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COURSE OVERVIEW

About This Course

This course is designed for emergency management personnel who are
involved in developing an effective emergency planning system.

This course offers training in the fundamentals of the emergency planning
process, including the rationale behind planning. It will develop your capability
for effective participation in the all-hazards emergency operations planning
process to save lives and protect property threatened by disaster.

FEMA'’s Independent Study Program

The Federal Emergency Management Agency’s (FEMA'’s) Independent Study
Program is one of the delivery channels that the Emergency Management
Institute (EMI) uses to provide training to the general public and specific
audiences. This course is part of FEMA'’s Independent Study Program. In
addition to this course, the Independent Study Program includes other courses
in the Professional Development Series (PDS) as well as courses in floodplain
management, radiological emergency management, the role of the emergency
manager, hazardous materials, disaster assistance, the role of the Emergency
Operations Center (EOC), and an orientation to community disaster exercises.

FEMA's independent study courses are available at no charge and include a
final examination. You may apply individually or through group enroliment.
When enrolling for a course, you must include your name, mailing address,
Social Security number, and the title of the course in which you wish to enroll.

If you need assistance with enroliment, or if you have questions about how to
enroll, contact the Independent Study Program Administrative Office at:

FEMA Independent Study Program
Administrative Office

Emergency Management Institute
16825 South Seton Ave.
Emmitsburg, MD 21727

(301) 447-1200

Information about FEMA'’s Independent Study Program also is available on the
Internet at:

http://www.training.fema.gov/IS

Each request will be reviewed and directed to the appropriate course manager
or program office for assistance.
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COURSE OVERVIEW

Course Completion

The course completion deadline for all FEMA Independent Study courses is

1 year from the date of enrollment. The date of enroliment is the date that the
EMI Independent Study Office will use for completion of all required course
work, including the final examination. If you do not complete this course,
including the final examination, within that timeframe, your enrollment will be
terminated.

Course Prerequisites

Emergency Planning has no prerequisites.
Final Examination

This course includes a final examination, which you must complete and return
to FEMA's Independent Study Office for scoring. To obtain credit for taking this
course, you must successfully complete this examination with a score of 75
percent or above. You may take the final examination as many times as
necessary.

When you have completed all units, you must take the final examination online.
EMI will score your test and notify you of the results.
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UNIT 1: COURSE INTRODUCTION

Introduction

The knowledge of how to plan for disasters is critical in emergency
management. Planning can make a difference in mitigating against the effects
of a disaster, including saving lives and protecting property, and helping a
community recover more quickly from a disaster.

This course, Emergency Planning, is designed to aid emergency management
personnel in developing an effective emergency operations plan (EOP). Topics
covered include selecting the planning team, the planning process, hazard
analysis, and plan format. This course also prepares you to take the classroom
course, Workshop in Emergency Management (WEM).

How To Take This Course

This independent study course is designed so that you can complete it on your
own, at your own pace. Take a break after each unit, and give yourself time to
think about the material, particularly as it applies to your work as an emergency
management professional and the situations you have encountered or
anticipate encountering on the job.

Emergency Planning contains seven units. Each of the units is described
below.

e Unit 1, Course Introduction, provides an overview of the course objectives
and instructions for taking the course.

e Unit 2, The Planning Process, provides an overview of the emergency
planning process, including the steps involved and how to determine who
should be a part of the emergency planning team.

e Unit 3, Threat Analysis, describes the threat analysis process and explains
why conducting a thorough threat analysis is a critical first step in
emergency operations planning.

¢ Unit 4, The Basic Plan, introduces the purpose of the basic EOP and
describes its components.

e Unit 5, Annexes, introduces functional and hazard-, threat-, and incident-
specific annexes.

e Unit 6, Implementing Instructions, introduces the different types of
implementing instructions that may be developed at the agency level and
how they are used.

e Unit 7, Course Summary, reviews and summarizes the course content and
serves as preparation for the final exam.
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UNIT 1: COURSE INTRODUCTION

Activities

This course will involve you actively as a learner by including activities that
highlight basic concepts. Through the use of case studies, the course will also
provide you with guidance on actions required in specific situations. These
activities emphasize different learning points, so be sure to complete all of
them. Compare your answers to the answers provided following the activity. If
your answers are correct, continue on with the material. If any of your answers
are incorrect, go back and review the material before continuing.

