure the Town of Southwest Ranches is prepared to respond to emergencies,
recover from them, and mitigate their impact.

2. Ensure that the Town of Southwest Ranches is prepared to provide critical services
in an environment that is threatened, diminished, or incapacitated.

Scope

The COOP is intended as a flexible framework to guide the Town of Southwest Ranches
in managing all safety-security threats, emergencies and disasters. The COOP defines
the role and responsibilities of the Town’s staff in the event of adverse safety conditions
and/or natural or man-made emergencies.

The Town of Southwest Ranches must ensure its operations are performed efficiently
with minimal disruption, especially during an emergency. This document provides
planning and program guidance for implementing the Town’s Continuity of Operations
Plan and programs to ensure the organization is capable of conducting its essential
missions and functions under all threats and conditions.

Continuity personnel must establish an operational capability and perform Essential
Functions within 12 hours from the time of the activation of the Continuity Plan, for up to
a 30-day period or until normal operations can be resumed.

This document provides planning and program guidance for implementing the Town'’s
Continuity of Operations Plan and programs to ensure the organization is capable of
conducting its essential missions and functions under all threats and conditions. While
the severity and consequences of an emergency cannot be predicted, effective
contingency planning can minimize the impact on the Towns’ missions, personnel, and
facilities.

The overall purpose of Continuity of Operations planning is to ensure the Continuity of
the National Essential Functions (NEFs) under all conditions. The current changing threat
environment and recent emergencies, including acts of nature, accidents, technological
emergencies, and military or terrorist attack-related incidents have increased the need for
viable Continuity of Operations capabilities and plans that enable organizations to
continue their Essential Functions across a spectrum of emergencies. These conditions,
coupled with the potential for terrorist use of weapons of mass destruction, have
increased the importance of having Continuity programs that ensure Continuity of
essential government functions across the Federal Executive Branch.
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This Continuity Plan ensures the Town of Southwest Ranches is capable of conducting
its essential missions and functions under all threats and conditions, with or without
warning.

SITUATION OVERVIEW

According to NSPD 51/HSPD 20, it is the policy of the United States to maintain a
comprehensive and effective Continuity capability composed of Continuity of Operations
and Continuity of Government programs in order to ensure the preservation of our form
of government under the Constitution and the continuing performance of National
Essential Functions under ali conditions. Continuity requirements shall be incorporated
into daily operations of all Federal Executive Branch organizations.

Further, Continuity planning must be based on the assumption that organizations will not
receive warning of an impending emergency.

PLANNING ASSUMPTIONS
This Continuity Plan is based on the following assumptions:

¢ An emergency condition may require the relocation of staff members to
work at a remote location such as their homes or other temporary facility
such as a trailer that has been secured for this purpose.

o The Town will support staff members and the continuation of Essential
Functions by available communications and information systems within
12 hours or less from the time the Continuity Plan is activated, for
potentially up to a 30-day period or until normal operations can be
resumed

OBJECTIVES
The Town’s Continuity objectives are listed below:

1) Ensure that the Town can perform its Essential Functions, under all
conditions.

2) Reduce the loss of life and minimize property damage and loss.

3) Execute a successful Order of Succession with accompanying
authorities in the event a disruption renders the Town’s leadership
unable, unavailable, or incapable of assuming and performing their
authorities and responsibilities of the office.

4) Reduce or mitigate disruptions to operations.

5) Ensure that the Town has facilities where it can continue to operate
during a Continuity event.



6) Protect essential facilities, equipment, records, and other assets, in
the event of a disruption.

7) Achieve the Town’s timely and orderly recovery and reconstitution
from an emergency.

8) Ensure and validate Continuity readiness through a dynamic and
integrated Continuity Test, Training, and Exercise program and
operational capability.

SECURITY AND PRIVACY STATEMENT

This Continuity Plan is for Official Use Only. Portions of this Continuity Plan
contain information that raises personal privacy or other concerns, and those
portions may be exempt from mandatory disclosure under the Freedom of
Information Act (see 5 U.S.C §552, 41 CFR Part 105-60). It is to be controlled, stored,
handled, transmitted, distributed, and disposed of in accordance with and is not to
be released to the public or other personnel who do not have a valid “need to know”
without prior approval of the Town Administrator.

