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Introduction 
 
All major emergencies and disasters, from severe storms to hazardous material incidents, have 
one significant factor in common: They all begin at the local jurisdictional level, involving cities, 
towns, and county resources and personnel. 
 
In recent years, there have been a number of significant major events occurring in the United 
States that have caused our nation to examine the way we view ourselves and our world.  Some 
of those key incidents have included the following: 
 

� The bombing of the Murrah Federal Building in Oklahoma City 
 

� The rash of school violence and shooting such as the incident at Columbine 
High School in Littleton, Colorado 

 
� The tragic events of September 11, 2001, when terrorists killed nearly 3,000 

people. 
 
� The sniper shootings in the Washington, D.C. area and those in the 

neighboring state of Ohio 
 

� Hurricane Katrina 2005 
 

� June 2008 flooding event impacting several Midwest States 
 
Response to such disasters requires a coordinated, community-wide effort.  All too often, 
however, local elected officials may find themselves suddenly responsible for emergency 
operations that are unfamiliar, presiding over personalities that may not mesh, and involved in 
making quick decisions that may have far-reaching consequences. 
 
Therefore, a disaster becomes the ultimate test of a community’s leadership.  As a Chief 
Elected Official of your community, whether City Manager, County Manager, Mayor, 
Commissioner, or other title, you will bear the direct and ultimate responsibility for how well your 
jurisdiction survives the next disaster that threatens your area. 
 
That is reason this document, A Leader’s Guide to Emergencies and Disasters, has been 
developed.  It will serve as a reference tool for you, the Senior Official, who will be charged with 
setting into motion your jurisdiction’s emergency management and response systems. 
 
 This guide is a simple, straightforward companion for accessing assistance across a region, 
across disciplines, and across territorial/jurisdictional boundaries.  It is NOT a replacement for 
Comprehensive Emergency Management Plans or jurisdictional policies and procedures.  It 
should, however, be used in conjunction with those established documents, in order for critical, 
life-saving decisions to be made in times of crisis. 
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Purpose 
 
The purpose of this guide is to provide the local elected and senior officials within the State of 
Indiana a useful source of information to effectively manage, coordinate, and make informed 
decisions during times of crisis for their respective jurisdictions. 

 
Background 
 
Historically, in the State of Indiana, elected and appointed officials have not had a close working 
relationship with those key agencies involved in performing the functions of managing 
emergencies and disasters. 
 
Most of a leader’s knowledge may be limited only to the idea that these agencies exist, that their 
budgets need to be approved, and that each of these agencies performs a specific function.  
Outside of those assumptions, a leader’s perspective of public safety is truly hampered. 
 
An equally realistic consideration for leaders is that regardless of their level of understanding 
concerning the function of critical agencies, disasters and emergencies will continue to happen, 
lives and property may potentially be lost, and during these times, citizens will be looking for 
valuable guidance and effective leadership. 
 
Understanding Emergencies and Disasters 
 
Senior Elected Officials of a jurisdiction, in order to begin the positive steps in building working 
relationships with public safety personnel, must first understand the fundamental differences 
between Emergencies and Disasters. 

 
� Emergencies are those incidents that can be properly handled with the resources 

and personnel currently available within a community to respond. 

 
If two vehicles are involved in a collision within a community, elements of the local 
fire service, law enforcement, and emergency medical system will be enough to 
effectively control, treat, and evacuate the incident scene, without adversely affecting 
other parts of that community. 

 
� Disasters are those incidents which cannot be handled with the resources on hand 

within a community and require outside assistance and support in order to stabilize 
and recover from the occurrence. 

 
Incidents such as a massive tornado outbreak, winter storms, major terrorist events, 
or widespread communicable diseases have the potential to impact large sections of 
a society, virtually shutting a community down. It could require the activation of 
response organizations not only in the affected jurisdiction, but also at the State, 
Federal, or even international levels. 
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Pre-Disaster Functions  
 
A leader’s role within a community can be a fairly complex one. Not only is there the day-to-day 
administration of the basic functions of government, but these functions become even more 
complicated if and when a disaster strikes. A knowledgeable leader is one that is also prepared, 
and that preparation starts before a disaster even occurs.  

 
Examining the specific items listed below will give Senior Elected Officials the edge they need in 
determining the appropriate course of action to take in times of emergency or disaster. These 
items include: 

 
� Understanding the Legal Authorities directing emergency preparedness activities in 

the State of Indiana. 
 
� Having an extensive knowledge concerning the major Roles and Responsibilities 

of the Local Emergency Management Director. 
 
� Considering the review and adoption of the Emergency Management 

Accreditation Program Standards as the primary means of organizing, developing, 
and promoting, the jurisdictional emergency management program.  

 
� Reviewing the Types of Disasters commonly seen here in the State of Indiana and 

understanding how they fit into the categories of natural, technological, or man-made 
events. 

 
� Understanding the basic elements of a Hazard Identification and Risk 

Assessment and why performing these actions could save lives and protect private 
and public property within a community. 

 
� Developing a clear knowledge of the Comprehensive Emergency Management 

Plan for the jurisdiction and the components of that document. 
 

� Establishing written Standard Operating Procedures that reflect how jurisdictional 
response and support agencies work in routine and emergency situations. 

 
� Reviewing information concerning Continuity of Operations and Continuity of 

Government Planning for the jurisdiction. (May also be known as Line of 
Succession and Authority) 

 
Provided behind Annex A in the rear of this guide, is a Leader’s Capabilities Assessment and 
Community Disaster Checklist, which will give senior officials the chance to assess their 
jurisdiction for some of the most basic needs for disaster preparedness and response activities. 

 
Legal Authorities 
 
When it comes to emergencies and disasters, the State of Indiana is clear on what the roles and 
responsibilities of elected officials within local jurisdictions are. 
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These items are outlined in following the documents: 
 
� Superfund Amendments and Reauthorization Act (SARA) Title III - On October 17, 

1986, the Superfund Amendments and Reauthorization Act (SARA) was signed into 
law.  A major provision of this act was Title III (the Emergency Planning and 
Community Right-To-Know Act, also know as SARA Title III) which establishes 
hazardous material emergency planning, reporting and training requirements for 
federal, state, and local governments and private industry.  In Indiana, the SARA 
Title III program is administered and implemented by the Indiana Department of 
Homeland Security. 

 
The emergency planning provisions of SARA Title III requires each state to establish 
a state agency response commission, emergency planning districts, and local 
emergency planning committees for each district.  The state commission and the 
local committees are responsible for preparing and implementing emergency plans, 
as well as receiving and disseminating copies of material safety data sheets, 
chemical inventories, and other reports and forms necessary for compliance under 
the Act.  The community right-to-know provisions of SARA Title III allow the public 
access to information on the hazardous materials stored in their community, as well 
as quantities of toxic materials released into the environment. 
 
These local emergency planning committees (LEPC’s) are a valuable source of 
information and funding to promote preparedness activities within the local 
jurisdiction and usually have a strong, positive relationship with the local Emergency 
Management Agency.  
 

� Robert T. Stafford Disaster Relief and Emergency Assistance Act – The Stafford Act 
is the primary federal law outlining the development, coordination, and 
implementation of emergency management programs and disaster assistance. The 
law covers numerous areas such as warning, disaster preparedness, public and 
individual assistance, mitigation and recovery concerns, as well as important 
elements required for determining how and when relief efforts will be requested and 
coordinated.  

 
� Homeland Security Presidential Directive 5 – Implemented February 28, 2003, this 

directive implemented by the President establishes the National Incident 
Management System as the overall standard of response for all federal, state, and 
local responders and public safety personnel. It further initiates the creation of the 
National Response Plan, a document designed to be the primary guidance for 
federal agencies during terrorism events, as well as other significant crisis situations. 

 
� Homeland Security Presidential Directive 8 – This directive implemented on 

December 17, 2003, is a companion to HSPD 5. It clarifies the definition of “first 
responder” and establishes a National Preparedness Goal. This goal directs Federal 
and State agencies to outline areas to improve overall homeland security and public 
safety activities by completing the following: 

 

• Improving technical and financial assistance to local agencies. 
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• Providing first responder equipment, establishing comprehensive training and 
exercise programs. 

• Maximizing overall citizen participation in public safety. 

• Improving public communication and national warning systems. 

• Conducting periodic assessments and evaluations of overall programs. 
 
� Indiana Code Title 36 – This law outlines the basic functions of all levels of Indiana 

government to include zoning, collecting taxes, and committing resources, to name a 
few. Most importantly, however, this code outlines the requirements for establishing 
public safety programs within all Indiana jurisdictions. It states that the Chief Elected 
Official for a political sub-division of the State of Indiana is ultimately responsible for 
the health, safety, and welfare of the citizens within their respective jurisdiction. 
Additionally, this responsibility CANNOT be delegated or directed to any other group, 
individual, or agency. It can, however, be shared with public safety groups such as 
law enforcement, emergency medical services, fire department, and emergency 
management agencies. The ultimate responsibility, however, still lies with the Senior 
Elected Official. 

 
� Indiana Code Title 10-14-3 – This law outlines the requirements for political 

subdivisions within the State of Indiana to establish an emergency management 
program for their respective jurisdictions. The law directs the local jurisdictions to 
develop an Emergency Management Ordinance, form an Emergency Management 
Advisory Committee, establish an Emergency Management Agency, and hire an 
Emergency Management Director to coordinate disaster and emergency planning. 
Title 10 also outlines the procedures and requirements for declaring emergencies 
and disaster situations within state political subdivisions as well as those guidelines 
for the development Mutual Aid Agreements between agencies and departments 
within the jurisdiction. 

 
� Executive Order 05-09 – This order, established by the Governor, further clarifies the 

roles and responsibilities of State agencies and personnel in disaster situations.  It 
identifies the Executive Director of the Indiana Department of Homeland Security (or 
his/her designee) as the State Coordinating Officer, responsible for procuring 
resources and personnel from any State agency that would aid in responding to and 
recovering from significant incidents impacting Indiana communities. 

 
Several jurisdictions in the State have developed there own Executive Orders, 
establishing such things as local Homeland Security Agencies, Terrorism Advisory 
Councils, county training groups, or other needed actions to assist in preparing for 
disaster and crisis situations.  

 
� Local Emergency Management Ordinance – The development of a local ordinance 

pertaining specifically to managing emergencies and disasters is required for all 
political subdivisions as outlined in Indiana Code Title 10. 

 
Establishing a local ordinance gives Senior Leaders and response agencies within a 
jurisdiction the actual ability and authority to perform vital, life-saving functions during 
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disaster events. An example of a County Ordinance has been provided for you in 
Annex B of this guide. 
 
(It is highly recommended that this sample document be reviewed by your jurisdiction’s legal representation to 
determine if it meets the current needs and expectations of your community. It is given as an example only.) 

 

Emergency Management Director 
 
The Emergency Management Director of a jurisdiction will take on many functions before, 
during and after an emergency or disaster occurs. The main role, however, that he or she will 
primarily serve will be that of the chief advisor to the Senior Elected Officials concerning such 
items as emergency planning, training and exercise for the response and support personnel 
within the community. 
 
He or she will also be required to prepare and coordinate the development of critical documents 
such as the Community Hazard Analysis and the Comprehensive Emergency Management 
Plan for the jurisdiction. This process is successful only by reaching out to the various agencies 
and departments who will have Primary and Supporting Roles during a disaster situation.  
 
The Emergency Management Director must also be familiar with alternate channels to procure 
resources and personnel should local resources be unavailable or compromised. Additionally, 
this individual must be knowledgeable with State and Federal assistance and funding programs, 
which can be used to repair and improve a disaster-affected community. 
 
It is also extremely important that the authority be given to the Emergency Management Director 
by the Chief Elected Officials to commit resources and to make critical decisions if an 
emergency or disaster prevents those officials from performing these specific functions. 
 
Emergency Management Accreditation Program Standards 
 
The Emergency Management Accreditation Program (EMAP) is a program that is centered on a 
series of 63 standards, which have been developed as a means to gauge the overall 
effectiveness and professionalism of an emergency management program for states and local 
jurisdictions. 
 

The EMAP standards were based on the National Fire Protection Agency (NFPA) 1600 
Standards for Emergency Management and Business Continuity, and were first introduced in 
2002.  
 

The specific areas covered in the EMAP Standards are the following: 
 
 
 
Through a grant from the Federal Emergency Management Agency, the Council of States 
Governments based in Lexington, Kentucky, began training emergency management 
professionals from all over the United States to the EMAP standards. Once trained, these 
individuals began assessments of emergency management programs for selected states and 
U.S. territories.  
 
These assessments are continuing and are to be considered “baseline” assessments, as they 
let a state or territory determine what parts of their individual programs are compliant with the 

• Program Management 

• Laws and Authorities  

• Hazard Identification and Risk Assessment 

• Hazard Mitigation  

• Resource Management & Logistics 

• Planning  

• Incident Management  
• Mutual Aid 

• Communications and Warning 

• Operations and Procedures 

• Facilities 

• Training 

• Exercises, Evaluations, and Corrective Actions 

• Crisis Communication, Public Education and Information 

• Administration and Finance 

• Prevention and Security 



Leader’s Guide to Emergencies and Disasters  October 2008 

 
Indiana Department of Homeland Security 10 

EMAP standards, and what areas require additional work and improvement. After the states and 
territories have gone through their baseline assessments, they will then be asked to undertake a 
full accreditation assessment that will determine whether or not they are fully compliant with 
EMAP standards.  
 
Emergency management programs in local jurisdictions – counties, cities, and towns – will also 
be assessed based on the EMAP standards. 
 
Leaders and policy makers for state and local jurisdictions within Indiana should truly consider 
the EMAP standards as a positive shift in establishing emergency management as a viable 
emergency discipline, much like that of law enforcement, emergency medical services, and fire 
fighting. By doing so, emergency preparedness activities – planning, training, and exercise – will 
be greatly improved. Likewise, communities will benefit from a more organized means to 
respond to a significant event, coordinate resource and personnel procurement, and continue 
essential functions and services of government and public safety organizations.  
 

Disaster Types 
 
As the Senior Official for your community, it will be your responsibility to research and 
understand the history and make-up of your jurisdiction. When it comes to emergencies and 
disasters, part of that understanding will come from examining the natural, technological, and 
man-made hazards affecting Indiana communities. A general overview of those hazards is 
provided below: 
  

� Natural Hazards to include the following: 
 

• Flooding – Historically, flooding is the most costly of all hazards threatening 
Indiana. Common flooding events include: 

 
� Dam Failures 
� River Flooding 
� Flash Flooding 
� Urban Flooding 

 
• Drought  - An extremely unpredictable and potentially devastating weather event 

that can adversely affect agriculture and community water supplies. 

 
• Extreme Temperatures – Whether extreme heat or extreme cold, each has the 

potential to adversely affect a community’s special needs populations. These 
populations are made up of the elderly, the very young, the handicapped, the 
very ill, and the impoverished.  

 
Common physical injuries from heat and cold are: 

 
� Heat Exhaustion and Heat Stroke  
� Hypothermia and Frostbite 
 

• Earthquakes – There are several communities within our state that are faced with 
the very real possibility of significant earthquakes occurring. The major fault line 
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that is well known in this region of the country is the New Madrid Seismic Zone, 
extending from Northeastern Arkansas through Western Tennessee and 
Kentucky, Southern Missouri and Illinois, and ending in Southeastern Indiana. 
Another area, the Wabash Valley seismic zone, affecting both Illinois and 
Indiana, would have significant impact to S.W. Indiana communities. 

 
• Thunderstorm Hazards – The Mid-West is prone to sometimes violent and 

unpredictable storms. Primarily occurring in the spring and summer months, 
these storms produce some particularly deadly hazards, including:  

 
� Hail 
� Lightning 
� Straight line Winds  
� Tornadoes 
 

• Severe Winter Weather – Over the last 30 years, numerous winter storms have 
brought the State of Indiana to a virtual standstill, not only in the northern areas, 
but areas in both the central and southern portions of the State. These weather 
events, like extreme temperatures, also adversely affect a community’s special 
needs populations. 

 
• Public and Animal Health Emergencies – Diseases and other natural disasters 

have occurred throughout the history of the world. These events have decimated 
whole species and even entire civilizations. It is no different in modern times, with 
epidemics of plague, SARS and AIDS in humans, Mad Cow Disease, Foot and 
Mouth Disease and West Nile Virus in animals. Additional threats include Avian, 
as well as any other strain of Pandemic Influenza. 

 
� Technological and Manmade Hazards which include the following: 

 
• Fire Hazards  - One of the most widespread hazards threatening any community 

is fire and the destruction that it brings. Jurisdictions must be educated and 
aware of the dangers of fire hazards to reduce the loss of life and of property. 
Commonly seen fire hazards are: 

 
� Tire Fires 
� Structure Fires 
� Wildland Fires 

 
• Hazardous Material Incidents – Our lives are made easier by advances in various 

technologies. Because of this, certain substances have been created which aid in 
these advances, but are harmful to humans, animals, and the environment. 
These substances have the potential to affect us in two ways: 

 
� Through releases from Fixed Industrial Facilities and Businesses 
� Through releases from containers in transport 

 
• Transportation Accidents – The movement of people and materials throughout 

the State of Indiana and around the country has brought communities closer than 
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in any other time in history. But with the construction of highways and interstates, 
railways, and large airports and airfields, the danger of accidents occurring also 
increases. There have been many accidents involving air and rail in the State 
annually, with motor vehicle accidents occurring on a daily basis  all across 
Indiana. 