Knowledge Checks

To help you know when to proceed to the next unit, Units 2 through 6 are
followed by a Knowledge Check that asks you to answer questions pertaining to
the unit content, followed by the answers. When you finish each Knowledge
Check, check your answers, and review the parts of the text that you do not
understand. It will be to your benefit to be sure that you have mastered the
current unit before proceeding to the next unit.

Appendixes

In addition to the course units, this course includes three appendixes. Appendix
A contains a sample plan that will be used to complete an activity in Unit 4.
Appendix B provides Job Aids, and Appendix C gives a list of the acronyms
used in the course.

Final Examination

This course includes a written final examination, which you must complete and
submit to FEMA'’s Independent Study Office. To obtain credit for taking this
course, you must successfully complete the examination with a score of 75
percent or above. You may take the final examination as many times as
necessary.

When you have completed all units, take the final examination online. EMI will
score your test and notify you of the results.
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UNIT 1: COURSE INTRODUCTION

Sample Learning Schedule

Complete this course at your own pace. You should be able to finish the entire
course—including units, knowledge checks, and the final examination—in
approximately 10 hours. The following learning schedule is an example
intended to show relative times for each unit.

Unit Suggested Time
Unit 1: Course Introduction 1/, hour
Unit 2: The Planning Process 1%, hours
Unit 3: Threat Analysis 2 hours
Unit 4: The Basic Plan 2 hours
Unit 5: Annexes 2 hours
Unit 6: Implementing Instructions ¥ hour
Unit 7: Course Summary 1Y, hours
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UNIT 1: COURSE INTRODUCTION

Case Study: Why Plan?

Instructions: Read the following case study. As you read, think about how
the planning ability of these communities compares with that in your own
community. Answer the questions that follow the case study. Then turn the
page to check your answers against the answers provided.

At 6:53 p.m. on Friday, October 6, Hurricane Frieda slammed into the Carolinas. A Category 3
hurricane, Frieda dumped 12 inches of rain in as many hours, causing coastal flooding that,
combined with wind speeds of 115 m.p.h., demolished 1,000 homes, seriously damaged 25,000
others, and left 150,000 people homeless. Mass evacuation in coastal counties was required.

Evacuation in most counties went well. Prior to the hurricane, Green County had conducted a
study to estimate the time required to evacuate its population, and the actual time to evacuate
was less than planned. Additionally, inland residents were able to survive on their own for
several days, thanks to functioning county emergency services.

However, evacuation in Washington and Jefferson Counties, which had no emergency plans,
was itself a disaster. The decision to recommend evacuation was made too late and was
broadcast insufficiently. Furthermore, evacuation routes were not specified. Traffic on
westbound two-lane roads crawled to a standstill, and many drivers had to abandon their cars in
rising water and proceed on foot in high winds. There were many casualties among those trying
to reach shelter. These counties had to request State help immediately to rescue residents.
After the storm, these counties were not eligible for the full amount of State aid to rebuild
because of their failure to create an emergency plan.

1. What advantages to emergency planning can you list from this case study?

2. What consequences resulted from a lack of planning?
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UNIT 1: COURSE INTRODUCTION

Case Study: Why Plan? (Continued)

Answers to the Case Study

Advantages to counties with emergency plans were their ability to:

e Evacuate successfully.
e Survive on their own for several days.

Consequences to counties without emergency plans were:

e Their need for immediate assistance.
e The casualties resulting from attempted evacuation.
e Their ineligibility for the full amount of State aid. (In most States, counties that do not have

emergency plans cannot declare an emergency and are ineligible for any aid or for the full
amount of aid.)

The bottom line is that laws require counties to do everything reasonable and prudent to protect
lives and property, including emergency planning.

In the space below, consider your own community, and list at least three benefits it could gain
from having an up-to-date plan.
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UNIT 1: COURSE INTRODUCTION

Course Goals

In Emergency Planning, you will learn how to plan for a disaster. This course
will provide you with a foundation that will enable you to:

e Answer the question, “Why plan?”
e Describe the threat analysis and capability assessment process.
e Describe the EOP format and content.

¢ Identify types of community support available and required for response and
recovery.

¢ State the rationale for a team approach to planning.

e Describe and demonstrate EOP coordination and marketing.

¢ Relate exercises to the planning process.

e Develop a plan maintenance program.

¢ Develop and present a personal action plan for emergency planning.

Goal Setting

What do you hope to gain through completing Emergency Planning?
Depending on your role in emergency management, your prior experience, and
your current level of expertise, your goals may be slightly different from those of

other emergency management professionals.