Some of the information in this Plan, if made public, could endanger the lives and
privacy of employees. In addition, the disclosure of information in this Plan could
compromise the security of essential equipment, services, and systems of the
Town or otherwise impair its ability to carry out Essential Functions. Distribution
of the Continuity Plan in whole or in part is limited to those personnel who need to
know the information in order to successfully implement the Plan.

The Town Administrator will distribute copies of the Continuity Plan on a need to know
basis. In addition, copies of the Plan will be distributed to other organizations as
necessary to promote information sharing and facilitate a coordinated interagency
Continuity effort. Further distribution of the Plan, in hardcopy or electronic form, is not
allowed without approval from the Town Administrator. The Town Administrator will
distribute updated versions of the Continuity Plan annually or as critical changes occur.

PHASE |I: READINESS AND PREPAREDNESS

The Town participates in Readiness and Preparedness activities to ensure its personnel
can continue Essential Functions in an all-hazard risk environment. The Town’s readiness
activities are divided into two key areas:

e Organization readiness and preparedness

o Staff readiness and preparedness



Organization Readiness and Preparedness

The Town has identified the following activities to undertake for each threat level.

Threat Condition Organization Potential Response

Criteria

Warns of credible, Activate the Town’s Continuity of
specific, and impending | Operations Plan.

Imminent Threat terrorist threat against

Alert the United States. Alert Town’s Emergency Response
Group.
Warns of credible non- | The Town reviews the Continuity of
Elevated Threat speqflc terror|§t threat Operations Plan and Procedures.
against the United The Town places the Continuity of
Alert States. own praces fhe Lontinuity

Operations Team on alert.

Staff Readiness and Preparedness

The personnel must also prepare for a Continuity event. Town personnel should plan in
advance what to do in an emergency and should develop a Family Support Plan to
increase personal and family preparedness. To develop your Family Support Plan, use
the templates available at www.ready.gov. This site includes a “Get Ready Now”
pamphlet, which explains the importance of planning and provides a template that you
and your family can use to develop your specific plan.

Town Continuity personnel have the responsibility to create and maintain go-kits.
Continuity personnel are responsible for carrying the kits to the Continuity Facility or pre-
storing the kits at the Continuity site. A sample of what items should be included in the
go-kits, but not limited to in are in the following table. The contents of each individual go-
kit should be reviewed by each staff member on an annual basis.

The roles of essential staff is located in Attachment A of the Continuity Plan.



Sample Go Kit
Laptop or Tablet, charger, jump drives - Town Continuity Plan

[ ] [ ]
e Government ID card ¢ Town Emergency Management Plan
e Driver’s license e Town Emergency Operations Manual
e Health insurance card (SOP’s)
¢ Vehicle Insurance o Toiletries :
e Personal charge card ¢ Bottled water and non-perishable
e Communication equipment food (i.e., granola, dried fruit, etc.)
e Town issued cell phone ¢ Insurance information
e Personal cell phone o Prescription drugs (30-day supply) &
e Hand-carried essential records Over-the-counter medications,
e Maps of surrounding area dietary supplements
e Other supplies needed for your job
function such as boots, cones, rain
gear, etc.

PHASE II: ACTIVATION

To ensure the ability to attain operational capability at Continuity sites and with minimal
disruption to operations, the Town has developed activation plans, which are captured in
the following sections.

Decision Process Matrix

Based on the type and severity of the emergency situation, the Town’s Continuity Plan
may be activated by one of the following methods:

1. The President may initiate Federal Executive Branch Continuity activation.

2. The Governor of the State of Florida declares a State of Emergency or Continuity
activation.

3. The Town Administrator, or designee, may initiate the Continuity Plan activation
for the entire Town based on an emergency or threat directed at the organization.