 

• Civil Disturbances – Conflict and violence sometimes go hand in hand especially 
during intense protests, after major sporting events, or when prison inmates riot. 
Although none have been as involved as those in other states, Indiana is not 
immune to these kinds of events from happening. We have had our share of 
violence, looting, and vandalism, but another area of concern for communities is 
the potential for racial gatherings and Ku Klux Klan rallies becoming violent free-
for-alls. 

 
• Infrastructure Failures – Modern communities have become extremely 

dependent upon those things that most of us take for granted. Heating and 
cooling, electricity, water and sewage service, as well as roadways and 
communication systems all are an integral part of our world. However, a power 
outage or some other disruption in any of these services could have devastating 
and long-lasting effects on the residents of a jurisdiction, forcing community 
leaders to provide alternate means of transporting personnel and materials, and 
providing power and water to areas that are affected. 

 

• Petroleum and Natural Gas Accidents – Running all over the State of Indiana in 
underground pipelines is petroleum and natural gas products, some terminating 
within the State and the majority heading to locations out of Indiana. These 
pipelines, as well as storage areas and tanks located within the State, all have 
the risk of rupturing and releasing explosive gas and fumes that could destroy 
both residential and commercial areas within a given community. 

 
• Radiological Incidents – The State of Indiana has no active nuclear power 

generating facilities, yet radiological materials travel across the State almost 
daily. Certain medical facilities, universities, and businesses all use certain types 
of irradiated materials to process specific products as well as conduct research. 
Additionally, nuclear wastes and other by-products travel on Indiana roadways 
and rail, taking the risk of exposure right into the heart of many communities. 
However, with the ever-present threat of terrorism, leaders and response 
agencies must be aware of dirty bombs, which are produced by taking 
radioactive material and fixing it to a conventional explosive device, then 
detonating it in a populated area. The impact of this kind of attack could be felt 
for decades. 

 

• Terrorism Incidents – All Americans, not just those here in the State of Indiana, 
were shocked and disturbed by the images of September 11th 2001. A group of 
people, who were bent on making a mark on history and scaring our nation, took 
nearly 3,000 lives that day. It opened the collective eyes of the United States to 
the threat that lay beyond our borders, and reminded us again of the threat that 
still remains within. Communities around the nation have focused on preparing 



Leader’s Guide to Emergencies and Disasters  October 2008 

 
Indiana Department of Homeland Security 13 

and exercising for the possibility of a terrorist event happening in their area. The 
State of Indiana has led the way in these activities: 

 
� Establishment of 10 Homeland Security Districts 
� Creation of the Indiana Intelligence Fusion Center 
� Continual Funding of State Homeland Security Activities from State 

and Federal Sources 
� Increased Partnerships and response teams on both Inter and 

Intrastate levels. 

 
• School and Workplace Violence – A frightening trend across the United States in 

recent years has been the threat of School and Workplace Violence. Indiana has 
had several episodes in which gunmen have entered businesses and schools, 
killing innocent people. These episodes stem from a laundry list of emotional, 
psychological, and substance abuse problems on the part of the perpetrator, and 
have led schools and business officials to look to emergency management and 
senior community officials to assist in mitigating these kinds of events before they 
can occur again. 

 
 
Community Hazard Analysis  
 
A hazard analysis is the foundation upon which all emergency-planning efforts in a community 
are built.  In fact, preparing a good hazard analysis and community profile is the first step that a 
leader should take in order to build an effective emergency management program for their 
respective jurisdiction. 
 
A hazard analysis will provide an understanding of the potential threats facing a community. By 
pinpointing the location, extent and magnitude of past disasters or emergency situations, and by 
examining knowledge of new or emerging risks, it is possible to determine the probability of 
such events occurring and the vulnerability of people and property.  
 
By viewing this information along with relevant land use patterns, economic and demographic 
data from a carefully prepared “community profile,” emergency management agencies, 
emergency service personnel, community leaders and elected officials can make assumptions 
about those segments of their jurisdictions that may be impacted by various type of incidents. 
 
This, in turn, allows these groups to collectively set priorities and goals for resource allocation 
as well as predetermining mitigation, preparedness, response, and recovery activities prior to an 
incident occurring.  
 
Collectively, these decisions are the cornerstone of the community’s emergency management 
program and should guide all the decisions pertaining to managing the various emergencies or 
disasters we all face in the State of Indiana.  
 
As a hazard analysis is developed, there are certain tools a jurisdiction can use in collecting the 
information to make the analysis as comprehensive as it can be. These tools, which can be 
found with detailed instruction in the Hazard Analysis Development Guide for Local Indiana 
Communities, are listed briefly: 
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� Hazard Identification Matrix – This data collection tool allows a community to rate 

each of the hazards that may affect a particular jurisdiction on a specific rating scale, 
and additionally allows that jurisdiction to “sector” or break the area down into 
smaller segments to gauge the effects of the hazards. 

 
� Community Profile - A community profile is a valuable assessment tool that a local 

jurisdiction can create and utilize that will provide important information about key 
segments or elements of the community’s makeup.  It will look at the community’s 
history, the land use patterns (both present and future), geographic and climatic 
influences, the transportation network, demographic/economic breakdown of the 
population, key industries, locations of key community facilities, major community 
organizations, and other information and facts that are relevant to the community’s 
existence.   

 
Simply put, preparing a community profile requires answers to the 5 W’s: 

 
1. Who are we?  

 
2. Where are we located?  

 
3. What do we do?   

 

4. When do we do it?   
 

5. Why do we exist? (Or what is the community’s main “reason for being”?) 
 

� Risk Assessment – A Risk Assessment involves the examination of the 
community’s hazards using objective evaluation measures.  Through this evaluation 
process, hazards are identified in detail and a community’s overall risk to those 
hazards can be assessed in terms of the potential impact on people, services, and 
specific facilities and structures. Through a series of specific questions outlined on 
the Risk Assessment Form, leaders and officials can see how a hazard will affect 
their jurisdiction. 

 
� Vulnerability Determination - Vulnerability Determination is the process of taking all 

acquired data and historical information on hazards that pose the greatest risk to a 
community and applying it to real world situations or scenarios. This method will aid 
in determining where weaknesses, strengths, and shortcomings within a jurisdiction 
are present, as they relate to real or credible threats to the population. Through 
mapping and brainstorming sessions, leaders and response personnel can focus 
their resources on real and pre-determined areas that may be affected. 

 
 
Comprehensive Emergency Management Plan 
 
Emergencies and disasters are dynamic situations, impacting communities in every part of the 
world.  Indiana has witnessed a significant number of both naturally-occurring emergencies and 
disasters as well as those from a human-caused or technological perspective.  Ideally, planning 
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for disasters would be much easier if there was substantial time to prepare for such events.  
The reality for all of us however, is that many hazards cannot be predicted and are likely to 
occur with little or no warning.  
 
One of the most significant responsibilities for any public or private entity is the development of 
an emergency planning program that addresses potential hazards and the methods for 
managing those events.  Programs such as this consider the validation, publishing and 
maintenance of emergency and disaster plans.   
 
Nationally, there is no uniform standard for the structure and format of an emergency plan at 
state and local jurisdictions.  Indiana, however, developed an emergency planning process and 
program that counties have adopted and used for several years.  This planning program 
focuses on a Comprehensive Emergency Management Plan (CEMP).  A CEMP is a broad-
based document constructed to provide a blue-print for coordinating personnel and resources to 
address emergency and disaster situations within a given jurisdiction. 
 
Typically, the CEMP also considers a “phased” approach to emergency management.  This 
means that there is a focus on actions and resources needed before, during and after an 
emergency or disaster.  Commonly, there are four phases in emergency and disaster 
management, which include Mitigation, Preparedness, Response and Recovery.  There are, 
however, additional phases that relate to homeland security issues, which include Prevention 
and Protection.  For the purposes of CEMP development, however, considerations are 
primarily made on the four phases commonly considered for emergency management. 
 
Tasks found in each of the four phases can be briefly defined as: 
 
Mitigation – tasks taken to lessen the effects of, prevent the occurrence of, or eliminate the 
future threat of hazards.  
 
Preparedness – tasks taken to prepare your jurisdiction for disaster emergencies that cannot 
be mitigated, by planning, training and conducting exercises. 
 
Response – tasks taken to save lives, protect property, and stabilize the situation during an 
emergency or disaster. 
 
Recovery – tasks taken to restore the community infrastructure as well as the social and 
economic aspects of an affected area to a pre-disaster state. 
 
An important consideration when developing a CEMP is that it must be a user-friendly 
document.  Many state and local agencies that develop emergency plans will produce huge, 
voluminous documents, going into great detail regarding the quantities of resources and the 
specific aspects of their response.  In essence, this produces limitations and restrictions for 
those personnel with responsibilities found in the plan.  It does not provide an effective means to 
map out the basic tasks and support functions required to save lives and protect property.  A 
typical CEMP, however, will provide a basic framework for a jurisdiction’s emergency 
management activities.  Jurisdictions will be able to take that framework and build their own 
policies and procedures that support the tasks outlined in each of the phases found in the 
CEMP. 
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Another issue to consider when evaluating aspects of emergency planning is the practice of 
developing scenario or event-driven plans.  These plans are commonly developed with a 
specific event or hazard in mind and are organized in such a way that all planning 
considerations – resources, tasks, and personnel - are focused on that one hazard or event.   
 
This type of planning, which is tactically-based, has its uses, but does not follow the concept of 
“all-hazards” planning as it allows for artificialities and assumptions that may fall short of an 
actual real-world event.  Planning in this manner may present more risks for personnel and 
communities using them because they most often do not allow for the ever-changing and 
dynamic nature of disaster events.  
 
A CEMP, however, is a broad-based document, meaning that it considers multiple hazards that 
may occur within a given community collectively.  It also defines general tasks that should be 
performed by community agencies and departments before, during and after an emergency or 
disaster occurs.  The CEMP allows individual departments and agencies within a jurisdiction the 
flexibility and latitude to develop their own policies and procedures to support the tasks that are 
outlined in the plan, thoroughly addressing the changeable nature of emergency and disaster 
events.  Having these capabilities within the CEMP is truly what makes it “comprehensive”.  
 
Consequently, a local CEMP must be designed to interface with the State of Indiana’s 
Comprehensive Emergency Management Plan and the Federal Emergency Management 
Agency’s (FEMA) National Response Framework (NRF).  Like the local CEMP, these 
documents at the state and federal levels are designed to maximize resources and outline 
critical tasks needed to save lives and protect property.   
 
Another important aspect of a CEMP is its use of Emergency Support Functions (ESF).  Within 
every phase of an emergency, there are specific functions that must be coordinated to lessen 
the potential for physical, financial, and emotional impacts.  These functions, or ESFs, are 
typically, comprised of multiple agencies and departments within a given jurisdiction that have 
similar roles, responsibilities, resources, authority and training.  The following is a list of the 
fifteen ESFs used by the FEMA and IDHS: 
 
• ESF 1: Transportation  • ESF 9: Search and Rescue   
• ESF 2: Communications  • ESF 10: Hazardous Materials   
• ESF 3: Pubic Works  • ESF 11: Agriculture   
• ESF 4: Fire  • ESF 12: Energy   
• ESF 5: Emergency Management  • ESF 13: Public Safety   
• ESF 6: Mass Care • ESF 14: Long-Term Recovery  
• ESF 7: Resource Support • ESF 15: External Affairs 
• ESF 8: Health   
 
The Plan, once developed and promulgated, must be a user-friendly document, easily 
accessible during an emergency, and based on the procedures currently used by responding 
agencies and departments. 
 
To this end, the Comprehensive Emergency Management Plan does not contain specific “how 
to” information such as, how to fight a fire or how to treat and transport injured. Rather, it 
outlines the “what” and “who” aspects of the response efforts (what is the task and who is the 
agency responsible to accomplish the task). The detailed information that supports the tasks 
outlined in the Comprehensive Emergency Management Plans will come in the form of 
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Standard Operating Procedures developed by those agencies and departments who primary 
and support functions as outlined in the CEMP. 
 

Standard Operating Procedures 
 
Standard Operating Procedures are an established set of steps that outline the proper 
sequence for a specific task or tasks to be completed correctly.  
 
Standard operating procedures will come in many shapes, formats, and styles, but the main 
concern regarding standard operating procedures is that each individual department or agency 
has taken the time to put into written form how they function and how they perform during 
routine and emergency situations. 
 
As a Senior Official within your jurisdiction, it will be imperative that your local response and 
support agencies have developed written standard operating procedures, because without 
them, your Local Comprehensive Emergency Management Plan will not have the proper 
support it needs in order to effectively meet and stabilize the various emergencies and disasters 
that may affect your jurisdiction. 
 
Written standard operating procedures will also aid Senior Leaders and local agencies and 
departments in establishing: 
 

� A measure of control on how agencies respond and how they work on a daily basis. 
 

� A chance to lessen mistakes being made in critical situations and improve the overall 
response. 

 
� A means to allow for a guideline on training personnel based on a proven method 

that will be used in real situations. 
 

� A means to document a situation and provide communications within and between 
individuals, departments and jurisdictions. 

 
Ultimately, written procedures can be a vital element to the success of a leader and the 
emergency management program for a jurisdiction simply because it assists in limiting liability 
for response personnel who may be risking their lives for public safety.  Written procedures also 
establish a standard that must be followed, which allows a jurisdiction to maximize manpower, 
time, and resources that may also be needed in other areas. 
 
Although there is not a set format for standard operating procedures, the State of Indiana has 
developed a coversheet that will guide departments in their procedure development. This 
coversheet has the essential and basic elements that are common to all procedures and 
guidelines. For a look at these elements, a sample outline has been provided behind Annex C.  
 
Continuity of Operations / Continuity of Government Planning 
 
When a disaster strikes a community, response agencies and Senior Officials alike may face 
the very possibility of losing facilities, services, and personnel that may be critical to the overall 
response and management of the disaster situation. Likewise, vital functions and services 
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provided by government agencies and departments may also be interrupted or completely 
stopped, potentially affecting the entire community. 
 
Senior Officials must become very familiar with the concepts of Continuity of Operations and 
Continuity of Government Planning because the very survival of their jurisdiction may depend 
upon that knowledge. 
 
Continuity of Operations Planning can be defined as the means that a department, agency, 
group, or business uses to maintain and continue critical functions in the aftermath of an 
emergency or disaster which disrupts the normal business activities of Government Agencies. 
This activity includes the preservation of records and other vital functions. 
 
Continuity of Operations Planning prepares an agency or department for emergency situations 
by ensuring that alternate facilities, additional personnel, and necessary equipment can be 
staged or made available during crisis events at pre-designated areas.  
 
When these alternate resources and facilities are activated, they will have the ability to perform 
essential functions, like those of the original operational areas. However, Continuity of 
Operations activities will be implemented on a temporary basis, until such time as the original or 
a new permanent location is safe and the operation can be restored. 
 
Continuity of Government Planning can be defined as the means that a government takes to 
ensure their constitutional form government can continue to operate and function following an 
emergency, disaster or catastrophic event. 
 
Unlike Continuity of Operations Planning, Continuity of Government Planning focuses on the 
leadership of a jurisdiction, ensuring that there is an established line of succession should 
someone in the chain become incapacitated or unavailable. It also ensures that those in the 
chain of succession have the authority and power to make the decisions that will promote the 
functioning of government. 
 
Continuity of Government Planning will ensure that the executive, judicial, and legislative bodies 
of a governing body will have the ability to direct existing laws, rule on those laws, and pass new 
laws and temporary orders to meet the needs of their jurisdiction. 
 
Like Continuity of Operations Planning, Continuity of Government is not a replacement for 
existing government services or leadership. It is, however, the means to continue providing 
leadership and direction when a community may need it most. (For more information, contact IDHS, 

Planning and Assessment Division, 317-233-6116.) 
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Disaster Operations  
 
As stated previously, an emergency or disaster situation will test the strengths and leadership of 
a jurisdiction. Without prior planning and an examination of the potential threats facing a 
community, response personnel and leaders will be ill prepared in effectively managing a critical 
situation and making the best decisions affecting public safety. 
 
If plans, procedures, and other necessary contingencies are established, Disaster Operations 
can be effective and will be managed and coordinated by: 
 

� A jurisdictional Incident Command System, which is a part of the National Incident 
Management System (NIMS). This system is used as a means of coordinating 
response activities taken by all response and support agencies in crisis situations. 

 
� A working Emergency Operations Center, or centralized area where information, 

resources and personnel can assist in the coordination of response activities and 
provide support to the local Incident Commanders. 

 
� An Effective Communications initiative within the jurisdiction that allows for a clear, 

concise flow of critical information. 
 
� Written and updated Mutual Aid Agreements for agencies and departments within 

the local jurisdiction, as well as, written agreements with entities outside the 
jurisdiction. 

 
� Established Exercise Programs, which are used to test and evaluate a jurisdiction’s 

ability to perform in real emergencies and disaster situations. 
 