Clarifying your goals will help you gain the most from the time you spend
completing this course. Take a few minutes to complete the following activity.
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UNIT 1: COURSE INTRODUCTION

Activity: Personal Learning Goals

The purpose of this activity is to help you develop personal goals for this
course. Consider the following information:

e The course goals
e Your own experience with emergency planning

Think about what you would like to accomplish through this course. Then list
three (or more) personal goals for improving your ability to plan for an
emergency.

Goals
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UNIT 1: COURSE INTRODUCTION

Unit Summary

Knowing how to plan for a disaster is critical because effective planning can
make a difference in:

e Mitigating against a disaster’s effects.
e Helping a community recover more quickly.

This course is designed to aid in developing an effective emergency operations
plan. You can complete this course on your own, at your own pace.

The course contains components that will guide you through the learning,
including:

e Activities to provide guidance on actions required in specific situations.

¢ Knowledge Checks to test yourself on what you have learned and review
the parts that you do not understand.

e An Appendix that contains an acronym list.

Unit 1 gave you an overview of Emergency Planning and instructions on how to
take the course. Unit 2 will examine the planning process.

For More Information

e Comprehensive Preparedness Guide (CPG) 101, “Developing and
Maintaining Emergency Operations Plans™

http://www.fema.gov/about/divisions/cpg.shtm

e Electronic Journal of Emergency Management (available free online):

http://members.tripod.com/~Richmond ESM/index.html
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UNIT 2: THE PLANNING PROCESS

Introduction and Unit Overview

This unit will provide an overview of the emergency planning process, including
who should participate on the planning team. After you complete this unit, you
should be able to:

e Describe the key steps in the emergency planning process.

o Identify agencies that should be involved in emergency planning.

e Describe where you fit into the emergency planning process.
Mandates: Incident Management and Coordination Systems

On February 28, 2003, the President issued Homeland Security Presidential
Directive 5 (HSPD-5), “Management of Domestic Incidents,” which directed the
Secretary of Homeland Security to develop and administer a National Incident
Management System (NIMS). This system provides a consistent nationwide
template to enable Federal, State, tribal, and local governments,
nongovernmental organizations (NGOs), and the private sector to work together
to prevent, protect against, respond to, recover from, and mitigate the effects of
incidents, regardless of cause, size, location, or complexity. This consistency
provides the foundation for utilization of NIMS for all incidents, ranging from
daily occurrences to incidents requiring a coordinated Federal response.

National Incident Management System (NIMS)

NIMS is not an operational incident management or resource allocation plan.
NIMS represents a core set of doctrines, concepts, principles, terminology, and
organizational processes that enables effective, efficient, and collaborative
incident management.

Building on the foundation provided by existing emergency management and
incident response systems used by jurisdictions, organizations, and functional
disciplines at all levels, NIMS integrates best practices into a comprehensive
framework for use nationwide by emergency management/response personnel
in an all-hazards context. These best practices lay the groundwork for the
components of NIMS and provide the mechanisms for the further development
and refinement of supporting national standards, guidelines, protocols, systems,
and technologies. NIMS fosters the development of specialized technologies
that facilitate emergency management and incident response activities, and
allows for the adoption of new approaches that will enable continuous
refinement of the system over time.
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UNIT 2: THE PLANNING PROCESS

NIMS (Continued)

Five major components make up the NIMS approach:

e Preparedness: Effective emergency management and incident response
activities begin with a host of preparedness activities conducted on an
ongoing basis, in advance of any potential incident. Preparedness involves
an integrated combination of assessment; planning; procedures and
protocols; training and exercises; personnel qualifications, licensure, and
certification; equipment certification; and evaluation and revision.

e Communications and Information Management: Emergency
management and incident response activities rely on communications and
information systems that provide a common operating picture to all
command and coordination sites. NIMS describes the requirements
necessary for a standardized framework for communications and
emphasizes the need for a common operating picture. This component is
based on the concepts of interoperability, reliability, scalability, and
portability, as well as the resiliency and redundancy of communications and
information systems.

e Resource Management: Resources (such as personnel, equipment, or
supplies) are needed to support critical incident objectives. The flow of
resources must be fluid and adaptable to the requirements of the incident.
NIMS defines standardized mechanisms and establishes the resource
management process to identify requirements, order and acquire, mobilize,
track and report, recover and demobilize, reimburse, and inventory
resources.

e Command and Management: The Command and Management
component of NIMS is designed to enable effective and efficient incident
management and coordination by providing a flexible, standardized incident
management structure. The structure is based on three key organizational
constructs: the Incident Command System, Multiagency Coordination
Systems, and Public Information.

e Ongoing Management and Maintenance: Within the auspices of Ongoing
Management and Maintenance, there are two components: the National
Integration Center (NIC) and Supporting Technologies.