Continuity Plan activation is a scenario-driven process that allows flexible and scalable
responses to the full spectrum of emergencies and other events that could disrupt
operations with or without warning during duty and non-duty hours. Continuity Plan
activation is not required for all emergencies and disruptive situations since other actions
may be deemed appropriate. The decision to activate the Town’s Continuity Plan and
corresponding actions to be taken are tailored for the situation, based upon projected or
actual impact and severity that may occur with or without warning. Decision-makers may
use the below decision matrix to assist in the decision to activate the Continuity Plan.



Decision Matrix for Continuity Plan Implementation

Event With Warning ¢ Is the threat aimed at Town facilities or surrounding area?

» Is the threat aimed at Town dignitaries or personnel?

» Are employees unsafe remaining in facilities and/or area?

Event Without Warning ¢ Are the facilities affected?

o Are personnel affected? Have personnel safely evacuated or
are they sheltering-in-place?

o What are instructions from first responders?

» How soon must the organization be operational?

As the decision authority, the Town Administrator will be kept informed of the threat
environment using all available means including national/local reporting channels, and
news media. The Town will evaluate all available information relating to:

¢ Direction and guidance from higher authorities;
e The health and safety of personnel;

e The ability to execute Essential Functions;

e Changes in readiness or advisory levels;

o Intelligence reports;

e The potential or actual effects on communication systems, information
systems, office facilities, and other vital equipment; and,

o The expected duration of the emergency situation.
Alert and Notification Procedures

The Town Administrator is responsible for communicating and coordinating activities with
Town Council, Town Attorney and Town personnel before, during, and after a Continuity
event.

In the event normal operations are interrupted or if an incident appears immine'nt, The
Town will take the following steps to communicate the organization’s operating status with
all staff:

e The Town Administrator will notify Town Council, Town Attorney, Staff
and affective and interdependent entities of the Continuity Activation.
Information to be relayed will include Continuity activation status,



operational and communication status, and the anticipated duration of
relocation.

e The Emergency Manager will notify Broward County Emergency
Management of the Continuity activation. Information to be relayed will
include Continuity activation status, operational and communication
status, and the anticipated duration of relocation.

e Town personnel will notify family members, next of kin, and/or
emergency vendors and other contacts of the Continuity Plan activation.

Relocation Process

Upon activation, the Town Continuity personnel deploy to the assigned Continuity facility
to perform the Towns Essential Functions and other Continuity tasks.

Emergency procedures during duty hours with or without a warning are as follows:

o Continuity personnel will depart to the Continuity Facility from the Town
Hall or their current location.

¢ Individuals who are not Continuity personnel present at the Town Hall at
the time of an emergency notification will receive instructions from the
Town Administrator. In most scenarios, staff members will be directed to
proceed to their homes or to other Town facilities to wait for further
guidance.

Emergency procedures during non-duty hours with or without a warning are as follows:

e Each Continuity staff member will depart to the Continuity Facility from
his/her current location.

e Individuals who are not Continuity personnel will remain at their
residence to wait for further instructions.

In the event of an activation of the Continuity Plan, the Town may need to procure
necessary personnel, equipment, and supplies not already in place for Continuity
operations on an emergency basis.

PHASE lll: CONTINUITY OPERATIONS

Upon activation of the Continuity of Operations Plan, the Town will continue to operate at
Town Hall until ordered to cease operations by the Town Administrator. At that time,
Essential Functions will transfer to the Continuity facility. The Town must ensure that the
Continuity Plan can become operational within the minimal acceptable period within 12
hours of plan activation.



Town Continuity personnel must first prepare the site for activation. Upon arrival at the
Continuity facility, the advance team will:

o Ensure infrastructure systems, such as power and HVAC are functional;
PHASE IV: RECONSTITUTION OPERATIONS

During Continuity operations, Town staff must assess the status of the personnel, assets,
facilities, and infrastructure affected by the event.