� A comprehensive After Action Report, which outlines the strengths and 
weaknesses associated with conducting the exercise, as well as a reference to 
lessons learned.  

 
Incident Command (IC) / National Incident Management System (NIMS) 
 
Incident Command is a system that has been widely used by fire service agencies around the 
country for over 30 years. Since its inception, this system has grown in its popularity and its 
application to many other groups and emergency disciplines, to include law enforcement, 
emergency medical services, hospitals, and emergency management agencies, to name a few. 
It is a method of coordinating and providing control in the management of an incident of any 
size, from a small-scale automobile accident, to a major terrorism attack. 
 
Incident Command sets a basic standard for response, in that, its modular structure allows for 
consistent use of personnel, information, and methods for planning from one incident to another. 
However, since no single incident is exactly the same, Incident Command can be scaled up or 
down, to meet the demands of the situation. This modular structure and approach allows for 
jurisdictions and response agencies to maximize their resources and in turn, minimize the time it 
takes for those resources to begin the overall task of response.  
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With the creation of the Department of Homeland Security, the main focus across the country 
has been to establish a consistent, overall system for response that can be used nationwide. In 
essence, agencies and organizations from any level of government in this system would be able 
to integrate and transition easily from one level to the next, ensuring that key personnel, 
equipment, and critical information can be shared rapidly and effectively. This system is known 
as the National Incident Management System (NIMS). Provided below is a sample of an 
organizational diagram for an Incident Command structure for a local jurisdiction. 
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In accordance with FEMA NIMS requirements, all local jurisdictions shall adopt NIMS principles, 
which include the Incident Command Structure (ICS) and the appropriate levels of training.  
 
It is highly recommended that Senior Officials in the State of Indiana encourage their local 
agencies and departments to become fully versed and utilize ICS for its benefits in promoting 
communication and coordination during significant events.  The federal government has also 
identified other, non-traditional groups as first response agencies. Included in this new shift for 
public safety, are public health agencies (hospitals, health departments, etc.), emergency 
management, as well as, public works and utilities.  
 
These groups may not have the necessary training in Incident Command that traditional first 
responders – fire departments, emergency medical services, and law enforcement – may have, 
and in order to maintain effective communication, coordination, and cooperation, it will be 
necessary that these groups receive this training.  

 
(Note: Incident Command/NIMS training and background on its concepts can be obtained from numerous sources. The State of 
Indiana Department of Homeland Security maintains a website with several resources at www.in.gov/dhs .) 

 
 

Emergency Operations Center 
 
An Emergency Operations Center, before the events of September 11th, was said to be an 
emergency management “concept”. Having an established centralized area in which 
information, resources, and personnel could come to support and manage a disaster situation 
was not set as a high priority for most communities. In many jurisdictions, the Emergency 
Operations Center was activated in a training room, gymnasium, or some other large area 
where access to phone lines could be established and personnel could meet to discuss the 
current emergency or disaster situation. Additionally, many Senior Elected Officials felt that as 
long as they were informed of the situation, there was no need to have a designated area for an 
emergency operations center. 

 
That concept has now given way to communities setting in stone and mortar, a real, fixed facility 
that can be dedicated to providing logistical support for a jurisdiction’s response community in 
critical times of need.  
 
Emergency Operations Centers, during activation, are able to provide leaders with a wide view 
of an entire disaster situation. It enables personnel with decision making responsibilities to see 
the actions of those agencies involved in the management of emergency situations, as well as, 
provide a means to channel and relay information from the public, response personnel, and the 
media. It will also promote the security and integrity of the response and recovery aspects of the 
disaster during short-term operations, or those operations taking many weeks or even months to 
rectify. 

 
Depending upon the jurisdiction’s need, each Emergency Operations Center may be structured 
very differently from one another. The diagram below is an Organizational Structure of how an 
Emergency Operations Center can be set up. Notice how the design mirrors the organization of 
a local Comprehensive Emergency Management Plan. 
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Effective Communication  
 
Time and time again, most responders and leaders alike state that one of the most critical 
elements that fails in a disaster or emergency situation is the flow of communication from one 
response or support element to the next. Whether it starts from field personnel to decision and 
policy-makers or from Incident Commanders to Mutual Aid Partners, communications 
breakdown is a common hazard for all public safety and response organizations. 
Methods exist, however, to eliminate the breakdown of communications and to allow personnel 
to get the critical information they need. These methods should be examined by Senior Leaders 
and later adopted or integrated in communication policies and procedures. Briefly, some of 
these methods are: 
 

� Use of Standard English – Many communities within the State of Indiana use 
10 Codes, which is a form of radio messaging where the prefix “10” is followed by 
other numbers to designate a specific message. When new personnel, however, 
are assigned to departments that are not familiar with the codes, communication 
is not truly effective. Additionally, one jurisdiction may use a set of 10 Codes that 
is totally different from a neighboring community, making mutual aid partners 
scramble to translate radio messages. The best means to communicate is the 
simplest; that is, speak in plain English when sending out radio messages. If the 
message has sensitive or secure information, other means, such as secure 
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phone lines or hand delivered messages from runners may be the best way to 
relay it. 

 
� Use A Common Terminology – The old adage “Say what you mean, mean 

what you say” can be a valuable tool for all personnel who are requesting 
equipment or other specific kinds of resources. Jurisdictions should adopt a 
common listing of items or terms that will be used at all times when 
communicating or passing on information from one organization to the next in 
both written or spoken forms. The best example would be if a fire department 
calls the Local Emergency Operations Center with a request for a “wrecker” but 
causes a bit of confusion when most of the other agencies that are activated call 
the item a “tow truck”. A common terminology within a jurisdiction will aid in 
lessening that confusion and will ultimately ensure that everyone understands 
what is being requested. 

 
� Use Brief Messages that are to the point – Responders who are using radio 

equipment should always attempt to keep radio traffic at a minimum.  Radio 
messages should be brief and relay the most critical pieces of information in 
order to save lives and protect property. Written messages or documents should 
also be concise and to the point, with information presented in a simple and 
legible form. No one should try to use big words, phrases, or clichés that are not 
understandable or that are inappropriate for the situation. 

 
� Use Standard Equipment (Inter-operability) – Another critical aspect of 

communications breakdown within a community is that different departments, 
agencies, or groups within a community all use different types of equipment. 
Whether it’s radios, computer messaging software, or cellular phones, having a 
standard means to pass on information from one group to the next could possibly 
save lives and prevent a bad situation from becoming an all-out disaster. 

 
A Senior Official who implements these practices within his or her jurisdiction will promote a 
positive and effective means to relay critical information from one organization to the next. It will 
ensure that ideas are shared and that personnel involved in an emergency or disaster maintain 
a high degree of situational awareness.  

 
Mutual Aid Agreements  
 
Senior Officials in many communities around the nation know all too well that the impact and 
devastation an emergency or disaster can inflict may cross many different boundaries. Flooding, 
for example, can be felt in a whole region of the country, forcing numerous towns, cities, 
counties, and states to focus on the same goal; committing time and resources to protect their 
communities against the rising water. 
 
In these times of critical need, many communities may reach out to neighboring areas to provide 
resources, equipment, and personnel to support any deficiencies that they may have. The way 
to do this is through a Mutual Aid Agreement. 
 
In the context of Emergency Management, Mutual Aid Agreements are documents by which 
agencies, departments, or organizations provide critical emergency care, support, and/or 
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equipment to assist in stabilizing or controlling emergency or disaster situations in other 
jurisdictions or areas.  
 
For many years, fire service agencies have used these agreements to provide their respective 
communities with supplemental resources and experienced personnel to assist in large-scale 
hazardous material incidents and major fire-related events. 
 
More recently, other organizations have begun to see the benefits of these agreements, 
especially Emergency Management Agencies. However, groups such as emergency medical 
services, law enforcement and public works departments have all established and utilized these 
documents to expand their operations and to promote effective management of disaster 
situations. 
 
To this end, the State of Indiana has passed into law the Statewide Mutual Aid Agreement 
Indiana Code IC 10-14-3-10.6. This regulation gives local jurisdictions the ability to provide 
assistance to Indiana communities from one jurisdiction to the next, provided that a disaster has 
been declared by the Senior Officials of the affected community.  
 
All counties, cities, towns, and townships are automatically entered into the agreement, and 
those who do not wish to participate must submit a written statement expressing their wishes 
not to participate. However, those communities who may wish to opt out of the program may be 
potentially jeopardizing future funding for emergency management and domestic preparedness 
activities in their jurisdictions. Senior Officials must also realize that by not participating in the 
Statewide Mutual Aid Agreement, it may be looked upon negatively by the residents of their 
jurisdiction. 
 
A generic example of a Mutual Aid Agreement, as well as, a brief description of the Statewide 
Mutual Aid Agreement is provided in Annex D at the end of this guide. 
 
(NOTE: It is highly recommended that WRITTEN Mutual Aid Agreements be established at the local jurisdictional level between 
departments or agencies due to the significant liability issues associated with disaster and emergency response. Always consult 
your legal representative when entering into any contract or agreement.) 
 

Exercise Programs and HSEEP 
 
Exercises allow homeland security and emergency management personnel, from first 
responders to senior officials, to train and practice prevention, protection, response, and 
recovery capabilities in a realistic but risk-free environment. Exercises are also a valuable tool 
for assessing and improving performance, while demonstrating community resolve to prepare 
for major incidents.  
  
Through exercises, the Department of Homeland Security Preparedness Directorate aims to 
help jurisdictions obtain objective assessments of their capabilities so that gaps, deficiencies, 
and vulnerabilities are identified and remedied prior to a real incident.  
  
The Homeland Security Exercise and Evaluation Program (HSEEP) is a capabilities and 
performance-based exercise program.  The intent of HSEEP is to provide common exercise 
policy and program guidance capable of constituting a national standard for all exercises.  
HSEEP includes consistent terminology that can be used by all exercise planners, regardless of 
the nature and composition of their sponsoring agency or organization.   
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The HSEEP Volumes, a series of program and reference manuals, integrate language and 
concepts from the National Response Framework the National Incident Management System, 
the National Preparedness Goal, the Universal Task List (UTL), the Target Capabilities List 
(TCL), existing exercise programs, and representative prevention and response protocols from 
all levels of government. The HSEEP policy and doctrine is organized into the following 
volumes: 

 HSEEP Volume I: HSEEP Overview and Exercise Program Management provides 
guidance for building and maintaining an effective exercise program and summarizes the 
planning and evaluation process described in further detail in Volumes II through V.  

 HSEEP Volume II: Exercise Planning and Conduct helps planners outline a standardized 
foundation, design, development, and conduct process adaptable to any type of 
exercise. 

 HSEEP Volume III: Exercise Evaluation and Improvement Planning offers proven 
methodology for evaluating and documenting exercises and implementing an 
improvement plan.  

 HSEEP Volume IV: Sample Exercise Documents and Formats provides sample exercise 
materials referenced in HSEEP Volumes I, II, III, and V.   

 HSEEP Volume V: Prevention Exercises contains guidance consistent with the HSEEP 
model to assist jurisdictions in designing and evaluating exercises that test pre-incident 
capabilities such as intelligence analysis and information sharing. 

HSEEP reflects lessons learned and best practices of existing exercise programs, and can be 
adapted to a variety of scenarios and events (e.g., natural disasters, terrorism, technological 
disasters).  
  
The DHS Preparedness Directorate is responsible for updating and disseminating the HSEEP 
reference volumes on behalf of the Department. 
  
HSEEP is compliant with, and complements, several historical and current Federal directives 
and initiatives. Some of these directives and policies include the following: 

 National Strategy for Homeland Security  

 HSPD-5, Management of Domestic Incidents  

 HSPD-8, National Preparedness 

 National Exercise Program (NEP)  

 National Preparedness System  

 NIMS  
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The methodology of HSEEP was based on proven exercise design, development, and 
evaluation methods from other programs. There are three exercise programs that had a 
significant influence on HSEEP during its development. These programs include the following:  

  
 Radiological Emergency Preparedness (REP) Program. The key ties to HSEEP are that 

REP was the first major exercise program to involve local first responders in biannual 
exercise activities and that it helped contribute to the evaluation methodology. 

  
 Nunn-Lugar-Domenici (NLD) Domestic Preparedness Program. The key tie to HSEEP 

was that NLD was the springboard to the NEP and was the first program to recognize an 
increased hazard in the Nation’s urban centers.  It contributed many of the lessons 
learned and best practices for the design and development methodology. 

 
A critical component of HSEEP is the After-Action Report and Improvement Plan. Exercises are 
intended to identify gaps in the capabilities of a jurisdiction. However, without a process to 
identify those gaps and then implement remedies to deficiencies in the capability evaluated, 
improvement often does not occur.  HSEEP offers a methodology for evaluating, reporting on, 
and implementing an improvement plan so that jurisdictions do not lose track of lessons learned 
during exercises. These AAR/IPs can be written and implemented not only for training exercises 
but for real-world events as well. 
 
There are seven types of exercises defined within HSEEP, each of which is either discussions-
based or operations-based.  Discussions-based Exercises familiarize participants with current 
plans, policies, agreements and procedures, or may be used to develop new plans, policies, 
agreements, and procedures. Types of Discussion-based Exercises include: 
  
• Seminar. A seminar is an informal discussion, designed to orient participants to new or 

updated plans, policies, or procedures (e.g., a seminar to review a new Evacuation 
Standard Operating Procedure).  

 
• Workshop. A workshop resembles a seminar, but is employed to build specific products, 

such as a draft plan or policy (e.g., a Training and Exercise Plan Workshop is used to 
develop a Multi-year Training and Exercise Plan).  

 
• Tabletop Exercise (TTX). A tabletop exercise involves key personnel discussing simulated 

scenarios in an informal setting. TTXs can be used to assess plans, policies, and 
procedures.  

 
• Game. A game is a simulation of operations that often involves two or more teams, usually 

in a competitive environment, using rules, data, and procedure designed to depict an actual 
or assumed real-life situation.  

 
Operations-based Exercises validate plans, policies, agreements and procedures, clarify roles 
and responsibilities, and identify resource gaps in an operational environment. Types of 
Operations-based Exercises include:  
 

• Drill. A drill is a coordinated, supervised activity usually employed to test a single, 
specific operation or function within a single entity (e.g., a fire department conducts a 
decontamination drill).  
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• Functional Exercise (FE). A functional exercise examines and/or validates the 
coordination, command, and control between various multi-agency coordination centers 
(e.g., emergency operation center, joint field office, etc.). A functional exercise does not 
involve any "boots on the ground" (i.e., first responders or emergency officials 
responding to an incident in real time).  

 

• Full-Scale Exercise (FSE). A full-scale exercise is a multi-agency, multi-jurisdictional, 
multidisciplinary exercise involving functional (e.g., joint field office, emergency operation 
centers, etc.) and "boots on the ground" response (e.g., firefighters decontaminating 
mock victims). 
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Post-Disaster and Recovery Functions 
 
Senior Officials face a daunting task in preparing for the multitude of hazards that may occur at 
any time during the life of their communities. The reality, however, is the work in dealing with a 
disaster is far from over when the storm clouds clear and the dust settles. In many cases, it has 
only just begun. 
 
This phase in the life cycle of emergencies and disasters is known as the Recovery Phase. Like 
Preparedness and Response, there are numerous tasks and functions that must be coordinated 
and accomplished during this period in order for leaders and response agencies to continue the 
vital job of public safety. 
 
Some of these key functions include: 
 

• Understanding the process and laws surrounding the Emergency Disaster 
Declaration Process. 

 

• Addressing the Short Term and Long Term needs of communities and those of the 
response and support agencies. 

 

• Having qualified personnel to complete extensive Damage Assessment surveys and 
reports. 

 
Emergency and Disaster Declaration Process 
 
Senior Elected Officials within a given jurisdiction, whether a mayor, councilman, or county 
commissioner must know the legal authority and responsibility they have to act in preserving the 
lives and property of the communities they have sworn to serve. In the first section of this guide, 
that authority was referenced in Indiana Code Title 10, which is the State law that clearly spells 
out the basic functions and steps a leader should take in preparing their communities to manage 
emergencies and disasters. 
 
One of the most challenging, but vital functions for Senior Officials to consider is the ability to 
declare or issue disaster declarations. IC 10-14-3 describes this process in detail, but briefly it is 
outlined here: 
 

• A local emergency may be declared only by the principal executive officer of the political 
subdivision. It will last no more than 7 days, unless extended by the Senior Official of 
that jurisdiction. 

 

• When declaring, continuing, or terminating this declaration, every effort should be made 
to publicize the action and must be filed with the Clerk of the jurisdiction. 

 

• A declaration shall be made to activate the emergency disaster plans and those 

response and support agencies needed to aid in the protection of people and property. 
 

Depending upon the particular hazard or the time of year, disaster declarations may even be 
made before an event has occurred. Some of these threats are severe thunderstorms, ice 
storms, and blizzards. Declaring prior to these weather events allows communities to “lean 
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forward” in their response activities as well as determine the significant areas where deficiencies 
and resources are required to support the emergency operations that may be needed in the 
upcoming event.  
 
Additionally, the Comprehensive Emergency Management Plan or Emergency Disaster Plan, 
will become a form of law once a declaration for a jurisdiction has been made and individuals 
who fail to comply with those plans, may be arrested, jailed, or fined.  
 