Additional information about NIMS can be accessed online at
http://www.fema.gov/emergency/nims/ or by completing EMI's IS 700 online
course.
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UNIT 2: THE PLANNING PROCESS

National Response Framework (NRF)

The NRF is a guide to how the Nation conducts all-hazards response—from the
smallest incident to the largest catastrophe. This key document establishes a
comprehensive, national, all-hazards approach to domestic incident response.
The Framework identifies the key response principles, roles, and structures that
organize national response. It describes how communities, States, the Federal
Government, and private-sector and nhongovernmental partners apply these
principles for a coordinated, effective national response.

The NRF is:

¢ Always in effect, and elements can be implemented as needed on a
flexible, scalable basis to improve response. It is not always obvious at
the outset whether a seemingly minor event might be the initial phase of a
larger, rapidly growing threat. The NRF allows for the rapid acceleration of
response efforts without the need for a formal trigger mechanism.

o Part of a broader strategy. The NRF is required by, and integrates under,
a larger National Strategy for Homeland Security that:

¢ Serves to guide, organize, and unify our Nation's homeland security
efforts.

¢ Reflects our increased understanding of the threats confronting the
United States.

¢ Incorporates lessons learned from exercises and real-world catastrophes.

¢ Articulates how we should ensure our long-term success by
strengthening the homeland security foundation we have built.

e Comprised of more than the core document. The NRF is comprised of
the core document; the Emergency Support Function (ESF), Support, and
Incident Annexes; and the Partner Guides. The core document describes
the doctrine that guides our national response, roles and responsibilities,
response actions, response organizations, and planning requirements to
achieve an effective national response to any incident that occurs.

The following documents provide more detailed information to assist
practitioners in implementing the Framework:

e Emergency Support Function Annexes group Federal resources and
capabilities into functional areas that are most frequently needed in a
national response (e.g., Transportation, Firefighting, Search and
Rescue).
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UNIT 2: THE PLANNING PROCESS

NRF (Continued)

e Support Annexes describe essential supporting aspects that are
common to all incidents (e.g., Financial Management, Volunteer and
Donations Management, Private-Sector Coordination).

e Incident Annexes address the unique aspects of how we respond to
seven broad incident categories (e.g., Biological, Nuclear/Radiological,
Cyber, Mass Evacuation).

Additional information about the NRF can be accessed online at
http://www.fema.gov/emergency/NRF/ or by completing EMI's 1S-800.b online
course.

What This Means to You

Your jurisdiction is required to:

¢ Use NIMS to manage all incidents, including recurring and/or planned
special events.

¢ Integrate all response agencies and entities into a single, seamless system,
from the Incident Command Post, through department Emergency
Operations Centers (DEOCSs) and local Emergency Operations Centers
(EOCs), through the State EOC, to the regional- and national-level entities.

e Develop and implement a public information system.

e |dentify and type all resources according to established standards.

e Ensure that all personnel are trained properly for the job(s) they perform.

e Ensure communications interoperability and redundancy.

Remember the importance of working with Voluntary Organizations Active in

Disaster (VOADSs), NGOs, business and industry, and others to develop a plan

for addressing volunteer needs before an incident to help eliminate some of the
potential problems that can occur during an incident.
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UNIT 2: THE PLANNING PROCESS

The Emergency Planning Process

Emergency planning is not a one-time event. Rather, it is a continual cycle of
planning, training, exercising, and revision that takes place throughout the five
phases of the emergency management cycle (preparedness, prevention,
mitigation, response, and recovery).

The planning process does have one purpose—the development and
maintenance of an up-to-date emergency operations plan (EOP). An EOP can
be defined as a document maintained by various jurisdictional levels describing
the plan for responding to a wide variety of potential hazards.

Although the emergency planning process is cyclic, EOP development has a
definite starting point.

