Forms

The following forms are for your use in your municipality:
Model Emergency Management Plan


(Insert City Name)
, New York


(Insert Date)


PURPOSE

The purpose of this plan is to cite the authority, formulate procedures, and provide guidance for coordinated action in rendering assistance to the citizens within this municipality in the event of a disaster.

BASIS

This municipality recognizes that planning and preparatory actions are required before an emergency. Emergency preparedness allows this municipality to prepare and react to emergency situations to save life and property if the city is threatened or hit by a disaster and major emergency.

The city council has the primary responsibility to see that everything possible is done to prepare for any disaster and to provide for the safety and security of the community during a disaster.

MOBILIZATION

Designate Emergency Management Center (EMC)

The Emergency Management Center for this municipality will be in the (name, place and location). Once the mayor or next in line has declared an emergency exists, the EMC will be staffed on a 24-hour basis until the declared emergency subsides. The EMC will forward all warnings, directives, information, etc. to various local departments as appropriate. This will be done through the use of department representatives, telephones (located in the EMC), radios in the Police, Fire, Highway and Emergency Management Departments and in the offices of cooperating agencies. Each member assigned to the EMC will be familiar with this plan, particularly with the section pertaining to each responsible person’s service duties.

Essential Emergency Management Records

The mayor and clerk, functioning at the EMC, are responsible for the maintaining and making available records, documents, plans and other materials required to discharge their and others’ functions during an emergency.

Sequence of Action

Members of the council/board and other designated personnel will assemble as soon as possible at the EMC after being notified of an emergency.  To cope with the effects of an emergency, appropriate steps will be taken at the EMC to mobilize fully the available personnel, resources, facilities, supplies and materials in this municipality according to the guidelines set forth in this plan.

1. The mayor or the designated emergency coordinator is responsible for notifying and declaring an emergency or disaster.

2. Each department head is responsible for assuring maximum effectiveness and utilization of all personnel and equipment of the department to accomplish the city’s responsibilities. Each department head must retain control of the assigned department and implement orders received from the EMC.

3. This municipality should seek the cooperation and aid of any or all surrounding communities in the event of an emergency or disaster. Arrangements for mutual aid should be made prior to any emergency or disaster.

4. This municipality should contact the county emergency management office regarding any major emergency or disaster situation. Emergency management and disaster assistance should be requested when local or mutual aid resources are exhausted. All requests for county assistance of any nature by any department will be approved by the mayor or other designated person and will be made to the county director of emergency management by direct phone contact.
5. Military assistance requests will be made by the mayor to the County Executive who will forward the request to the County Office of Emergency Management  which will forward it to the State Office of Emergency Management.

6. The American Red Cross is recognized as the agency responsible for mass care to persons immediately following a disaster. Local Red Cross chapters can extend natural disaster relief assistance to individuals and families and the Red Cross can assume administrative and financial responsibility in providing such assistance. American National Red Cross has been assigned this responsibility by the Congress of the United States. The Red Cross chapter responsible for the municipality is (give name, address, contact person and phone number).
RESPONSIBILITIES AND FUNCTIONS

The responsibilities and functions listed below recognize only basic duties. Each of the position descriptions may be altered or expanded to suit the needs of the individual city. One person may fill one or more of the below-listed descriptions:
7. The mayor is responsible for conducting disaster operations within this municipality.  The mayor may use any and all facilities, equipment, supplies, personnel, and other resources of this municipality in such a manner as may be necessary or appropriate to cope with the disaster.  The mayor may direct the activities of all agencies within this municipality against the effects of emergency in conformance with the approved plans for the rescue and relief of the people, the recovery and the rehabilitation of this community.  The mayor may utilize services of the EMC and its staff for implementation of necessary measures to achieve emergency operations.

8. The council/board as the elected body of the people, may take all appropriate steps to prepare for any disaster or emergency and is responsible for implementing this and other emergency preparedness plans.

9. The clerk is responsible for maintaining and making available essential records, documents and other materials, required during the emergency.

10. The emergency coordinator appointed by the mayor directs the implementation of the comprehensive plan for the EMC, under the direction of the mayor. Also, under the direction of the mayor, the emergency management director coordinates the emergency operations of the EMC, prepares estimates of the situation, advises the mayor of operational priorities and recommends requests for assistance from the (name) County emergency alert radio network.
11. The fire chief and fire officers will be responsible for the direction of all action to contain and extinguish fires resulting from emergencies and the removal of trapped and injured persons from damaged buildings and flooded areas. The local fire chief may call upon the _________________ (name) County Fire Coordinator or the County Office of Emergency Management, under mutual aid, for advice and/or assistance concerning fire related emergencies, relief operations, and coordination of emergency shelter and feeding operations.

12. The local police may designate a traffic control officer to be part of the EMC for the purpose of controlling traffic and population movements. The local police will direct all action to maintain order, prevent looting, and help alleviate panic; direct injured to medical installations, and assist handicapped persons by obtaining transportation and directing them to the nearest EMC. The police chief may call upon the (Insert Name of County)  (name) County Sheriff’s Department and/or the New York State Police for advice and/or assistance.