A copy of a sample declaration has been provided in Annex E. 
 
(Note: It is strongly suggested that this sample document be provided to your jurisdiction’s legal representatives to make any 
necessary changes that best suit your community’s needs. The form is provided as an example only.)   

 
Short and Long Term Care 

 
When a disaster hits a community, the normal, day-to-day routine that all of us tend to take for 
granted, may be replaced with sheer chaos. All too often a disaster not only affects a community 
physically, it also affects the people living in an area both emotionally and financially. It will be a 
leader’s top priority to provide an effective means for those residents to cope and heal from the 
impact of devastating events.  
 
When we examine a disaster or large-scale emergency event, there are many functions that 
should be done to protect and care for residents soon after the event takes place. These 
particular functions are part of the Short Term Care activities commonly seen in communities 
across the country. 
 
Short Term Care, in the context of Emergency Management, is the ability to meet the immediate 
and critical needs of a community affected by a disaster or emergency situation in order to 
lessen the initial impact of the event and to ensure that those affected are out of harms way. 
 
Some specific considerations that Senior Officials should understand are as follows: 
 

 
 
 
 
 
 
 
 
 
 
 
 
Although the initial events of a disaster may be swift, like the sudden onset of a violent storm or 
tornado, the devastation from these events can be felt for extended periods of time following the 
event. The aftermath may mean homes are gone, businesses are in ruin, and the dreams of 
those affected are completely shattered.  

• Emergency Medical Care  
 

• Emergency Evacuation or Re-Location 
 

• Immediate Shelter and Temporary Housing 
 

• Adequate Food and Potable Water 
 

• Mental Health Services and Counseling  
 

� Restoration of Electrical Power and 
Utilities 

 
� Timely and Accurate Public Information 
 
� Search and Rescue Activities 
 
� Mortuary Services  
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A leader must know what to do in order for a community to get back on its feet and start the 
process of rebuilding and picking up the pieces. After the immediate needs, such as those 
described above, Long Term Care has to be examined. 
 
 Some specific considerations of Long Term Care that Senior Officials should understand are as 
follows: 
 
 
 
 
 
 
 
 
 
 
 
 
 
Damage Assessment 
 
Much of the damages that are incurred after an emergency or disaster is examined by property 
owners, Senior Officials, Law Enforcement, Fire Services, and State and Federal Officials. The 
information collected is usually called a Damage Assessment or Damage Survey. 
 
Although there is no set format for collecting that data, the Indiana Department of Homeland 
Security’s Mitigation/Recovery Division has developed a form to be used by the local 
jurisdictions that takes a “snapshot” of the affected area. Additionally, some communities even 
take photos of the damaged location, to bring further depth and clarification for the information 
on the form.  A copy of this form is provided in Annex F. 
 
All in all, having an accurate preliminary damage assessment can open the door for recovery 
funding and reimbursements from both the Federal government and the State of Indiana. This 
aid, in the form of either Individual or Public Assistance, is given, provided that a disaster 
declaration has been made for a jurisdiction (County, City, Town, Township) and other specific 
criteria have been met, based upon the damages to homes, businesses, and community 
infrastructure. Additionally, costs for cleanup, man hours, and equipment for local response 
agencies may also be provided. 
 
As the process of Recovery begins, Senior Officials will have to look hard at lessening or 
preventing the same kinds of disasters from occurring again in their respective jurisdictions.  
Actions taken at this time will fall into the Mitigation Phase. 
 
Realistically, however, there is no visible line or point that indicates when Recovery ends and 
Mitigation should begin. Both the Recovery and Mitigation Phases must work hand in hand with 
one another. They are key in completing the full lifecycle of Emergency Management by 
establishing a means to assess the magnitude of damages, the financial and physical impact on 
a jurisdiction, and the means by which these issues can effectively be managed or eliminated. 

 
• Extended Medical Care  

 

• Permanent Re-Location or Re-Entry to homes 
(if possible) 

 

• Extending Housing or Sheltering 
 

• Adequate Food and Potable Water 
 
• Mental Health Services and Counseling  

 

 
� Restoration of Critical Infrastructure and 

Community Services 
 
� Schooling for Children 
 
� Reimbursements for lost wages and 

damages 
 
� Accurate and Timely Public Information  
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Some basic mitigation efforts for a leader to consider for his/her community include, but are not 
limited to: 

 
• Passing and enforcing strict building codes to prevent fire loss 

 
• Passing local laws preventing the construction of homes and businesses in projected 

floodplains 
 

• Purchasing and setting up warning sirens throughout a jurisdiction 
 

• Constructing/Building dams and levees to control flood waters 
 

• Passing and enforcing local Emergency Management ordinances 

 
(For more information on the subjects of Mitigation and Recovery activities, please contact the Response and Recovery Division of 
the Indiana Department of Homeland Security at 317-232-3833.) 

 
 
Disaster Assistance: Individual Assistance 

 
June , 2008 

 
 

 
 

DISASTER ASSISTANCE FOR INDIVIDUALS 
When the President declares a disaster and authorizes providing Individual Assistance, FEMA’s 
Individuals and Households Program (IHP) can help homeowners and renters affected by the 
disaster with housing needs and necessary expenses. 
To be considered for IHP housing assistance, the affected home must be the individual’s primary 
residence and it must be located in the disaster area designated for Individual Assistance. To be 
considered for IHP assistance for necessary expenses or serious needs, the loss must have 
occurred in the disaster area designated for Individual Assistance. An individual or a pre-disaster 
member of the household must be a United States citizen, a non-citizen national or a qualified 
alien. 
When a disaster is declared and Individual Assistance is authorized, affected individuals are 
directed to register with FEMA and to make sure that the information they provide is complete 
and correct. 
 
Registration can be done in the following ways: 
 

• Telephone. Call the toll-free number 1-800-621-FEMA (3362) 
Speech- or hearing-impaired callers can use the TTY number 1-800-462-7585 

 
• Internet. Go to www.fema.gov 

 
• At a shelter or Disaster Recovery Center, via a telephone. This year, FEMA will begin 
using mobile registration intake units to will travel to areas where telephone service is not 
available. 
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When registering, applicants will need to provide the following information: 
 

• Name and Social Security number 

• Address of the damaged property 

• Current address and telephone number 

• Insurance information 

• Total household annual income 

• A bank routing and account number for direct deposit 

• A description of your losses caused by the disaster 

Once the registration is complete, a copy of the registration/application will be sent to the 
applicant and if a need is identified, an inspector will be assigned to view the damaged property. 
 

INDIVIDUALS AND HOUSEHOLDS PROGRAM 
 

Housing Assistance 
 

• Temporary housing (rent and lodging expense): Money to rent a different place to live or 
a temporary housing unit, such as a FEMA-provided travel trailer or mobile home, when 
rental properties are not available. 

 
• Repair: Money for homeowners to repair damage from the disaster that is not covered by 
insurance. The goal is to repair the home to a safe and sanitary living or functioning 
condition. FEMA may provide up to $5,400 for disasters declared in the 2006 federal 
fiscal year. A flood insurance purchase and maintenance requirement may be place on the 
home if the home is in a Special Flood Hazard Area. NOTE: FEMA’s repair assistance 
will not pay to return a home to its condition before the disaster. 

 
Repairs can include: 
 

o Structural parts of a home (foundation, outside walls, roof) 

o Windows, doors, floors, walls, ceilings, cabinetry 

o Septic or sewage system 

o Well or other water system 

o Heating, ventilating and air-conditioning system 

o Utilities (electrical, plumbing and gas system) 

o Entrance and exit ways from the home, including privately owned access roads 

o Blocking, leveling and anchoring of a mobile home and reconnecting or resetting 
its sewer, water, electrical and fuel lines and tanks 

 
• Replacement: Money is available to homeowners to replace their home destroyed in the 
disaster that is not covered by insurance. The goal is to help the homeowner with the cost 
of replacing their destroyed home. A flood insurance purchase and maintenance 
requirement may be place on the home if the home is in a Special Flood Hazard Area. 
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• Permanent Housing Construction: Money is available for the construction of a home or 
FEMA will provide direct assistance with the construction. This type of help only occurs 
in insular areas or remote locations specified by FEMA, where no other type of housing 
assistance is possible. . Construction shall follow current minimal local building codes 
and standards where they exist, or minimal acceptable construction industry standards in 
the area. Construction will aim toward average quality, size and capacity, taking into 
consideration the needs of the occupant. A flood insurance purchase and maintenance 
requirement may be place on the home if the home is in a Special Flood Hazard Area. 

 

Other Needs Assistance (ONA) 
Money is available for necessary expenses and serious needs caused by the disaster. This includes 
medical, dental, funeral, personal property, transportation, moving and storage, and other 
expenses that are authorized by law. Assistance from ONA is cost-shared, between FEMA (75 
percent) and the State (25 percent). 
An applicant does not apply for ONA, but is referred for assistance based on their ability to 
secure loan from the U.S. Small Business Administration. If SBA determines that an applicant 
cannot afford a loan, SBA will automatically refer the applicant back to ONA for additional help. 
ONA can be provided for disaster-related serious needs in five categories: 
 

• Repair or Replacement of Personal Property: Money may be available to repair or 
replace items damaged or destroyed as a result of the disaster that are not covered by 
insurance. FEMA will not pay for all damaged or destroyed personal property. A flood 
insurance purchase and maintenance requirement may be place on the personal property 
if the property is in a Special Flood Hazard Area. 

 
Repair and replacement may include: 

o Clothing 

o Household items (room furnishings, appliances) 

o Specialized tools or job-related protective clothing and equipment 

o Necessary educational materials (such as school books) 

o Clean-up items (such as wet/dry vacuum, air purifier, dehumidifier) 
 

• Transportation: Money to address the cost of repairing and/or replacing a vehicle that is 
no longer usable because of disaster-related damage. 
 
• Medical and Dental Expenses: Money to address the cost of medical treatment or the 
purchase of medical equipment required because of physical injuries received as a result 
of the disaster. 
 
• Funeral and Burial Costs: Money to address the cost of funeral services, burial or 
cremation and other funeral expenses related to a death caused by the disaster. 
 
• Other Items: The state and FEMA can agree to pay for specific disaster-related costs that 
are not listed above. Some examples are generators, moving and storage expenses, and 
the cost of a National Flood Insurance Program Group Flood Insurance Certificate. 
 

Conditions and Limitations of FEMA IHP Assistance 

 
• Non-discrimination. All forms of FEMA disaster assistance are available to any affected 



Leader’s Guide to Emergencies and Disasters  October 2008 

 
Indiana Department of Homeland Security 36 

household that meets the conditions of disaster eligibility. No Federal entity or official (or 
their agent) may discriminate against any individual on the basis of race, color, religion, 
sex, age, national origin, disability, or economic status. 
 
• Residency status in the United States and its Territories. To be considered for disaster 
assistance, the individual or an adult household member must provide proof of identity 
and sign a declaration stating that he/she is a United States citizen, a non-citizen national, 
or a qualified alien. 
 
• Supplemental Assistance. Disaster Assistance is not intended to substitute for private 
recovery efforts, but to complement those efforts when needed. FEMA expects minor 
housing damage or the need for short-term shelter to be addressed by homeowners or 
tenants. Furthermore, IHP is not a loss indemnification program and does not ensure that 
applicants are returned to their pre-disaster living conditions. 
 
• Household Composition. People living together in one residence before the disaster are 
expected to continue to live together after the disaster. Generally, assistance is provided 
to the pre-disaster household as a unit. If, however, the assistance provided to the 
household is not shared, or if the new residence is too small or causes the individual 
undue hardship, the individual may request assistance separate from their pre-disaster 
household. 
 
• Type of Assistance. Generally, more than one type of IHP assistance may be provided to 
the household. Only FEMA has the authority to determine which type of assistance is 
most appropriate for the household and the period of assistance to be covered. 
 
• Proper Use of Assistance. All financial assistance provided by FEMA should be used as 
specified in writing: To rent another place to live, to make the home repairs identified by 
FEMA. Failure to use the money as specified may make the individual ineligible for 
additional assistance. All FEMA disaster assistance money is tax-free. 
 
• Documentation. It is the individuals’ responsibility to provide all documentation necessary 
for FEMA to evaluate their eligibility. An applicant may need to provide proof of 
occupancy, ownership, income, loss, and/or information concerning their housing 
situation prior to the disaster. The individual should keep all receipts and records for any 
housing expenses incurred as a result of the disaster. This includes receipts for repair 
supplies and labor, and rent payments. 
 
• Insurance. If the individual has insurance, any assistance provided by FEMA should be 
considered an advance and must be repaid to FEMA when the insurance settlement is 
received. If the settlement is less than FEMA’s estimated cost to make the home 
habitable, the individual may qualify for funds to supplement the settlement, but only for 
repairs relating to the home’s habitability. FEMA does not provide replacement value 
amounts or assistance with non-essential items. 
 
• Duration of Assistance. Repair Assistance is provided as a one-time payment. Temporary 
Housing (rental assistance or a FEMA-supplied mobile home or travel trailer) is provided 
for an initial period of one, two or three months. To be considered for additional 
assistance, eligible applicants must demonstrate that they have used any previous 
assistance from FEMA as instructed, and they must demonstrate their efforts to reestablish 
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permanent housing. Additional assistance is generally provided for one, two or 
three months at a time. The maximum period for IHP assistance is up to 18 months from 
the date of the disaster declaration. 
 
• Appeal Rights. If applicants disagree with FEMA’s determination of eligibility or the form 
of assistance provided, they have the right to appeal within 60 days of the date of the 
notification letter. 

 

Applicants with questions about disaster assistance can call the 

Helpline: 

1-800-621-FEMA 
Speech- or hearing-impaired callers can use the TTY number 1-800- 

462-7585 
FEMA manages federal response and recovery efforts following any national incident. FEMA 

also initiates mitigation activities, works with state and local emergency managers, and manages 

the National Flood Insurance Program. FEMA became part of the U.S. Department of Homeland 

Security on March 1, 2003. 
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Declaration Process for Public Assistance 
 
The request for a declaration must come from the Governor or Acting Governor. Before sending 
a formal request letter to the President, the Governor should request that FEMA conduct a joint 
Preliminary Damage Assessment (PDA) with the State to verify damage and estimate the 
amount of supplemental assistance that will be needed. After this assessment is complete, if the 
Governor believes that Federal assistance is necessary, the Governor sends the request letter 
to the President, directed through the Regional Director (RD) of the appropriate FEMA region.  
 
The request is reviewed by the RD and forwarded with a recommendation to the Director of 
FEMA who, in turn, makes a recommendation to the President. The President makes the 
decision whether to declare a major disaster or emergency. After the initial declaration, the 
person designated by the Governor as the Governor’s Authorized Representative (GAR) may 
make requests for additional areas to be eligible for assistance or for additional types of 
assistance as deemed necessary.  
 
After a declaration is made, FEMA will designate the area eligible for assistance and the types 
of assistance available. With the declaration, a Federal Coordinating Officer (FCO) is appointed. 
The FCO is responsible for coordinating all Federal disaster assistance programs administered 
by FEMA, other Federal departments and agencies, and voluntary organizations. At the same 
time, the RD or one of his or her staff will be appointed as the Disaster Recovery Manager 
(DRM). The DRM is responsible for managing the FEMA assistance programs.  
 
These two titles (FCO and DRM) are most often held by the same person. The Governor may 
appoint a State Coordinating Officer as the FCO’s counterpart. The State Coordinating Officer 
and the GAR are generally the same person. FEMA also establishes a Disaster Field Office 
(DFO) in or near the disaster area. This office is used by Federal and State staff and is the focal 
point of disaster recovery operations. FEMA and the State manage the implementation of the 
PA Program from the DFO. 
 

The PA Program 
 
Under the PA Program, which is authorized by the Stafford Act, FEMA awards grants to assist 
State and local governments and certain Private Nonprofit (PNP) entities with the response to 
and recovery from disasters. Specifically, the program provides assistance for debris removal, 
implementation of emergency protective measures, and permanent restoration of infrastructure. 
The program also encourages protection from future damage by providing assistance for hazard 
mitigation measures during the recovery process. The Federal share of these expenses cannot 
be less than 75 percent of eligible costs. 
 
The PA Program is based on a partnership between FEMA, State, and local officials.  FEMA is 
responsible for managing the program, approving grants, and providing technical assistance to 
the State and applicants. The State educates potential applicants, works with FEMA to manage 
the program, and is responsible for implementing and monitoring the grants awarded under the 
program. Local officials are responsible for identifying damage, providing information necessary 
for FEMA to approve grants, and managing the projects funded under the PA Program. 
The PA Program is managed at the DFO by the Public Assistance Officer (PAO). As the 
program manager, the PAO advises the FCO on all PA Program matters; manages the 
operation of PA Program staff and any coordination between the PA Program and other arms of 
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the Federal disaster recovery effort; works with State counterparts; and ensures that the PA 
Program is operating in compliance with all laws, regulations, and policies. 
The PA Program staff consists of field personnel who assist the applicant during the recovery 
process. These staff members include Public Assistance Coordinators (PACs), Project Officers, 
and Specialists. The duties of each are described below. 
 