There are six steps in the emergency planning process:

1. Form acollaborative planning team. Using a team or group approach
helps organizations define their perception of the role they will play during
an operation. One goal of using a planning team is to build and expand
relationships that help bring creativity and innovation to planning during an
event. This approach helps establish a planning routine, so that processes
followed before an event occurs are the same as those used during an
event.

2. Understand the situation. Hazards and threats are the general problems
that jurisdictions face. Researching and analyzing information about
potential hazards and threats a jurisdiction may face brings specificity to the
planning process. If hazards and threats are viewed as problems and
operational plans are the solution, then hazard and threat identification and
analysis are key steps in the planning process.

3. Determine goals and objectives. By using information from the hazard
profile developed as part of the analysis process, the planning team thinks
about how the hazard or threat would evolve in the jurisdiction and what
defines a successful operation. Starting with a given intensity for the hazard
or threat, the team imagines an event’s development from prevention and
protection efforts, through initial warning (if available), to its impact on the
jurisdiction (as identified through analysis) and its generation of specific
consequences (e.g., collapsed buildings, loss of critical services or
infrastructure, death, injury, or displacement).

4. Develop the plan. The same scenarios used during problem identification
are used to develop potential courses of action. For example, some
prevention and protection courses of action can be developed that may
require a significant initial action (such as hardening a facility) or creation of
an ongoing procedure (such as checking identity cards.). Planners consider
the needs and demands, goals, and objectives to develop several response
alternatives.
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UNIT 2: THE PLANNING PROCESS

The Emergency Planning Process (Continued)

5. Prepare, review, and approve the plan. The planning team develops a
rough draft of the base plan, functional or hazard annexes, or other parts of
the plan as appropriate. As the planning team works through successive
drafts, the members add necessary tables, charts, and other graphics. A
final draft is prepared and circulated to organizations that have
responsibilities for implementing the plan to obtain their comments.

6. Implement and maintain the plan. Exercising the plan and evaluating its
effectiveness involve using training and exercises and evaluation of actual
events to determine whether the goals, objectives, decisions, actions, and
timing outlined in the plan led to a successful response. Similarly, planners
need to be aware of lessons and practices from other communities.

The planning process is all about stakeholders bringing their resources and
strengths to the table to develop and reinforce a jurisdiction’s emergency
management and homeland security programs. Properly developed, supported,
and executed operational plans are a direct result of an active and evolving
program.

Who Should Be Involved?

Emergency planning is a team effort because disaster response requires
coordination between many community agencies and organizations and
different levels of government. Furthermore, different types of emergencies
require different kinds of expertise and response capabilities. Thus, the first
step in emergency planning is identification of all of the parties that should be
involved.

Obviously, the specific individuals and organizations involved in response to an
emergency will depend on the type of disaster. Law enforcement will probably
have a role to play in most events, as will fire, emergency medical services
(EMS), voluntary agencies, and the media. On the other hand, hazardous
materials (hazmat) personnel may or may not be involved in a given incident but
should be involved in the planning process because they have specialized
expertise that may be called on.

You will be determining the types of hazards that pose a risk to your community
in Unit 3, Threat Analysis. In the meantime, think broadly. Most of the
individuals and organizations listed on the next page have a role to play in
planning for different types of emergencies.
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UNIT 2: THE PLANNING PROCESS

Who Should Be Involved? (Continued)

Individuals/Organizations What They Bring to the Planning Team
Senior Official (elected or appointed) e Support for the homeland security planning process
or designee

e Government intent by identifying planning goals and
essential tasks

e Policy guidance and decisionmaking capability
e Authority to commit the jurisdiction’s resources

Emergency Manager or designee ¢ Knowledge about all-hazards planning techniques

e Knowledge about the interaction of the tactical,
operational, and strategic response levels

e Knowledge about the prevention, protection, mitigation,
response, and recovery strategies for the jurisdiction

o Knowledge about existing mitigation, emergency,
continuity, and recovery plans

EMS Director or designee o Knowledge about emergency medical treatment
requirements for a variety of situations

e Knowledge about treatment facility capabilities
e Specialized personnel and equipment resources

e Knowledge about how EMS interacts with the Emergency
Operations Center and incident command

Fire Chief or designee ¢ Knowledge about fire department procedures, on-scene
safety requirements, hazardous materials response
requirements, and search-and-rescue techniques

o Knowledge about the jurisdiction’s fire-related risks
e Specialized personnel and equipment resources

Police Chief or designee e Knowledge about police department procedures; on-scene
safety requirements; local laws and ordinances; explosive
ordnance disposal methods; and specialized response
requirements, such as perimeter control and evacuation
procedures