13. The local superintendent/director of highways is responsible for maintaining streets and bridges and all official trucks, cars and equipment. The superintendent will direct action to check, restore and maintain essential public facilities and services, such as streets, bridges, public buildings and other vital community services, calling upon all public works and engineering services of (Insert Name of County) (name) County for such assistance. The highway director will work in conjunction with the local electric and gas utility, the local telephone company, the local water and sewer board, and with any other local utility to restore essential services.

14. The building inspector of the city is responsible for inspecting the safety of damaged homes and businesses before evacuees are allowed to reoccupy such buildings.

15. The public information officer, under the supervision of the mayor, locally disseminates emergency information, issues news reports to the public, and notifies the County Office of Emergency Management on the status and development of emergency measures, using all media of public communication.
16. The communications officer or staff supervises, directs, arranges and restores communications for all emergency purposes using available communications means and methods. Maximum use of all available forms of communications will be planned by all departments to aid the communications staff in carrying out their duties.
17. The medical officer or staff directs all action to render health and medical services to the community. The officer or staff is responsible for altering hospitals and ambulances in the area regarding anticipated medical needs.
18. The supply officer carries out measures necessary to the emergency handling of all local resources.
19. The manpower officer directs the assignment of personnel to the various emergency services as requested.
20. The transportation officer carries out measures necessary for the utilization of all transportation modes for support and rescue operations.
21. The school representatives direct the action related to care for school students in school during an emergency situation.
Additional responsibilities and functions: All department heads and/or those responsible for carrying out parts of the emergency operations for the city shall have their responsibilities and functions listed within this plan. List below any additional responsibilities and functions:
* * *
Local State of Emergency Proclamation

A State of Emergency is hereby declared in _____________________ for a period of time beginning at ________ hours on the date of _______ and continuing in effect for a period not to exceed five (5) days and ending at _______ hours on the date of ___________.

The State of Emergency has been declared due to emergency conditions produced by:

Such conditions threaten or imperil the public safety of the citizens of this municipality.

As Chief Executive of this municipality, I have exercised the authority given to me under New York State Executive Law, Article 2-B, to preserve the public safety and hereby render all required and available assistance vital to the security, well-being and health of the citizens of the community.

I hereby direct the Department(s) of ___________________________________ to take whatever steps necessary to protect life and property, public infrastructure and other such emergency assistance as deemed necessary.

	Signed:
	

	
	Title

	
	Date


Order Controlling Presence of Persons on Public Streets and Places

As Chief Executive of (municipality) in accordance with a proclamation of State of Emergency executed on the _________ day of ___________, 20___ do hereby declare that the following areas within this municipality are restricted and all pedestrian and vehicular movement, standing and parking, is prohibited; except for the provisions of designated essential services such as fire, police and hospital services including transportation of patients thereto, utility emergency repair and emergency calls by physicians:

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

These restrictions apply until removed by order of the _______________ of this municipality.

Signed this _______ day of __________, 20___, at _______ o’clock, in ___________, New York.

________________________________________

Witness

Order Establishing Curfew

I, (name), (title), of (municipality), New York, in accordance with a Proclamation of State of Emergency executed on the _______ day of _____________, 20___, do hereby declare that a curfew is established and imposed.

The curfew will commence at ______ o’clock on the _____ day of ______, 20___, until removed by the ______________ of this municipality.

During the period of this curfew, all pedestrian and vehicular traffic, except essential emergency vehicles and personnel is prohibited from using the public streets within this municipality between the hours of _______ and _________.

Signed this __________ day of _________, 20___, at _____ o’clock in ____________, New York.

________________________________

Witness

Order Prohibiting Sale and Distribution of Alcoholic Beverages

I, (name), (title), of the (municipality), New York, in accordance with a Proclamation of State of Emergency executed on the _____ day of _____, 20___, do hereby prohibit the sale and distribution of alcoholic beverages (as defined by Section 3 of the Alcoholic Beverage Control Law, but not included patented medicines) within this municipality effective immediately until this order is rescinded by the _______________________.

Signed this _________ day of __________, 20___, at _____ o’clock in ____________, New York.

_________________________________

Witness

Order Closing Places of Amusement and Assembly

I, (name), (title), of the (municipality), New York, in accordance with a Proclamation of State of Emergency executed on the ______ day of _______, 20___, do hereby order the closing of all places of amusement and assembly within this municipality effective immediately and continuing until further order of the _________________.

Signed this _______ day of __________, 20___, at ______ o’clock in _____________, New York.

_______________________________

Witness

Order Regulating the Purchase, Storage, etc. of Flammable Materials

I, (name), (title) of the (municipality), New York, in accordance with a Proclamation of State of Emergency executed on the ______ day of ________, 20___, do hereby prohibit  the sale or other transfer, with or without consideration, of gasoline or any other flammable or combustible liquid or of any explosive, or the possession in a public place of any portable container containing gasoline or any other flammable or combustible liquid (except that delivery into a tank properly affixed to an operable motor driven vehicle and necessary for the propulsion thereof shall not be prohibited hereunder).

Signed, this ______ day of_________, 20___, at ________ o’clock in _____________, New York.

_____________________________

Witness