Public Assistance Coordinator. At the beginning of the disaster recovery process, a PAC is 
assigned to each applicant. The PAC is a customer service manager who works with the 
applicant to resolve disaster-related needs and ensure that the applicant’s projects are 
processed as efficiently and expeditiously as possible. By being involved from the declaration to 
the obligation of funds, the PAC ensures continuity of service throughout the delivery of the PA 
Program. A PAC generally has responsibility for more than one applicant.  
 
Project Officers and Specialists. Project Officers and Specialists are resources for the 
applicant. Typically, Project Officers are responsible for assisting applicants with the 
development of projects and cost estimates. While a Project Officer is generally knowledgeable 
with regard to the PA Program, a Specialist usually has a defined area of expertise that a 
Project Officer may call upon in the development of a specific project. Specialists assigned to a 
DFO may have experience in such areas as roads and bridges, utility infrastructure, debris 
removal and disposal, environmental and historic compliance, insurance, and cost estimating.  
 
State personnel may also be assigned to work with FEMA staff and with local officials involved 
with response and recovery efforts. Once the DFO is established and appropriate FEMA and 
State personnel are deployed, applicants can begin the process of requesting and receiving 
public assistance.  
 
More detailed information concerning Public Assistance can be found in the FEMA Public 

Assistance Guide found at: http://www.fema.gov/government/grant/pa/paguided.shtm  

 

FEMA Mitigation Websites: 

About Us - Mitigation - http://www.fema.gov/about/divisions/mitigation.shtm  

Flood Smart (Flood Insurance site for consumers) - http://www.floodsmart.gov/floodsmart/  

Mitigation Best Practices Portfolio - http://www.fema.gov/plan/prevent/bestpractices/ 

Mitigation Planning - http://www.fema.gov/plan/mitplanning/  

National Flood Insurance Program (NFIP) - http://www.fema.gov/business/nfip/index.shtm  

Plan and Prevent - http://www.fema.gov/plan/index.shtm  

Recover and Rebuild - http://www.fema.gov/rebuild/index.shtm  
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A Leader’s Capabilities Assessment 
and Community Disaster Checklist 
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A Leader’s Capabilities Assessment  
and  

Community Disaster Checklist 
 
INSTURCTIONS: In the appropriate boxes, check whether the statement applies to your jurisdiction, or annotate  the appropriate information as 
required. This checklist can be used to prepare you, the Senior Elected Official, in determining your jurisdiction’s strengths and areas for improvement. 
It is merely offered as a tool to assist you in the development of an Emergency Management System that looks at Mitigation, Preparedness, 
Response, and Recovery activities. As stated previously, this Guide as well as this checklist ARE NOT replacements for Standard Operating 
Procedures or Comprehensive Emergency Management Plans. 

Legal Authorities 
  

SARA Title III regulations have been reviewed, and are available for all Senior Officials.  

  
The Local Emergency Planning Committee members and their contact information is readily accessible. 

  
Indiana Code Title 36 has been reviewed by all Senior Officials and copies of the document are available for further reference. 

  
Indiana Code Title 10 has been reviewed by all Senior Officials and a copy of the document is available for further reference. 

  
The Local Emergency Management Ordinance has been reviewed by all Senior Officials and copies of the document are available for further reference. 

 
 

 
All other applicable authorities – laws, ordinances, policies, regulations, and codes – are available for review and reference. 

Director’s Name Address of EMA Office 

 
 

Alternate Contact’s Name 

 

 
 
 
 

Director’s Contact Information Alternate’s Contact Information 

Office  Office  
Cell  Cell  

Home  Home  
Pager  Pager  
Fax  Fax  

 
 
 
 

Emergency 
Management 

Director 

E-Mail  E-Mail  

Disaster Information and Planning Documentation 
 

Community Hazard Analysis 
 

Has the document been completed? 
_____Yes      _____No 

 

 
If yes, where the following items completed? 

 

� Hazard Identification 

� Community Profile  

� Risk Assessment 

� Vulnerability Determination 
 

 
Hazards examined in your Community Hazard Analysis include: 

 

� Terrorism 
Incidents 

� Earthquakes 

� Flooding 

 

� Drought 

� Thunderstorm Hazards 

� Fire Hazards 

 

� Extreme Temps 

� Winter Weather 

� Infrastructure Failures 

 

� Public / Animal Health Emergencies 

� Natural Gas/Petroleum Accidents 

� School / Workplace Violence 

 

� Transportation Accidents 

� Hazard Material Incidents 

� Radiological Incidents 
 

Comprehensive Emergency Management Plan 
 
 

Has the document been completed? 
_____Yes      _____No 

 
If yes, which of these of Emergency Support were 

addressed in the Plan? 
 

 

 
(Note: Local jurisdictions may have more Emergency Support Functions than what is listed 
here, however, jurisdictions should not list Military or Radiological assets as separate 
functions.) 

 

� Transportation 

� Search and Rescue 

� Public Works/Engineering 

� Law Enforcement  

� Fire Fighting  

� Resource Support  

� Energy 

� Shelter and Mass Care  

� Donations/Volunteers 

 

� Animal Health Emergencies  

� Evacuation 

� Food and Water  

� Health and Medical  

� Communications and Warning  

� Information and Planning  

� Public Information  

� Damage Assessment 

� Hazardous Materials 

Date Completed  

Jurisdiction  
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A Leader’s Capabilities Assessment  
and  

Community Disaster Checklist 
(Continued) 

Continuity of Operations/Continuity of Government Planning 

Continuity of Operations Continuity of Government 

Which of the following 
has been established in 

your jurisdiction? 

� Alternate offices or facilities to continue operations 

� Necessary equipment, supplies, and specialized 
resources are pre-positioned  

� Personnel are trained on continuity of operations 

� Continuity of Operations Plans are developed 

� Alternate locations/facilities can be used by the Senior Elected Officials for 
government functions 

� Necessary equipment, supplies, and specialized resources are pre-positioned 

� Senior Officials are trained on Continuity of Government 

� Continuity of Government Plans are developed 

Standard Operating Procedures 
 

Have response agencies and support groups within your 
jurisdiction completed the development of written 

procedures? 
______Yes    _______No 

 

 

If yes, which agencies and 
groups use them for both 

routine and emergency 
operations? 

 

� Fire Departments 

� Law Enforcement Agencies 

� Emergency Management 

� Emergency Medical Services 
 

 

� Public Works Departments 

� Government Admin Offices 

� Hospitals 

� Other 

Incident Command/NIMS 

Which of the following have been trained? 

Has Incident Command/NIMS training has been given to 
all response and support agencies within the jurisdiction? 

_____Yes   ______No 
 

� Fire Departments 

� Police Departments 

� Emergency Management 

 

� Hospitals 

� Public Works 

� Emergency Medical Services 
 

 

� Red Cross/Volunteer Groups 

� Search and Rescue Teams 

� Hazardous Material Teams 
 

 
When Incident Command is established in the jurisdiction, 
your respective agencies and departments have the 
knowledge to establish the following: 
 

 

� Location of the incident 

� Time Incident Command established 

 

� Specific positions to be manned at the Incident location 

� An Incident Action Plan  

Emergency Operations Center 
 

Does the jurisdiction have a dedicated Emergency Operations Center? 
_____Yes   _____No 

 

 
What is the location of 

facility? 

  
Location of the Facility to be 

used 
 

 

 
What is the maximum 

capacity at this location? 
 

  
What Are conflicts, if any, in 
establishing an EOC at this 

location 

 

 
Is there back up power or 

generators? 
 

 
 

____Yes   ____No 

 
Is there back up power or 

generators? 
 

 
 

____Yes  ____No 

 
Can facility be used for 
extended operations? 

 

 
 

____Yes   ____No 

 
Can facility be used for 
extended operations? 

 
 

____Yes  ____No 

 
 
 
 
 
 
 

If yes, 
answer the 
following: 

What is the Alternate 
Location/Facility if 

needed?  

 

 
 
 
 
 
 
If no, answer 
the following: 

What is the Alternate 
Location/Facility if needed?  

 

 

Effective Communications Mutual Aid Agreements Exercise Programs 

Which agencies or departments have Mutual 
Aid Agreements? 

What was the last type of exercise conducted in 
your jurisdiction that involved multiple agencies 

and departments? 

� Table Top  � Functional  � Full Scale 

� Natural Hazards 

� Man Made/Tech Hazards 

� Terrorism  

 
 

Does your 
jurisdiction 

have the 
following? 

 

� Communications Policy 

� A Communications Plan 

� Emergency Call-Down Procedures 

� Alternate/Back-up Resources 

� Communications Training 
 

 

� Fire Departments 

� Police Departments 

� Emergency Mgt 

 

� Hospitals 

� Public Works 

� Others   

 
 

What was covered 
in the exercise? 

 
� Other 
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A Leader’s Capabilities Assessment  
and  

Community Disaster Checklist 
(Continued) 

Emergency Declaration Process 

Which of the following is in place in your jurisdiction? 

 
� A training program for Senior Leaders on the Disaster Declaration Process 
� Pre-Scripted Disaster Declarations ready for signatures 
� A trained Public Information Officer 
� Direct contact with the Indiana Department of Homeland Security to clarify the declaration 

process and follow-up documentation 
 

Short/Long Term Care 
You have considered which of the following for Short Term Care? You have considered which of the following Long Term Care? 

 

� Adequate EMS Coverage for the jurisdiction 

� Evacuation Routes are pre-established 

� Shelter Locations have been established 

� Emergency Food and Water can be accessed 

� Mental Health Services are available 

� Critical Facilities have backup power sources (Hospitals, Jails, 
Schools, etc.) 

� Rumor Control and Public Information can be established quickly 

� Search and Rescue Teams can be activated to meet specific 
emergency needs 

� Mortuary Services has plans in place for large number of fatalities 

� Hospitals have plan in place for mass casualties 

� Jurisdiction has the capacity to do mass decontamination if required 
 

 

� Extended hospital and specialized patient treatment 

� Extended road closure into and out of the affected community 

� Long Term sheltering operations and re-location of affected residents 

� Extended supply of food and potable water 

� Continual and extended Mental Health Services for victims and response 
personnel 

� Restoration of critical infrastructure and vital services (Water Treatment, 
Sewage Plant, Road Repair, etc) 

� Extended Rumor Control and Public Information personnel are available 

� Alternate Schooling for children in the affected area 

� Reimbursing for lost wages and property damages 

� Extended clean up and repair operations  
 

 
 
 

Which of the following agencies or departments is 
trained in Damage Assessment? 

 

� Local Emergency Management 

� Local Fire Department(s) 

� Sheriff’s Department 

� Municipal Police Department(s) 

� Public Works Departments 
 

 

� County Highway 

� Red Cross and other Volunteer Organizations 

� Local Utilities 

� Other ______________________ 
 

                 ______________________ 
     
                 ______________________ 
 

1) 3)  
List the most recent or projected Mitigation Projects that have 
either been implemented or are ongoing for your jurisdiction 

 
2) 
 

4) 

NOTES 
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ANNEX B 
 

A Model Ordinance for Emergency 
Management in Local Jurisdictions 
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ORDINANCE # 
 
AN ORDINANCE ESTABLISHING THE _____________ COUNTY DEPARTMENT OF 
EMERGENCY MANAGEMENT AND OTHER RELATED MATTERS CONCERNING THE 
EXERCISE OF EMERGENCY POWERS 
 
 
BE IT ORDAINED THAT a new ordinance be added to the ____________ County Code. The 
attached Exhibit A, Sections 1 through 4, containing the substantive provisions of this Ordinance 
is incorporated into said Code as part of this Ordinance. 
 
All ordinances or parts of ordinances in conflict with provisions of this Ordinance are hereby 
repealed. 
 
Should any Section, Paragraph, clause or phrase of this Ordinance be declared unconstitutional 
or invalid the remainder of said Ordinance shall continue in full force and effect. 
 
Adopted by the Board of Commissioners of the County of _______________ State of Indiana on 
the _____ day of ___________, ______: effective upon Passage. 
 
 
       ______________________ 
       Commissioner 
 
 
       ______________________ 
       Commissioner 
 
 
       ______________________ 
       Commissioner 
Attest: 
 
 
 
____________________________ 
County Auditor 
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EXHIBIT A 
 
 
 

_______________ COUNTY CODE 
EMERGENCY MANAGEMENT 
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SECTION 1: PURPOSE 
 
To establish in _______________ County a Department of Emergency Management 
and to provide for the exercise of necessary powers during disaster emergencies. 
 
SECTION 2 COUNTY EMERGENCY MANAGEMENT PROGRAM; 

DEFINITIONS AND GENERAL PROVISIONS 
 
A. DEFINITIONS 
 
 As used in this chapter hereinafter the following words and terms have the 

meanings indicated. 
 
 1. “Advisory Council” means the _______ County Emergency 

Management Advisory Council as established under this Chapter, 
pursuant to Indiana Code 10-14-3-17.  

 
 2. “Board” means the Board of County Commissioners, as elected 

pursuant to Indiana Code 36-2-2.  
 
 3. “Chairman” means the Chairman of the _______ County Emergency 

Management Advisory Council as established under this Chapter, 
pursuant to Indiana Code 10-14-3-17. 

 
 4. “County” means ____________ County 
 
 5. “Department” means the County Department of Emergency 

Management as established under this Chapter, pursuant to Indiana 
Code 10-14-3-17.  

 
6. “Director” means the County Emergency Management Director as 

established and appointed pursuant to this Ordinance in accordance 
with Indiana Code 10-14-3-17. 

 
7. “Disaster” has the meaning established in Indiana Code 10-14-3-1; 

which at the time this ordinance is adopted means: 
(a) An occurrence or imminent threat of widespread or severe 

damage, injury, or loss of life or property resulting from any 
natural or manmade cause. 

(b) The term includes the following: 
(1) Fire. 
(2) Flood. 
(3) Earthquake. 
(4) Wind. 
(5) Storm. 
(6) Wave action. 
(7) Oil spill. 
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(8) Other water contamination requiring emergency action to 
avert danger or damage. 

(9) Air contamination. 
(10) Drought. 
(11) Explosion. 
(12) Riot. 
(13) Hostile military or paramilitary action. 

 
 8. “Emergency Management” ” has the meaning established in 

Indiana Code 10-14-3-2; which at the time this ordinance is adopted 
means the preparation for and the coordination of all emergency 
functions, other than functions for which military forces or other 
federal agencies are primarily responsible, to prevent, minimize, and 
repair injury and damage resulting from disasters. The functions 
include the following: 
(1) Firefighting services. 
(2) Police services. 
(3) Medical and health services. 
(4) Rescue. 
(5) Engineering. 
(6) Warning services. 
(7) Communications. 
(8) Radiological, chemical, and other special weapons defense. 
(9) Evacuation of persons from stricken areas. 
(10) Emergency welfare services. 
(11) Emergency transportation. 
(12) Plant protection. 
(13) Temporary restoration of public utility services. 
(14) Other functions related to civilian protection. 
(15) All other activities necessary or incidental to the preparation for 
and coordination of the functions described in subdivisions (1) through 
(14).  

 
 9. “Emergency Management Volunteer” means any person who serves 

without compensation in the Department of Emergency Management, 
being first duly given the Loyalty Oath mandated by Indiana Code 10-
14-3-27 and rostered and appointed by the Director, including persons 
and private agencies or governmental units offering services to the 
county during emergency situations or mutual aid to other emergency 
services who request assistance. 

 
 10. “Participating Emergency Service” means: 
 
  (a) Any County department or agency designated in 

the emergency operations plan to participate in emergency 
management activities, and, 
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  (b) Any department or agency of the state, another county, a 
municipal corporation, or a volunteer organization designated 
to participate in the county's emergency management programs 
and activities pursuant to a cooperative or mutual aid 
agreement entered into pursuant to Indiana Code 10-14-3-17. 

 
 11. “Personnel” means county officers and employees and emergency 

management volunteers, unless otherwise indicated. 
 
 12. “Plan” or “Emergency Plan” means the current local Comprehensive 

Emergency Management Plan whose preparation and updating are 
mandated by Indiana Code 10-14-3-17(h). 

 
 13. “Principal Executive Officer” of the County as referred to in Indiana 

Code 10-14-3-29(a) for purposes of declaring a local disaster 
emergency, and as referred to hereinafter, means the County Board of 
Commissioners established under Indiana Code 36-2-2.  If a quorum of 
the County Board of Commissioners (two of the three Commissioners) 
is unavailable or is incapacitated, then the following establishes the 
line of succession for the Principal Executive Officer: 

 
  (a) Regularly Designated President of the County Board of 

Commissioners 
   If a quorum of the County Board of Commissioners (two of the 

three Commissioners as established under Indiana 
Code 36-2-4-3) is unavailable or is incapacitated, then the 
regularly designated President of the County Board of 
Commissioners shall serve as the Principal Executive Officer 
for the purposes of this ordinance until such time that a quorum 
of the County Board of Commissioners is no longer 
unavailable or incapacitated. 

 
  (b) President Pro-Tem of the Board of County Commissioners 
   If both a quorum of the County Board of Commissioners and 

the regularly designated President of the County Board of 
Commissioners are unavailable or are incapacitated, then the 
President Pro-Tem of the County Board of Commissioners 
shall serve as the Principal Executive Officer for the purposes 
of this ordinance until such time that either the regularly 
designated President or a quorum of the County Board of 
Commissioners is no longer unavailable or incapacitated. 