¢ Knowledge about the prevention and protection strategies
for the jurisdiction

e Knowledge about fusion centers and intelligence and
security strategies for the jurisdiction

e Specialized personnel and equipment resources

Public Works Director or designee e Knowledge about the jurisdiction’s road and utility
infrastructure

e Specialized personnel and equipment resources
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UNIT 2: THE PLANNING PROCESS

Who Should Be Involved? (Continued)

Individuals/Organizations What They Bring to the Planning Team

Public Health Officer or designee e Records of morbidity and mortality
o Knowledge about the jurisdiction’s surge capacity

e Understanding of the special medical needs of the
community

o Knowledge about historic infectious disease and
syndromic surveillance

¢ Knowledge about infectious disease sampling procedures

Hazardous Materials Coordinator e Knowledge about hazardous materials that are produced,
stored, or transported in or through the community

¢ Knowledge about U.S. Environmental Protection Agency
(EPA), Occupational Safety and Health Administration
(OSHA), and U.S. Department of Transportation (DOT)
requirements for producing, storing, and transporting
hazardous materials and responding to hazardous
materials incidents

Hazard Mitigation Specialist ¢ Knowledge about all-hazards planning techniques

e Knowledge of current and proposed mitigation strategies
e Knowledge of available mitigation funding

o Knowledge of existing mitigation plans

Transportation Director or designee o Knowledge about the jurisdiction’s road infrastructure
¢ Knowledge about the area’s transportation resources
o Familiarity with the key local transportation providers
e Specialized personnel resources

Agriculture Extension Service e Knowledge about the area’s agricultural sector and
associated risks (e.g., fertilizer storage, hay and grain
storage, fertilizer and/or excrement runoff)

School Superintendent or designee ¢ Knowledge about school facilities
o Knowledge about the hazards that directly affect schools

e Specialized personnel and equipment resources (e.g.,
buses)

Social services agency representatives | ¢ Knowledge about special-needs populations

Local Federal asset representatives o Knowledge about specialized personnel and equipment
resources that could be used in an emergency

e Facility security and response plans (to be integrated with
the jurisdiction’s EOP)

o Knowledge about potential threats to or hazards at
Federal facilities (e.g., research laboratories, military
installations)
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UNIT 2: THE PLANNING PROCESS

Who Should Be Involved? (Continued)

Individuals/Organizations What They Bring to the Planning Team
NGOs (includes members of National e Knowledge about specialized resources that can be
VOAD [Voluntary Organizations Active brought to bear in an emergency

in Disaster]) and other private, not-for-

N . o Lists of shelters, feeding centers, and distribution centers
profit, faith-based, and community

organizations e Knowledge about special-needs populations
Local business and industry o Knowledge about hazardous materials that are produced,
representatives stored, and/or transported in or through the community

e Facility response plans (to be integrated with the
jurisdiction’s EOP)

o Knowledge about specialized facilities, personnel, and
equipment resources that could be used in an emergency

Amateur Radio Emergency Service e List of ARES/RACES resources that can be used in an
(ARES)/Radio Amateur Civil Emergency emergency
Services (RACES) Coordinator

Utility representatives e Knowledge about utility infrastructures

o Knowledge about specialized personnel and equipment
resources that could be used in an emergency

Veterinarians/Animal shelter ¢ Knowledge about the special response needs for animals,
representatives including livestock

Expanded planning teams should include representatives from partners within
the identified planning area, surrounding jurisdictions, and facilities or locations
of concern and must include stakeholder organizations responsible for
infrastructure, the economy, the environment, and quality of life.

Such organizations include those responsible for:
e Building codes.

e Land use and zoning.

o Transportation corridors.

o Utilities.

e Economic development.
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UNIT 2: THE PLANNING PROCESS

How To Get the Team Together

Getting everyone to take an active interest in emergency planning will be no
easy task. To schedule meetings with so many participants may be even more
difficult. It is critical, however, to have everyone’s participation in the planning
process and to have them feel ownership in the plan by involving them from the
beginning. Also, their expertise and knowledge of their organizations’
resources is crucial to developing an accurate plan that considers the entire
community’s needs and the resources that could be made available in an
emergency.

It is definitely to the community’s benefit to have the active participation of all
players. But what can you do to ensure that everyone who should participate
does? Some tips for gathering the team together include:

e Plan ahead. Give the planning team plenty of notice of where and when the
planning meeting will be held. If time permits, you might even survey the
team members to find the time and place that will work for them.