Reconstitution procedures will commence when the Town Administrator or other
authorized person ascertains that the emergency situation has ended and is unlikely to
reoccur. These Reconstitution plans are viable regardless of the level of disruption that
originally prompted implementation of the Continuity of Operations Plan. Once the Town
Administrator has made this determination in coordination with other Federal and/or other
applicable authorities, one or a combination of the following options may be implemented,
depending on the situation:

e Continue to operate from the Continuity facility;
e Reconstitute Town Hall and begin an orderly return to the facility;

Prior to relocating to Town Hall or another facility, Town staff will conduct appropriate
security, safety, and health assessments to determine building suitability. In addition,
Town Staff will verify that all systems, communications, and other required capabilities
are available and operational and that the Town is fully capable of accomplishing all
Essential Functions and operations at the new or restored facility.

Upon verification that the required capabilities are available and operational and that the
Town is fully capable of accomplishing all Essential Functions and operations at the new
or restored facility, Town staff will begin supervising a return of personnel, equipment,
and documents to the normal operating facility or a move to another temporary or
permanent primary operating facility.

The Town will identify lessons learned, best practices, and improvement needs. This
includes developing an After-Action Report/Improvement Plan for the purposes of
summarizing the Reconstitution event; identifying opportunities to improve and enhance
the organization’s Continuity program, plans, and capabilities; and, developing an
approach to implementing improvements. The Town Emergency Manager has the
responsibility for initiating and completing the After-Action Report (AAR).



Direction, Control, and Coordination

During an activation of the Continuity Plan, the Town Administrator maintains
responsibility for direction and control of the Town. Should the Town Administrator
become unavailable or incapacitated; the organization will follow the directions of the
Assistant Town Administrator.

Communications

The Town has identified available and redundant critical communication systems located
at Town Hall and Continuity facility utilizing emergency cell phones and WebEQC, Code
Red and other social media when applicable.

All necessary and required communications and IT capabilities must be operational as
soon as possible following Continuity activation and, in all cases, within 12 hours of
Continuity activation.

Plan Development and Maintenance

The Emergency Manager is responsible for maintaining the Town’s Continuity of
Operations Plan.

This Continuity Plan, Essential Functions, and supporting activities will be reviewed by
The Town Administrator, Assistant Town Administrator and Emergency Manager and
updated by April 1st of each year as part of the annual maintenance of Continuity plans
and procedures. Comments or suggestions for improving this Plan may be provided to
the Emergency Manager at any time.

Authorities and References

the Continuity Plan should include operational checklists which is a simple tool that
ensures all required tasks are accomplished so that the organization can continue
operations at an alternate location. Checklists may be designed to list the responsibilities
of a specific position or the steps required to complete a specific task.

Sample operational checklists may include:
e Emergency Calling Directory
¢ Emergency Relocation Group Checklist
o Essential Functions Checklist
e Emergency Operating Records
¢ |T Checklist
e Emergency Equipment Checklist



ESSENTIAL RECORDS MANAGEMENT

“‘Essential records” refers to information systems and applications, electronic and
hardcopy documents, references, and records, to include classified or sensitive data,
needed to support Town staff during a Continuity event. The Town has incorporated its
essential records program into the overall Continuity program, plans, and procedures.

The Town’s essential records program incorporates into the overall Continuity Plan with
a clear authority to include:

e Policies
e Authorities
e Procedures
The Town'’s official essential records program:

o |dentifies and protects those records that specify how an organization
will operate in an emergency or disaster.

¢ Identifies those records necessary to the organization’s continuing
operations.

Identifies those records needed to protect the legal and financial rights of the Government
and citizens.

As soon as possible after activation of the Continuity Plan, but in all cases within 12 hours
of activation, Continuity personnel at the Continuity facility for the Town must have
access to the appropriate media for accessing essential records, including:

e A local area network;

e Electronic versions of essential records;

e Supporting information systems and data;

¢ Internal and external e-mail and e-mail archives;
IDENTIFYING ESSENTIAL RECORDS

The Town’s IT Department developed and maintains an essential records through the
cloud. The Town’s essential records includes:

e A hard copy or electronic list of the Town’s key organization and
Continuity personnel with up-to-date telephone numbers;

e Necessary access codes;

e Listing of the access requirements and sources of equipment necessary
to access the records;
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e Lists of vendors provided by the Finance Department;
¢ A copy of the Town Continuity Plan.
TRAINING AND MAINTENANCE

The Town essential records program includes a training program for all staff, to include
periodic briefings to managers about the essential records program and its relationship
to their essential records and business needs. Town staff training focuses on identifying,
inventorying, protecting, storing, accessing, and updating the essential records. Training
records for essential records are maintained by the Town Clerk’s office.