 
  (c) Remaining Commissioner of the Board of County 

Commissioners 
   If a quorum of the Board of County Commissioners, the 

regularly designated President of the Board of County 
Commissioners, and the President Pro-Tem of the County 
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Board of Commissioners are all unavailable or are 
incapacitated, then the remaining Commissioner of the County 
Board of Commissioners shall serve as the Principal Executive 
Officer for the purposes of this ordinance until such time that 
the President Pro-Tem, the regularly designated President, or a 
quorum of the County Board of Commissioners is no longer 
unavailable or incapacitated. 

 
  (d) County Auditor 
   If all of the County Commissioners are unavailable or 

incapacitated, then the County Auditor shall serve as the 
Principal Executive Officer for the purposes of this ordinance 
until such time that a County Commissioner is no longer 
unavailable or incapacitated. 

 
  (e) County Clerk 
   If all of the County Commissioners and the County Auditor are 

unavailable or incapacitated, then the County Clerk shall serve 
as the Principal Executive Officer for the purposes of this 
ordinance until such time that the County Clerk or a County 
Commissioner is no longer unavailable or incapacitated. 

 
  (f) County Recorder 
   If all of the County Commissioners, the County Auditor, and 

the County Clerk are unavailable or incapacitated, then the 
County Recorder shall serve as the Principal Executive Officer 
for the purposes of this ordinance until such time that the 
County Auditor, the County Clerk or a County Commissioner 
is no longer unavailable or incapacitated. 

 
  (g) Director of Emergency Management 
   If all of the County Commissioners, the County Auditor, the 

County Clerk and the County Recorder are unavailable or 
incapacitated, then the Director of Emergency Management 
shall serve as the Principal Executive Officer for the purposes 
of this ordinance until such time that the Counter Recorder, the 
County Auditor, the County Clerk or a County Commissioner 
is no longer unavailable or incapacitated. 

 
 14. “IDHS” means the Indiana Department of Homeland Security, 

established under Indiana Code 10-19-2. 
 
B. GENERAL SCOPE AND INTENT: LIBERAL CONSTRUCTION OF POWERS 
 
 The general intent of this Ordinance is to provide for all necessary and 

indispensable powers and procedures reasonably needed to mitigate, prepare 
for, respond to and recover from emergency conditions.  To this end, all 
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powers, both ministerial and discretionary, as conferred herein shall be 
liberally construed to supplement and augment, not to limit, any other powers 
or reasonable exercise of discretion which may ordinarily pertain to county 
officers, employees, department, and agencies. 

 
C. LIMITATIONS:  NONSUPERSESSION OF EMERGENCY POWERS OF COUNTY 

SHERIFF 
 

 Nothing in this Ordinance is intended to supersede or delimit any 
statutory powers of the County Sheriff.   
 

D. LIMITATIONS:  NONSUPERSESSION OF EMERGENCY MANAGEMENT POWERS 

OF POLITICAL SUBDIVISIONS; CONFORMANCE OF POLITICAL SUBDIVISION 

EMERGENCY MANAGEMENT RULES AND REGULATIONS WITH COUNTY’S 

EMERGENCY MANAGEMENT PROGRAM AND EMERGENCY PLAN 
 
 Nothing in this Ordinance is intended to supersede or delimit the powers 

granted under Indiana Code 10-14-3-17 to any political subdivision to adopt 
and implement emergency plans and promulgate and enforce emergency 
management rules and regulations in the advent of an actual emergency 
affecting such political subdivision.  However, pursuant to Indiana 
Code 10-14-3-22, such regulations and procedures as promulgated by the 
political subdivision may not be inconsistent with the County emergency 
management program and emergency plan established in accordance with this 
ordinance. 

 
SECTION 3 COUNTY EMERGENCY MANAGEMENT ADVISORY 

COUNCIL; COUNTY EMERGENCY MANAGEMENT 

DIRECTOR; ORGANIZATION AND ADMINISTRATION OF 

DEPARTMENT OF EMERGENCY MANAGEMENT 
 
A. COUNTY EMERGENCY MANAGEMENT ADVISORY COUNCIL:  

ESTABLISHMENT 
 
 The County Emergency Management Advisory Council is established by 

Indiana Code 10-14-3-17(c) and under this statute consists of the following 
individuals or their designees. 

 
 1. The president of the Board of County Commissioners or, if the Board 

of County Commissioners does not have a president, a member of the 
Board of County Commissioners appointed from the membership of 
the Board of County Commissioners.  

 
 2. The president of the County fiscal body. 
 
 3. The mayor of each city located in the County. 
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 4. An individual representing the legislative bodies of all towns located 
within the County. 

 
 5. One (1) commander of a local civil air patrol unit in the County or the 

commander's designee. 
 
 6. Representatives of such private and public agencies or organizations 

which can be of assistance to emergency management as the 
organizing group considers appropriate, or as may be added later by 
the County Emergency Management Advisory Council. 

 
B. COUNTY EMERGENCY MANAGEMENT ADVISORY COUNCIL: POWER AND 

DUTIES 
 
 The powers and duties of the County Emergency Management Advisory 

Council are established by Indiana Code 10-14-3-17(d) and under this statute 
consist of the following: 

 
 1. The Advisory Council shall exercise general supervision and control 

over the emergency management and disaster program of the County. 
 
 2. The Advisory Council shall select, or cause to be selected, with the 

approval of the Board of County Commissioners, a County Emergency 
Management Director. 

 
 2. The statute establishing the powers and duties of the Advisory Council 

does not describe the procedure to be used to terminate a County 
Emergency Management Director.  However, the statute does require 
the Advisory Council to select the Director and obtain approval for the 
Board for this selection before a Director can be appointed.  Therefore, 
an Advisory Council may make a determination to terminate a 
Director, but this determination is subject to the approval of the Board 
before the termination is final.   

   
C. DIRECTOR OF EMERGENCY MANAGEMENT:  GENERAL POWERS AND 

DUTIES  
 

The Director, subject to the direction and control of the Advisory Council, 
shall be executive head of the Department, and pursuant to Indiana Code 10-
14-317(d)(2)(A) has direct responsibility for the organization, administration 
and operation of the Department, including the following specific powers and 
duties: 

 
 1. The Director, pursuant to Indiana Code 10-14-3-17(d)(2)(B),is 

responsible to the chairman of the Advisory Council, and as such shall 
keep the chairman fully informed on emergency management activities 
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and shall provide such reports to the Advisory Council if so directed 
by the chairman of the Advisory Council. 

 
 2. Keep the Board fully informed on emergency management activities. 
 

 3. Submit to the Advisory Council and the County Commissioners a 
yearly report on the county's comprehensive emergency management, 
including mitigation, preparedness, response and recovery taken in the 
previous year and planned and recommended for the year to come. 

 

 4. Assure that all of the duties and responsibilities of the Emergency 
Management Agency are completed. 

 
 5. Assure that all county employees and rostered volunteers with 

responsibilities as part of the Comprehensive Emergency Management 
Plan receive training in the functions that they are to perform under the 
Plan. 

 
 6. Design and conduct exercises of the Comprehensive Emergency 

Management Plan, as required by the Indiana Department of 
Homeland Security. 

 
 7. Assure that the Comprehensive Emergency Management Plan 

addresses all hazards and includes all cities, towns and other 
population centers within the county. 

 
 8. Submit to Indiana Department of Homeland Security the assessment 

specified in IDHS's required format and within IDHS’s required time 
frame for submission. 

 
 9. Provide to the Indiana Department of Homeland Security Director 

annual reports and documentation as mandated. 
 
 10. Competently manage the department's various functions, including 

among others financial, personnel, and logistic. 
 
 11. Timely obey to the directives of superior state authorities; 
 
 12. Assure that the activities of the Department at all times comport with 

Indiana Code 10-14-3 and other applicable statutes, rules and County 
ordinances. 

 
 13. Develop an emergency operating center (“EOC”) as a site from which 

key officials can direct and control operations during a disaster or 
emergency. 
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 14. Attend, and attain passing grades in, the Emergency Management 
Professional Development Series for emergency management 
presented by the Indiana Department of Homeland Security within 
four (4) years of first assuming the position of Director. 

 
 15. Attend, and attain passing grades in, such emergency management 

training as may be required by IDHS in subsequent years. 
 
 16. Assure the Deputy Director's attendance at, and passing grades in, the 

Emergency Management Professional Development Series for 
emergency management presented by FEMA’s Emergency 
Management Institute within four (4) years of first assuming the 
position of Deputy Director. 

 
 17. Assure the Deputy Director's and all paid emergency management 

staff's attendance at, and passing grades in, such emergency 
management training as may be required by IDHS in subsequent years. 

 
 18. Assure ongoing attendance by the Director, the Deputy Director and 

all paid emergency management staff at further emergency 
management courses presented by the Indiana Department of 
Homeland Security to assure continued knowledge of the latest 
information on emergency management. 

 
 19. Assume responsibility for public relations, information and education 

regarding all phases of emergency management. 
 
 20. Assure coordination within the County of all activities for emergency 

management. 
 
 21. Maintain liaison and coordinate with all other affected agencies, public 

and private. 
 
 22. Coordinate the recruitment and training for volunteer personnel and 

agencies to augment the personnel and facilities of the county for 
emergency management purposes. 

 
 23. Seek, negotiate and enter into (with the approval or ratification of the 

County Commissioners and consistent with the State  Comprehensive 
Emergency Management Plan and program) mutual aid arrangements 
with other public and private agencies for emergency management 
purposes, and taking all steps in accordance with such arrangements to 
comply with or take advantage thereof in the event of an actual 
emergency affecting the parties; 

 
 24. Accept any offer of the Federal Government to provide for the use of 

the county any services, equipment, supplies, materials, or funds for 
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emergency management purposes by way of gift, grant or loan, when 
the Governor has approved such offer. 

 
 25. Seek and accept from any person, firm or corporation, any gratuitous 

offers to provide services, equipment, supplies, materials, funds, or 
licenses or privileges to use real estate or other premises, to the county 
for emergency management purposes. 

 
 26. Issue proper insignia and papers to emergency management workers 

and other people directly concerned with emergency management. 
 
 27. Assure that all volunteers meet the criteria set forth in this Ordinance 

prior to accepting them as members of the Department. 
 
 28. Make rapid and accurate assessment of: 
  (a) Property damage;  
  (b) Personal injuries;  
  (c) Fatalities;  
  (d) Basic needs; and  
  (e) Special needs 
  as soon as an emergency or disaster declaration has been made. 
 
 29. In addition to the powers and duties expressly provided above, the 

Director shall be construed to have all powers and duties of a local 
emergency management Director as provided under Indiana 
Code 10-14-3.  In particular, but not by limitation, the Director, 
through the Department, may perform or cause to be performed with 
respect to the county, any function parallel or analogous to those 
performed on a statewide basis by SEMA under Indiana Code 10-14-3. 

 
D. DEPARTMENT OF EMERGENCY MANAGEMENT:  ESTABLISHMENT; 

STAFFING; OATH; AND PROHIBITION OF POLITICAL ACTIVITY 
 
 1. There is hereby established a Department of Emergency Management 

within the executive branch of the County government for the purpose 
of utilizing to the fullest extent possible the personnel and facilities of 
existing county departments and agencies to prepare for and meet any 
disaster as defined in this ordinance.  The Director of Emergency 
Management shall be responsible for its organization, administration 
and operation.   

 
 2. The Department shall consist of the following:  
 
  (a) The Director of Emergency Management. 
 
  (b) A Deputy Director appointed by the Director with the approval 

of the Advisory Council.  The Deputy Director shall fulfill the 
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duties of the Director in the absence or incapacity of the 
Director to serve; and assist the Director in the performance of 
Director’s duties.  

 
  (c) Emergency management volunteers, as deemed necessary and 

appointed by the Director.  In addition to the other 
requirements in this Section, the Director shall ensure that all 
volunteer personnel meet the following qualifications before 
being placed on the roster as a member of the Department:  

 
   (i) Be at least eighteen (18) years of age or older; 
 

   (ii) Not be convicted of a felony; and 
 

   (iii) Have completed and have on file with the Department 
an application form. 

 
  (d) The employees, equipment and facilities of all county 

departments and agencies suitable for, or adaptable to 
emergency management and designated by the Emergency Plan 
to participate in emergency management activity. 

 
  (e) Staff officers with responsibility for Communications and 

Warning, Radiological, Health and Medical Care, Law 
Enforcement, Fire and Search and Rescue, Public Works and 
Public Information in accordance with the Comprehensive 
Emergency Management Plan. 

 
(f) Such assistants, clerical help, and other employees as deemed 

necessary as deemed necessary and appointed by the Director 
in accordance with the Comprehensive Emergency 
Management Plan. 

 
 3. Pursuant to Indiana Code 10-14-3-27(a), no person shall be 

employed or associated in any capacity in any emergency management 
organization established under this Ordinance who: 

 
(a) advocates a change by force or violence in the constitutional 

form of the government of the United States or the overthrow 
of any government in the United States by force or violence; or 

(b) has been convicted of or is under indictment or information 
charging any subversive act against the United States. 

 
4. Pursuant to Indiana Code 10-14-3-27(b), each individual who is 

appointed to serve in an organization for emergency management 
shall, before entering upon the individual's duties, take a Loyalty Oath, 
in writing, before a person authorized to administer oaths in Indiana. 
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(a) The loyalty oath shall be substantially as follows: 

 
“I, __________________________, do solemnly swear (or 
affirm) that I will support and defend the Constitution of the 
United States and the Constitution of the State of Indiana 
against all enemies, foreign and domestic; that I will bear true 
faith and allegiance to the same; that I take this obligation 
freely, without any mental reservation or purpose of evasion; 
and that I will well and faithfully discharge the duties upon 
which I am about to enter. And I do further swear (or affirm) 
that I do not advocate, nor am I a member of any political party 
or organization that advocates, the overthrow of the 
government of the United States or of this state by force or 
violence; and that during such time as I am a member of the 
County Department of Emergency Management I will not 
advocate nor become a member of any political party or 
organization that advocates the overthrow of the government of 
the United States or of this state by force or violence.” 

 
  (b) In accordance with Indiana Code 10-14-3-27(c), 

the Director of the Indiana Department of Homeland Security 
and the County Emergency Management Director may 
administer this Loyalty Oath and may delegate the authority to 
administer the Loyalty Oath to designated deputies and 
assistants approved by the Director of the Indiana Department 
of Homeland Security. 

 
 5. Pursuant to Indiana Code 10-14-3-26, the Department shall not: 
 

(a) Participate in any form of political activity; or 
 
(b) Be employed directly or indirectly for political purposes.  

 
 6. The County Council shall not have any power of approval over 

particular candidates for any position, but the County Council shall 
have general statutory powers to determine the numbers of officers, 
deputies, and employees of county departments, classify positions, and 
adopt schedules of compensation pursuant to Indiana 
Code 36-2-5-3(a).  Notwithstanding any other provision of this 
Ordinance, with the exception of the Director, a compensated position 
may not be established within the Department of Emergency 
Management nor shall any person be appointed to such position 
without authorization and sufficient funding from the County Council. 
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E. DEPARTMENT OF EMERGENCY MANAGEMENT:  DUTIES 
 
 The Department, subject to the direction and control of the Director, shall 

prepare and implement the Comprehensive Emergency Management Plan, 
including the following specific duties: 

 
 1. Prepare and distribute to all appropriate officials a clear and 

complete written statement of the emergency responsibilities of all 
local agencies and officials and the disaster chain of command in 
accordance with Indiana Code 10-14-3-17(i). 

 
 2. Work closely with officers and employees of incorporated and 

unincorporated areas of the County to develop a hazard mitigation 
program to eliminate or reduce potential hazards. 

 
 3. Write and implement the Comprehensive Emergency Management 

Plan, which shall conform to the guidelines contained in the most 
current state and federal guidance documents (The County cannot 
receive state and/or federal matching funds unless this is done), and 
the requirements established in this Ordinance.  As part of the 
preparation of this Plan, the Department shall: 

 
  (a) Identify and analyze the effects of hazards that threaten the 

County. 
 
  (b) Inventory manpower and material resources from 

governmental and private sector sources that would be 
available in a disaster or emergency. 

 
  (c) Establish a system to alert key officials in event of a 

disaster or emergency. 
 
  (d) Identify resource deficiencies and work with 

appropriate officials on measures to correct them. 
 
  (e) Develop and maintain an emergency communications 

system, thus assuring proper functioning of emergency 
communications throughout the county, including all cities and 
towns.  

 
  (f) Take all actions necessary to ensure the continuity of 

government procedures and systems in the event of a disaster. 
 
  (g) Establish and maintain a shelter and reception and care 

system for both people and animals. 
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  (h) Develop a training program for emergency response 
personnel ensuring that mitigation, training and exercising have 
been performed for all such personnel. 

 
  (i) Coordinate with industry to develop and maintain 

industrial emergency plans and capabilities in support of the 
Comprehensive Emergency Management Plan. 

 

 4. Update the Comprehensive Emergency Management Plan as needed to 
keep it current, as required by Indiana Code 10-14-3-17(h). 