¢ Provide information about team expectations. Explain why participating on
the planning team is important to the participants’ agencies and to the
community itself. Show the participants how they will contribute to a more
effective emergency response.

e Ask the senior elected or appointed official to sign the meeting
announcement. A directive from the executive office will carry the authority
of the CEO and send a clear signal that the participants are expected to
attend and that emergency planning is important to the community.

¢ Allow flexibility in scheduling after the first meeting. Not all team members
will need to attend all meetings. Some of the work can be completed by
task forces or subcommittees. Where this is the case, gain concurrence on
timeframes and milestones but let the subcommittee members determine
when it is most convenient to meet.

e Consider using external facilitators. Third-party facilitators can perform a
vital function by keeping the process focused and mediating disagreements.

Also, talk to some emergency managers from adjacent communities to gain
their ideas and input on how to gain and maintain interest in the planning
process.
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UNIT 2: THE PLANNING PROCESS

How Should the Team Operate?

Working with personnel from other agencies and organizations requires
collaboration. Collaboration is the process by which people work together as a
team toward a common goal—in this case, development of a community EOP.
Successful collaboration requires:

e A commitment to participate in shared decisionmaking.

¢ A willingness to share information, resources, and tasks.

e A professional sense of respect for individual team members.

Collaboration can be made difficult by differences among agencies and
organizations in:

e Terminology.

e Experience.

e Mission.

e Culture.

Collaboration under these conditions requires the flexibility to reach agreement
on common terms and priorities, and humility to learn from others’ ways of
doing things.

Collaboration among EOP planning team members benefits the community by
strengthening the overall response to the disaster. For example, collaboration
can:

¢ Eliminate duplication of services, resulting in a more efficient response.

e Expand resource availability.

¢ Enhance problem-solving through cross-pollination of ideas.
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UNIT 2: THE PLANNING PROCESS

How Should the Team Operate? (Continued)

However, collaboration does not come automatically. Building a team that
works well together takes time and effort and typically evolves through the
following stages:

1. Forming: Individuals come together as a team. During this stage the team
members may be unfamiliar with each other and uncertain of their roles on
the team.

2. Storming: Team members become impatient, disillusioned, and may
disagree.

3. Norming: Team members accept their roles and focus on the process.

4. Performing: Team members work well together and make progress toward
the goal.

5. Adjourning: Their task accomplished, team members may feel pride in their
achievement and some sadness that the experience is ending. (Note that
the planning team should never really adjourn. They will meet less
frequently as they plan and conduct exercises and revise the plan, but the
core of the team should remain intact.)

Team Roles

The team leader plays a key role in the development of effective teams through
all stages of the team’s development. The team leader can initiate appropriate
team-building activities that move the team through the stages and toward its
goal.

Other team roles besides the team leader include:

Task Master: Identifies the work to be done and motivates the team.

e Innovator: Generates original ways to get the group’s work done.

e Organizer: Helps groups develop plans for getting the work done.

o Evaluator: Analyzes ideas, suggestions, and plans made by the group.

e Finisher: Follows through on plans developed by the team.
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UNIT 2: THE PLANNING PROCESS

Team Roles (Continued)

You will know your EOP planning team is on track when it displays the following
characteristics:

e A common goal (i.e., development of an EOP)

¢ A leader who provides direction and guidance

e Open communication

e Constructive conflict resolution

e Mutual trust

e Respect for each individual and his or her contributions

The activity that follows asks you to think about what your contribution to the
EOP planning team might be.
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UNIT 2: THE PLANNING PROCESS

Activity: Organizational Roles and Individual Skills

This activity will give you the opportunity to think about what role you play in the
emergency planning process. Answer the questions below.

1. What is your organization’s role in emergency response?

2. What are your current emergency management responsibilities?

3. What other expertise do you have that could be useful to the emergency

planning process (e.g., group facilitation skills, knowledge of building

methods and materials, ability to simplify complex information so that it is
readily understandable by a layperson)? Think expansively.

4. What do your skills, knowledge, and abilities contribute to the process?
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UNIT 2: THE PLANNING PROCESS

Unit Summary

Emergency planning is a cycle of planning, training, exercising, and revision
that continues throughout the five phases of the emergency management cycle
(preparedness, prevention, response, recovery, and mitigation).