The Town’s essential records program includes an annual review of the program to
address new security issues, identify problem areas, update information, and incorporate
any additional essential records generated by new agency programs or functions or by
organizational changes to existing programs or functions. The review is conducted by the
Town’s IT Department. The review provides an opportunity to familiarize staff with all
aspects of the essential records program. It is appropriate to conduct a review of the
essential records program in conjunction with the Town’s Continuity exercises. At a
minimum, the Town’s essential records are annually reviewed, rotated, or cycled so that
the latest version will be available.

The Town’s IT Department conducts annual testing, of the capabilities for protecting
classified and unclassified essential records and for providing access to them from the
alternate facility.

ALTERNATE SITE INFORMATION

The Town'’s primary Continuity facility is Town Hall at 13400 Griffin Road. Alternate sites
include Rolling Oaks Barn at 17630 SW 56 Street or temporary mobile unit to be deployed
where applicable.

CONTINUITY COMMUNICATIONS

The Town has identified available and redundant critical communication systems
available to Town Council, Town Attorney and Town staff. Further, the Town maintains
fully capable Continuity communications that could support organization needs during all
hazards.

LEADERSHIP AND ORDERS OF SUCCESSION

Pre-identifying Orders of Succession is critical to ensuring effective leadership during an
emergency. In the event an incumbent is incapable or unavailable to fulfill essential
duties, successors have been identified to ensure there is no lapse in essential decision-
making authority.

The Town’s Orders of Succession are:
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o At least three positions deep, where possible, ensuring sufficient depth
to ensure the Town’s ability to manage and direct its Essential Functions
and operations;

o Described by positions or titles, rather than by names of individuals
holding those offices;

e Reviewed by the organization’'s General or Chief Counsel for legal
sufficiency, as changes occur; and,

¢ Included as essential files.
Order of Succession and Delegation of Authority

In the event of a change in leadership status, the Town Administrator must notify Town
Council, Town Attorney and Town staff and the successors, as well as internal and
external stakeholders. In the event the Town Administrator becomes unreachable or
incapable of performing their authorized legal duties, roles and responsibilities, the Town
will initiate a notification of the next successor in line. The line of Succession is as follows:

e Town Administrator
o Assistant Town Administrator
o General Services Manager/Emergency Manager

ALL STAFF EMERGENCY PREPAREDNESS

Town staff, including contractors, are encouraged to take active measures to plan and
prepare for emergencies, including developing Family Emergency Plans, and to stay
informed during an emergency.

It is important that the Town keep all staff, especially individuals not identified as
Continuity personnel, informed and accounted for during a Continuity event. The Town
has established procedures for contacting and accounting for employees in the event of
an emergency, including operating status.

¢ In the event of an emergency, the Town will contact and account for all
staff, including contractors, and communicate the operating status as
determined in the Town’'s Emergency Operation Plan.

o Town employees are expected to remain in contact with their supervisor
during any closure or relocation situation and are responsible for
reporting their accountability status.

e The Town ensures staff are aware of and familiar with Human Resources
guidance in order to continue Essential Functions during an emergency.
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Accounting for all personnel during a Continuity event is of utmost importance. In order
to account for all staff, the Town will initiate the call trees in accordance with the
Emergency Operation Plan to attempt to contact unaccounted for individuals.

HUMAN RESOURCES CONSIDERATIONS

The Town Continuity program, plans, and procedures incorporate existing organization-
specific guidance and direction for Human Resources management, including guidance
on pay, leave, work scheduling, benefits, telework, hiring, authorities, and flexibilities.
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