 

 5. Develop a program to test and exercise the Emergency Plan. 
 
F. DEPARTMENT OF EMERGENCY MANAGEMENT:  BUDGET AND FINANCE 
 
 1. The Advisory Council shall advise the Director in the preparation of 

the budget. 
 
 2. The County Council shall appropriate such funds, as it may deem 

necessary for the purpose of emergency management. 
 
 3. All funds appropriated or otherwise available to the Department of 

Emergency Management shall be administered by the Director. 
 
G. COMPREHENSIVE EMERGENCY MANAGEMENT PLAN: FORMULATION; 

CONTENT AND ADOPTION 
 

  1. A County Comprehensive Emergency Management Plan, referred to as 
the interjurisdictional disaster emergency plan by Indiana 
Code 10-14-3-17(h), shall be adopted by resolution of the County 
Board of Commissioners.  In the preparation of this Plan, as it pertains 
to county organization, it is the intent that the services, equipment, 
facilities and personnel of all existing departments and agencies shall 
be utilized to the fullest extent possible. 

 
 2. The Comprehensive Emergency Management Plan shall include, at 

minimum, the following: 
 
  (a) An Administrative Section which includes 
   (i) Authorities and Directives. 

(ii) Terms and Definitions. 
(iii) Acronyms/Abbreviations. 
(iv) Financial Management. 

      
  (b) A Hazards Specific Section which includes: 

(i) Unique hazards. 
(ii) Special Events. 
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  (c) An Operations Section which includes: 

(i) Coordination and Control Emergency Support Function 
(ii) Communications and Warning Emergency Support 
Function 
(iii) Public Information Emergency Support Function 
(iv) Resource Management Emergency Support Function 
(v) Information and Planning Emergency Support Function 

 
  (d) An Emergency Services Section which includes: 

(i) Military Emergency Support Function 
(ii) Law Enforcement Emergency Support Function 
(iii) Firefighting Emergency Support Function 
(iv) Transportation Emergency Support Function 
(v) Health and Medical Emergency Support Function 
(vi) Search and Rescue Emergency Support Function 
(vii) Public Works/Engineering Emergency Support 
Function 

 
  (e) A Consequent Effects Section which includes: 

(i) Evacuation Emergency Support function 
(ii) Shelter/Mass Care Emergency Support Function 
(iii) Damage Assessment Emergency Support Function 
(iv) Hazardous Materials Emergency Support Function 
(v) Radiological Protection Emergency Support Function 
(vi) Energy Emergency Support Function 

    
 3. In addition, all emergency services within the county shall: 
  (a) Develop Standard Operating Procedures, Standard Operating 

Guides and checklists that are drafted subject to the 
requirements of the Comprehensive Emergency Management 
Plan; 

 
  (b) Coordinate Standard Operating Procedures, Standard Operating 

Guides and checklists with the Department of Emergency 
Management; 

 
  (c) Assure inclusion of the Standard Operating Procedures, 

Standard Operating Guides and checklists within the county 
Comprehensive Emergency Management Plan; 

 
  (d) Perform the functions and duties assigned by the County 

Comprehensive Emergency Management Plan; and 
 

(e) Maintain their portion of the Comprehensive Emergency 
Management Plan in a current state of readiness at all times. 
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H. JURISDICTION: DEPARTMENT OF EMERGENCY MANAGEMENT; COUNTY 

COMPREHENSIVE EMERGENCY MANAGEMENT PLAN; AND POLITICAL 

SUBDIVISIONS 
 
 1. Except as provided by Sections 2.C. and 2.D., the jurisdiction of the 

County Department of Emergency Management shall be 
comprehensive and inclusive Countywide and effective in both the 
incorporated and unincorporated areas of the County. 

 
 2. The jurisdiction and applicability of the County Comprehensive 

Emergency Management Plan, as adopted pursuant to Section 3.G., 
and the exercise of any powers of the Principal Executive Officer of 
the County and of the County Board of Commissioners under Section 
4, shall be comprehensive and inclusive Countywide and effective in 
both the incorporated and unincorporated areas of the County. 

 
 3. All political subdivisions in the County shall: 
 
  (a) If they develop a plan for their political subdivision: 
   (i) Ensure that the plan is consistent with the 

requirements of the County Comprehensive Emergency 
Management Plan;  

   (ii) Coordinate the development of the plan with the 
Department of Emergency Management; and 

   (iii) Ensure inclusion of the plan within the County 
Comprehensive Emergency Management Plan. 

 
  (b) Perform the functions and duties assigned by the County 

Comprehensive Emergency Management Plan. 
 
  (c) Maintain their portion of the Comprehensive Emergency 

Management Plan in a current state of readiness at all times. 
 
I. TESTS OF THE COMPREHENSIVE EMERGENCY MANAGEMENT PLAN; OTHER 

EMERGENCY TESTS  
 

1. Tests of the Comprehensive Emergency Management Plan may be 
conducted at any time with or without prior notification to persons 
other than the Director.   

 
2. All emergency tests conducted within the boundaries of the County 

shall be coordinated with the Department. 
 
J. COUNTY BOARD OF COMMISSIONERS:  GENERAL ADMINISTRATIVE 

POWERS AND DUTIES 
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In time of normal county operations, powers and duties of the County 
Commissioners pertaining to emergency management shall be: 

 
 1. Maintaining general supervision over the planning and administration 

for the Department; 
 
 2. Adopting the Comprehensive Emergency Management Plan;  
 
 3. Coordinating emergency management activities consistent with the 

Comprehensive Emergency Management Plan; 
 
 4. Making assignments of county personnel to emergency management 

activities consistent with the Comprehensive Emergency Management 
Plan;  

 
 5. Making assignments of County personnel to emergency management 

duties in order to meet situations not covered in the normal duties and 
powers of such agencies consistent with the Comprehensive 
Emergency Management Plan; 

 
 6. Taking all necessary action in coordination with the Department to 

conduct tests of the Comprehensive Emergency Management Plan; 
and 

  
 7. Educating themselves as to their responsibilities under the 

Comprehensive Emergency Management Plan. 
 
SECTION 4 COUNTY EMERGENCY MANAGEMENT PROGRAM: 

EMERGENCY POWERS, REGULATIONS AND 

PROCEDURES 
 
A. APPLICABILITY OF SECTION 
 
 This Section shall apply whenever: 
 
 1. The Governor, pursuant to Indiana Code 10-14-3-12 has declared a 

disaster emergency affecting all or part of the county. 
 
 2. The Principal Executive Officer of the County, pursuant to Indiana 

Code 10-14-3-29(a) and Section 4.C. hereof, is preparing to, or has 
declared a local disaster emergency affecting all or part of the County. 

 
 3. The County Board of Commissioners has implemented a test of the 

County's Comprehensive Emergency Management Plan and 
procedures in accordance with and to the extent necessary or 
dispensable to such test. 
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B. SPECIAL EMERGENCY POWERS AND DUTIES OF PRINCIPAL EXECUTIVE 

OFFICER:  DECLARATION OF LOCAL DISASTER EMERGENCY 
 
 1. In the event of an actual or threatened disaster emergency affecting the 

County, if feasible, the Principal Executive Officer of the County shall 
seek the advice and input of the Director as to the advisability of 
declaring a local disaster emergency. 

 
 2. If the County Board of Commissioners, acting as the Principal 

Executive Officer of the County, is the entity declaring the local 
disaster emergency, then the statutory requirements contained in 
Indiana Code 36-2-2-8 and Indiana Code 5-14-1.5-5(d) regarding 
special and emergency meetings of the County Board of 
Commissioner must be met. 

 
 3. The Principal Executive Officer of the County may, in the event of an 

actual or threatened disaster emergency affecting the County declare a 
local disaster emergency, pursuant to Indiana Code 10-14-3-29(a).  
This declaration shall: 

 
  (a) Be in writing. 
 
  (b) State the nature of the disaster.  
 
  (c) State the conditions that have brought the disaster 

about. 
 
  (d) State the area or areas threatened. 
 

(e) State the area or areas to which the local disaster 
emergency declaration applies (this may include the 
entire County or only designated parts thereof). 

 
(f) State the effective period of the local disaster 

emergency declaration.  The disaster declaration shall 
not be continued or renewed for a period in excess of 
seven (7) days except by or with the consent of the 
County Board of Commissioners. 

 
 4. The declaration of a local disaster emergency, as well as any 

continuation or termination of such declaration shall be: 
 
  (a) Announced or disseminated to the general public by the 

best means available. 
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  (b) Filed promptly in the offices of the County Clerk; the 
County Auditor, and the Clerk of any incorporated municipality 
located in the declared disaster area. 

 
 5. The declaration shall not be invalidated or ineffective if any of the 

filing and dissemination requirements cannot be complied with due to 
the prevailing adverse circumstances. 

 
 6. Upon a declaration, the County's Comprehensive Emergency 

Management Plan or such component parts thereof as may be relevant 
to the emergency shall be activated and implemented. 

 
C. COUNTY BOARD OF COMMISSIONERS; CONVENTION OF SPECIAL 

EMERGENCY MEETING  

 
 1. As allowed by Indiana Code 36-2-2-8 and Indiana Code 5-14-1.5-5(d), 

a special meeting of the County Board of Commissioners shall be 
called as soon as possible after the disaster emergency that affects the 
county has been declared, either by the Governor or by the Principal 
Executive Officer of the County, to perform their legislative and 
administrative functions as the situation may demand. 

 
 2. As required by Indiana Code 36-2-2-8(b) and Indiana Code 5-14-1.5-

5(d), the following conditions must be met for this meeting: 
 
  (a) The notice for the meeting must include a specific 

statement of the purpose of the meeting. 
 
  (b) News media that have requested notice of meetings 

must be given the same notice as is given the members of the 
County Board of Commissioners. 

 
  (c) The public must be notified of this meeting by posting a 

copy of the notice at the principal office of the County Board 
of Commissioners, or if no such office exists, at the building 
where the meeting is to be held. 

 
  (d) The County Board of Commissioners may not conduct 

any business at this meeting that is unrelated to the disaster 
emergency declaration. 

 
  (e) All other such requirements that are applicable to a 

meeting that is called to deal with an emergency. 
 
 3. In addition, such a meeting may: 
 
  (a) Be held in any convenient and available place. 
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  (b) Continue without adjournment for the duration of the disaster 

emergency. 
 

(c) Be recessed for reasonable periods of time as necessary and 
permitted by the circumstances. 

 
D. PRINCIPAL EXECUTIVE OFFICER: SPECIAL EMERGENCY POWERS AND 

DUTIES 
 
 1. In the event that a disaster emergency has been declared that affects all 

or part of the County, and a quorum of the County Board of 
Commissioners cannot be assembled for purposes of the meeting 
needed under Section 4.C., the Principal Executive Officer of the 
County shall have, on an interim basis, all powers of the County Board 
of Commissioners and may take all such actions with respect to the 
disaster emergency declaration that the County Board of 
Commissioners would have been authorized to take. 

 
 2. When a quorum of the County Board of Commissioners is assembled, 

these interim powers of the Principal Executive Officer of the County 
shall cease. 

 
E. COUNTY BOARD OF COMMISSIONERS:  SPECIAL EMERGENCY POWERS AND 

DUTIES  

 
 1. At the meeting convened under Section 4.C., the County Board of 

Commissioners may exercise any of their normal executive and 
legislative powers to the extent related to the emergency and necessary 
to deal therewith. 

 
 2. In addition to the powers enumerated in Section 4.E.1., the Board may 

also exercise any of the following special and extraordinary powers: 
 
  (a) The County Board of Commissioners may extend the period of 

a local disaster emergency declared by the Principal Executive 
Officer of the County, pursuant to Section 4.B., to last more 
than 7 days if necessary. 

 
  (b) The County Board of Commissioners may terminate the local 

disaster emergency. 
 
  (c) The County Board of Commissioners may assemble and utilize 

emergency management resources, including: 
   (i) Personnel of the Department of Emergency 

Management; 
   (ii) Participating emergency services; and  
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   (iii) Any other resources at the disposal of the 
Commissioners hereunder for emergency management 
purposes. 

 
(d) The County Board of Commissioners may order volunteer 

forces which have been activated pursuant to the 
Comprehensive Emergency Management Plan to the aid of the 
county, state or political subdivisions thereof as soon as 
practicable.  These volunteer forces shall be under the direction 
of the Department of Emergency Management. 

 
  (e) In order to control the local disaster emergency and provide for 

public health, safety and welfare, the County Board of 
Commissioners may, to the extent permitted by Indiana 
Code 10-14-3-31 and subject to its provisions, command 
services and/or requisition the use of: 

   (i) Equipment;  
   (ii) Facilities; 
   (iii) Supplies; or  
   (iv) Other property. 
 
  (f) The County Board of Commissioners may order the evacuation 

of all or part of the population from stricken areas of the 
county, and prescribe: 

 
   (i) Routes; 
   (ii) Modes of transportation; and 
   (iii) Evacuation destinations. 
 
  (g) The County Board of Commissioners may make provision for 

availability and use of temporary emergency housing, which 
housing need not necessarily comply with any minimum 
housing standards, building or zoning regulations, etc., which 
would govern the use and location of premises for housing 
purposes during normal times. 

 
  (h) Except in accordance with Section 4.E.2.i.,the County Board of 

Commissioners shall not suspend any provisions of ordinances 
or procedures, which are mandated by statute. 

 
  (i) In the event of a disaster emergency that has been declared by 

the Governor, the County Board of Commissioners, in 
accordance with Indiana Code 10-14-3-17(j)(5), may waive 
any procedures or requirements of statute, or of county 
ordinances reflecting statutory requirements and mandates, 
pertaining to: 

   (i) The performance of public works. 
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   (ii) The entering into contracts. 
   (iii) The incurring of obligations. 
   (iv) The employment of permanent and temporary workers. 
   (v) The utilization of volunteer workers. 
   (vi) The rental of equipment. 
   (vii) The purchase and distribution of supplies, materials and 

facilities. 
   (viii) The appropriation and expenditure of public funds. 
 
  (j) The County Board of Commissioners may assign any special 

emergency duties and functions to county: 
   (i) Offices;  
   (ii) Departments; and  
   (iii) Agencies. 
 
  (k) Any unexpended and unencumbered monies budgeted and 

appropriated but not otherwise dedicated by law to different 
purposes may, within the scope of each major budget and 
appropriation category (major object classification), be utilized 
and expended for the purpose of carrying out such special 
emergency duties and functions. 

 
  (l) Pursuant to Indiana Code 10-14-3-22, the 

County Board of Commissioners may make, amend, and 
rescind such orders, rules, and regulations as may be necessary 
for emergency management purposes and to supplement the 
carrying out of the provisions of this Ordinance.  Such orders, 
rules, and regulations: 

   (i) Cannot be inconsistent with any 
orders, rules, or regulations promulgated by the 
Governor or by any State agency exercising a power 
delegated to it by the Governor. 

   (ii) Cannot be inconsistent with the 
County’s emergency management program or 
Emergency Plan. 

   (iii) Shall have full force and effect of 
law when filed in the office of the County Clerk;  

   (iv) Are enforceable by any local or 
state law enforcing authority in accordance with Indiana 
Code 10-14-3-24. 

 
  (m) The County Board of Commissioners may, in accordance with 

the Emergency Plan, request the State or the United States or 
their agencies and political subdivisions to send aid (including 
financial assistance) if the situation is beyond the control of the 
regular and emergency county forces and resources. 
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 3. All actions taken by the County Board of Commissioners under this 
Section shall be: 

 
  (a) Adopted by ordinance or resolution pursuant Indiana 

Code 10-14-3-22; 
  (b) Consistent with, and subordinate to, any actions, orders, or 

regulations made by the Governor or a state agency 
implementing the State Comprehensive Emergency 
Management Plan. 

 
F. OFFICERS AND EMPLOYEES OF INCORPORATED AND UNINCORPORATED 

AREAS OF THE COUNTY:  GENERAL DUTIES DURING EMERGENCY 
 
 During a declared disaster emergency, all officers and employees of 

incorporated and unincorporated areas of the County shall:  
 
 1. Cooperate with and give active support to the County Board of 

Commissioners and the County Emergency Management Director. 
 
 2. Comply with all orders, rules and regulations issued pursuant to this 

Ordinance by the County Board of Commissioners or the County 
Emergency Management Director. 

 

G. NONCOMPLIANCE WITH EMERGENCY ORDERS, RULES AND REGULATIONS: 

OBSTRUCTION OR IMPERSONATION OF EMERGENCY MANAGEMENT 

AUTHORITIES; PENALTIES AND ENFORCEMENT 
 
 1. Whenever this Ordinance applies it shall be unlawful and a penal 

ordinance violation for any person to: 
 
  (a) Willfully obstruct, hinder or delay the County Board of 

Commissioners, the Director of Emergency Management, 
participating emergency services, authorized emergency 
management volunteers or other authorities from 
implementing, carrying out and enforcing the Emergency Plan; 

 
(b) Fail to observe, abide by, and comply with any emergency 

management duties, orders, regulations and procedures as made 
applicable to such person by the appropriate authorities; or 

 
  (c) Falsely wear or carry identification as a member of the County 

Department of Emergency Management or to otherwise falsely 
identify or purport to be a County emergency management 
authority. 
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 2. Any person who commits an offense as described above shall be liable 
to a fine of $2,500.00; such fine to be subject, however, to the 
discretion of the court of jurisdiction. 