One purpose of the planning process is the development and maintenance of
an up-to-date EOP. The six steps of the planning process are:

1. Form a collaborative planning team.

2. Understand the situation.

3. Determine goals and objectives.

4. Develop the plan.

5. Prepare, review, and approve the plan.

6. Implement and maintain the plan.

Emergency planning is a team effort and requires collaboration with personnel
from other agencies and organizations. Building an effective team takes time
and effort as members go through several stages. The team leader plays a key
role.

An effective EOP planning team displays the following characteristics:

e A common goal (development of the EOP)

e A leader who provides direction and guidance

¢ Open communication

e Constructive conflict resolution

e Mutual trust

¢ Respect for each individual and his or her contributions

Think about your role in the planning process—how you fit in.

This unit provided an overview of the emergency planning process and
described who should participate on the planning team, how to get everyone

involved, and how to get everyone working toward a common goal. Unit 3 will
discuss the hazard analysis process.
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UNIT 2: THE PLANNING PROCESS

Knowledge Check

Carefully read each question and all of the possible answers before selecting
the most appropriate response for each test item. Fill in the blank, or circle the
letter corresponding to the answer you have chosen.

1. The first step in the emergency planning process is to

2. The second stage in team-building is performing.

a. True
b. False

3. Which of the following team roles is key in motivating the team?

a. Leader

b. Organizer
c. Evaluator
d. Finisher

4. Which of the following is not a characteristic of effective teams?

a. Open communication
b. Constructive conflict resolution
c. Mutual trust
d. A preference for certain members’ contributions over others
5. Collaboration among agencies is by differing experiences.

a. Enhanced
b. Made more difficult
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UNIT 2: THE PLANNING PROCESS

Knowledge Check (Continued)

Form the planning team.
b

arwdE
cow
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UNIT 3: THREAT ANALYSIS

Introduction and Unit Overview

In Unit 2, you learned about the planning process and about forming a planning
team. In this lesson, you'll learn about the second step of the planning process:
understanding the situation.

In this unit, you will be introduced to research and analysis tools that can be
used to:

e |dentify potential threats to your community.
e Develop hazard profiles.

e Quantify and prioritize risks.

The Threat Analysis Process

Threat analysis determines:

e What can occur.

e How often it is likely to occur.

e The damage it is likely to cause.

e How itis likely to affect the community.

e How vulnerable the community is to the threat.
The steps in the threat analysis process are:

1. Identify threats.

2. Profile each threat.

3. Develop a community profile.

4. Determine vulnerability.

5. Create and apply scenarios.

Each of these steps will be covered in the sections that follow.
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UNIT 3: THREAT ANALYSIS

Step 1: Identifying Threats

The first step is to develop a list of threats the community may face. This list
usually is based on historical data about past events. Information about recent
events is relatively easy to gather, while information about older events may be
more difficult to find. Threats can be:

e Natural. Natural threats tend to occur repeatedly in the same geographical
locations because they are related to weather patterns and/or physical
characteristics of an area. Examples include: severe weather, fire, drought,
typhoons, epidemics, etc.

e Technological. Technological threats originate from technological or
industrial accidents, infrastructure failures, or certain human activities.
Technological threats may include: cyber/database failures, urban fires,
radiological or hazardous material releases, power failures, transportation
accidents, dam failures, bridge collapses, etc.

e Adversarial or Human-Caused. Human-caused threats arise from
deliberate, intentional human actions to threaten or harm the well-being of
others. Human-caused threats may include: kidnappings, hostage
situations, sabotage, civil disturbances, bombings, hijackings, terrorist acts,
etc.

There are many potential sources of threat information. Some sources, such as
local newspapers, are fairly obvious. To get a more complete picture of the
types of hazards that a community has faced historically, it may be necessary to
check other sources, such as:

e The State Department of Agriculture, Bureau of Labor Statistics, or other
agencies.

e The National Weather Service (NWS).
e Local historical societies.
¢ Anecdotal information from long-time residents.

There may be other sources of information, and you should take some time to
check them so that your threat analysis is as complete as possible.

If your community has an existing threat analysis, the best way to begin is by
reviewing it and identifying any changes that may have occurred since it was
developed or updated last.
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UNIT 3: THREAT ANALYSIS

Step 1: Identifying Threats (Continued)

Some possible changes within or near the community that could cause threat
analysis information to change over time include:

¢ New mitigation measures (e.g., stronger building codes, a