 
 3. Any regular or reserve police officer of Indiana or any of its political 

subdivisions is hereby empowered to issue and serve a civil citation 
against any person found to be committing an offense described above. 

 
H. LIMITATION OF LIABILITY DURING DISASTER EMERGENCY OR 

EMERGENCY OR EMERGENCY MANAGEMENT TESTS 
 

During an emergency management test or declared disaster emergency, the 
County, the County’s assigned personnel, participating emergency services, 
and rostered emergency management volunteers shall be immune from 
liability to the full extent provided by Indiana Code 10-14-3 and any other 
applicable law.  

 
I. COMPENSATION FOR PROPERTY COMMANDEERED OR USED DURING 

DISASTER EMERGENCY 

 
Pursuant to Indiana Code 10-14-3-31, compensation for property shall be paid 
only if the property was commandeered or otherwise used in coping with a 
disaster emergency and its use or destruction was ordered by the Governor or 
a member of the disaster emergency forces of the state.  Any person claiming 
compensation for the use, damage, loss, or destruction of such property shall 
make a claim for it.  This claim shall be filed and adjudicated as provided in 
Indiana Code 1971, 32-11. 
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ANNEX C 
 

Common Elements for Written 
Standard Operating Procedures 
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SUBJECT: 
 

PROCEDURE NUMBER 

EFFECTIVE DATE 
 

SUPERSEDES: 

 

 

PURPOSE:  State Purpose of procedure. The how and what 
“This procedure establishes how to conduct a 
briefing” 

 
 

SCOPE:   This procedure applies in what situation? 

    “Applies when the EOC is activated.” 
 
 

AUTHORITY: Identifies who authorizes this procedure – A law, 

an order, a supervisor, etc. 

 
 

BACKGROUND: Gives the rationale or reasoning behind why the 

procedure has been written. 

 
 

APPLICABILITY: Who does this procedure apply to? 

 
 

CONTENT/  

OVERIVEW: A Table of Contents for longer procedures, but for 

shorter ones, a general overview of what is in the 
procedure. 

 
 

PROCEDURE: Start the actual steps of the procedure. 
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ANNEX D 
 

Sample Mutual Aid Agreement  
And  

Statewide Mutual Aid Information 
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MUTUAL AID AGREEMENT BETWEEN 

DRAFT MUTUAL AID AGREEMENT 
 

RESOLUTION NO. __________ 

 
A RESOLUTION TO AUTHORIZE THE COMMISSIONERS 
(AND/OR MAYOR AND/OR CITY MANAGER) TO SIGN 
EMERGENCY MEDICAL SERVICES, POLICE, FIRE, AND PUBLIC 
WORKS "MUTUAL AID INTERLOCAL COOPERATION 
AGREEMENTS" WITH OTHER LOCAL GOVERNMENTS (AND/OR 
STATE AGENCIES) IN THE STATE OF INDIANA.  

 
WHEREAS, the county of ____________ in the State Indiana desires to enter 

into agreements whereby mutual emergency medical services [or other specified 
type of assistance] assistance may be provided by various local governments for the 
benefit of each participating entity; and  
 

WHEREAS, the statutes of the State of Indiana at Indiana Code 10-14-3-16 
authorize local governments through their local Emergency Management Agencies to 
enter into such agreements with other local (and state) government agencies, and  
 

WHEREAS, agreements can be prepared which will provide for mutual aid 
protection assistance among those local governments in Indiana with which the 
County/City of __________ is interested in entering into agreements for mutual aid.  
 

NOW, THEREFORE, BE IT RESOLVED BY THE COMMISSIONERS 
(AND/OR MAYOR AND/OR CITY MANAGER) OF _________, INDIANA 
THAT:  
 
Approved as to Form:  
 
_____________________ 
City/County Attorney  
 
 
________________________ 
President of County Commission/Mayor 
 
 
________________________ 
Commissioner  
 
 
________________________ 
Commissioner  
  
________________________    Date Passed: _____________ 
Recorder  
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DRAFT MUTUAL AID AGREEMENT BETWEEN 

 
 

_______ COUNTY, INDIANA AND 
 

_______ COUNTY, INDIANA 

 
WHEREAS The Indiana General Assembly, in Indiana Code 10-14-3 and IC 

10-19-2, established the Indiana Department of Homeland 
Security and local emergency management departments for 
political subdivisions of the State, including _______ County 
("_______ County EMA ") and County (“_______ County EMA"), 
for the purpose of safeguarding the citizens of Indiana from 
disasters or emergencies.  

 
WHEREAS The Indiana General Assembly, in Indiana Code 10-14-3-7(b)(7), 

authorized and provided for coordination of activities related to 
disaster prevention, preparedness, response and recovery.  

 
WHEREAS One important activity related to disaster prevention, preparedness, 

response and recovery needing coordination is use of emergency 
medical assets [or other specified type of assistance].  

 
WHEREAS The Indiana General Assembly, in Indiana Code 10-14-3-16, 

authorized and provided for the director of each local organization for 
emergency management and disaster to assist in negotiation of 
reciprocal mutual aid agreements with and between other public and 
private agencies within this state for reciprocal emergency 
management aid and assistance in case of disaster too great to deal 
with unassisted.  

 
WHEREAS The Indiana General Assembly, in Indiana Code 10-14-3-16, 

authorized and provided for the director of each local organization for 
emergency management and disaster to carry out arrangements or 
agreements relating to the local and political subdivision.  

 
WHEREAS The Indiana General Assembly, in Indiana Code 36-1-7, set out the 

required contents for agreements entered into by any political 
subdivision of this State.  

 
WHEREAS _______ County, Indiana and _______ County, Indiana have offered 

to make available to one another their resources to assist one another 
in the event that the emergency medical response assets of either 
county are insufficient to respond to a natural or manmade emergency 
or disaster.  

 
WHEREAS _______ County, Indiana and _______ County, Indiana desire to enter 

into this Agreement for the purpose of providing for mutual support, 
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aid and assistance following the declaration of a natural or manmade 
disaster emergency.  

 
WHEREAS _______ County, Indiana and _______ County, Indiana agree that any 

assistance furnished from one party to the other shall not be regarded 
as "available assets" of the requesting party for purposes of 
determining whether local assets are insufficient to respond to any 
natural or manmade emergency or disaster.  

 
WHEREAS _______ County, Indiana and _______ County, Indiana agree that any 

assistance furnished from one party to the other shall not be considered 
when a decision is made to declare a local disaster emergency under 
Indiana Code 10-14-3-29.  

 
WHEREAS _______ County, Indiana and _______ County, Indiana agree that 

their respective County Emergency Management Agencies ("County 
EMAs") shall be the entities which are appropriate to administrate and 
call into effect the activation terms of this Agreement  

 
[Administrative Note: It is suggested that the senior officers (and 
their assistants as alternates) of the entities that will actually provide 
assistance under this Agreement (i.e. fire chief, sheriff, EMS Director) 
be accorded the status of emergency management personnel for 
purposes of administration of this Agreement.  This approach will 
allow them to be directly contacted for aid and will obviate the need to 
go through the Emergency Management Directors of the two 
governmental entities involved as extra steps in getting help.  
Additionally, it is suggested that the senior officers authorizing 
assistance under this Agreement be required to promptly inform the 
Emergency Management Director of their respective unit of 
government that the assets have been sent out of the area.  This step 
will allow the Emergency Management Director to keep track of assets 
remaining for response to other emergencies that might arise while 
mutual aid assistance is being rendered.] 

 
NOW, THEREFORE, the parties hereby agree as follows:  
 

MUTUAL AID AGREEMENT 
 
THIS AGREEMENT entered this _____ day of          , 200     by and among _______ 
County, Indiana and _______ County, Indiana 

 
WITNESSETH: 

 
WHEREAS,  Indiana Code 10-14-3-16 authorizes public agencies in this state to 

enter into mutual aid agreements; and  
 

WHEREAS, the parties hereto desire to avail themselves of the authority conferred 

by this law; and  
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WHEREAS,  the purpose of this Agreement is to provide each of the parties, through 

their mutual cooperation, a predetermined plan by which each might 
render aid to the other in case of an emergency which demands 
emergency medical services [or other specified assistance] to a 
degree beyond the existing capabilities of either party; and  

 
WHEREAS, it is deemed in the public interest for the parties hereto to enter into an 

Agreement for mutual assistance to provide reserves needed to assure 
each party of adequate protection;  

 
NOW THEREFORE, in consideration of the mutual covenants contained herein, the 
parties hereby agree as follows:  
 

1.  The parties will respond to calls for emergency medical 
assistance [or other specified assistance] only upon 
request for such assistance made by the senior official on 
duty of the ________ department of the respective 
county. All requests for emergency assistance shall be 
made only to the ____________ [specify authorized 
individual by job title, not personal name] or  
_______________ [specify alternative authorized 
individual by job title, not personal name].  While the 
first request may be verbal, the requesting party will as 
soon as practicable follow up with a written request for 
aid. 

 
2. Upon request for aid received as provided for in paragraph (1). 

the authorized officer of the responding party will authorize a 
response as follows:  

 
a.  Each of the parties to this Agreement will provide at 

least the following personnel and equipment in response 
to the request:  

 
 Minimum request -one (1) _________________ unit.  
 
 Maximum response - seventy-five (75) percent of 

personnel and resources.  

 
b.  Each party's response will be determined by the severity 

of the emergency in the requesting party's jurisdiction 
as determined by the senior officer of the responding 
party after discussion with the senior officer of the 
requesting party.  

 
c.  If there is also an emergency in the jurisdiction of the 

responding party at the time a request is made, or such 
emergency occurs under this Agreement, and the senior 
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officer of the responding party reasonably determines, 
after a consideration of the severity of the emergency in 
his jurisdiction, that the responding party cannot 
comply with the minimum requirements under this 
Agreement without endangering life and/or incurring 
significant property damage in his jurisdiction, he may 
choose to use all equipment and personnel in his own 
jurisdiction. In such case, the senior officer of the 
responding party shall inform the senior officer of the 
requesting party of his decision.  

 
 In cases where two or more requests for mutual aid 

assistance are made at the same time, thereby making 
compliance with the minimum requirements of this 
Agreement impossible for the responding party, the 
senior officer of the responding party shall determine, 
based upon a his best professional judgement, how best 
to respond to the requests. The senior officer may 
determine to send all assets available under this 
Agreement to the jurisdiction with the most dire 
emergency or he may send some resources to each 
requesting jurisdiction. The senior officer shall inform 
the requesting officer of the requesting parties of his 
decision. In both situations outlined in this sub-section 
(c) where compliance with the minimal duties of this 
Agreement is impossible, the requesting party or parties 
will not expect full compliance with those minimal 
duties but will expect a fair appraisal of the 
emergencies involved and a commensurate response.  

 
3.  The parties shall utilize the incident management system to 

provide structure for incident management so as to assure 
efficient use of resources and the safety of emergency 
responders and the public. 

 

4. It shall be the responsibility of the responding party to know 

and communicate the level of training of their responders to the 

incident commander, to see that all personnel responding to the 

request for assistance are responsible persons.  The conduct 

and actions of responding party personnel shall be the 

responsibility of the party sending assistance. 

 

5. As required by Indiana Code 10-14-3-18(a), when emergency 

medical [or other specified type of personnel] personnel are 

sent to another jurisdiction pursuant to this Agreement, they 

will retain the jurisdiction, authority, rights, privileges, and 

immunities, including any coverage under the Worker's 
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Compensation Laws, that they have when they are on duty in 

their home jurisdiction.  
 
6. The party who requests mutual aid shall in no way be deemed 

liable or responsible for the personal property of the members 
of the responding party which may be lost, stolen, or damaged 
while performing their duties in responding under the terms of 
this Agreement.  

 
7.  The parties agree that the party responding to the request for 

mutual aid under the terms of this Agreement shall assume all 
liability and responsibility for damage to its own apparatus 
and/or equipment while en route to or returning from the 
mutual aid response location.  The responding party shall also 
assume all liability and responsibility for any damage caused 
by its own apparatus and/or negligence of its personnel while 
en route to or returning from the mutual aid response location.  

 
8.  The party responding under the terms of this Agreement shall 

assure that its personnel drive their vehicles while in the 
territory of the requesting party in compliance with all laws 
regarding speed and at all times with due regard for the safety 
of all persons using the highway. 

 
9. The party responding under the terms of this Agreement shall 

assume no responsibility or liability for property damaged or 
destroyed or bodily injury at the actual scene of any emergency 
due to actions which are required in responding under this 
Agreement; said liability and responsibility shall rest solely 
with the party requesting such aid and within whose boundaries 
the property exists or the incident occurs.  

 
10. An itemized claim for loss or damage to the responding party’s 

equipment at the response scene shall be filed within thirty (30) 
days of such loss or damage occurring. [Note: Filing within 
thirty days will help to ensure FEMA reimbursement.] 

 
[Note: Parties considering entering into a Mutual Aid Agreement 
should consider utilizing either of the two following alternatives for 
reimbursement.  
 
Volunteer Note: Under FEMA 9523.6 Section 7.B.3. “If the providing 
[assisting party] entity is staffed with volunteer labor, the value of the 
volunteer labor may be credited to the non-Federal cost share in 
accordance with the provisions of the Donated Resources policy 
(#9525.2).] 
 

The reason for such alternatives is FEMA’s requirement that expenses be 
both reimbursed and documented in order to obtain federal reimbursement 
(as opposed to credit as donated resources) in a disaster.  Rates for 
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reimbursement are specified in accordance with FEMA 9523.6 Mutual 
Aid Agreements for Public Assistance.]   

 
11. Pursuant to Indiana Code 10-14-3-18(b), the political 

subdivision in which the requesting party is located shall be 
responsible for any loss or damage to equipment used in the 
response and shall pay any expense incurred in the operation 
and maintenance thereof. 

 
12. The political subdivision in which the requesting party is 

located shall be responsible for labor and equipment 
reimbursement as specified in paragraph 14.  

 
13. The parties agree that, as specified in Indiana Code 10-14-3-

18(b), no claim for loss, damage, or expense under this 
Agreement shall be allowed unless, within sixty (60) days after 
the same is sustained or incurred, an itemized notice of such 
claim under oath is served by mail or otherwise upon the chief 
fiscal officer of such political subdivision where the equipment 
was used.  Claims shall be fully documented in order to obtain 
reimbursement. 

 
14. The parties agree that labor and equipment reimbursement rates 

shall be as follows: 
 

a. labor rates: 
 

straight time for force account labor shall be the normal 
pay rates for responding personnel  
 
overtime for force account labor shall be at 1 ½ times 
the normal pay rates for responding personnel if it is the 
normal practice to pay overtime at this rate 

 
b. equipment reimbursement rates: 
 

equipment reimbursement rates shall be at the FEMA 
standard for equipment reimbursement or the state or 
local rate, whichever is lowest 

 
[Note for jurisdictions not desiring to provide for payment by the 
requesting entity.  Under FEMA 9523.6 Section 7.B.5, “If the 
agreement states that there is no cost to the applicant receiving the 
emergency assistance [typically the requesting party], assistance may 
be credited to the non-Federal cost share under the provisions of the 
Donated Resources policy (#9525.2).”  Such jurisdictions must still 
specify the value of the resources they receive and fully document 
those values.  An alternate cost statement for such jurisdictions is 
provided here.  Those jurisdictions may wish to utilize “no cost” 
paragraphs 11-13 below in place of the preceding paragraphs 11-14:] 
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11. No compensation or reimbursement shall be paid by the parties 
under this Agreement for mutual aid assistance rendered. The 
parties agree that the responding party shall be responsible for 
the costs of maintenance and operation of its equipment during 
the response. 

 
12. The parties agree that no claim for compensation shall be made 

by either against the other for loss, damage, or personal injury 
occurring as a consequence of mutual aid assistance rendered 
under this Agreement, and all such rights or claims are hereby 
expressly waived by the parties as to one another.  

 
13. The parties agree the value of labor and equipment if 

reimbursed would be as follows: 
 

a. labor rates: 
 

straight time for force account labor shall be the normal 
pay rates for responding personnel  
 
overtime for force account labor shall be at 1 ½ times 
the normal pay rates for responding personnel if it is the 
normal practice to pay overtime at this rate 

 
b. equipment reimbursement rates: 
 

equipment reimbursement rates shall be at the FEMA 
standard for equipment reimbursement or the state or 
local rate, whichever is lowest 

 
   __________________________ 

 
14. The senior officer of the requesting party, shall in all instances 

be in command of the emergency as to strategy, tactics, and 
overall directions of the operations. All orders or directions 
regarding the operations of the responding party shall be 
relayed to the senior officer in command of the responding 
party. 

 
15. The senior officer in command of the responding party shall 

retain control over his personnel at the incident scene.  Should 
he determine that any direction given by the senior officer of 
the requesting party would result in unsafe conditions for 
persons under his control, the senior officer in command of the 
responding party shall have the authority to refuse such 
direction. 

 
 [Note: This paragraph is a new addition occasioned by the 

result in Buttram v. United States, Civil Case No. 96-0324-S-
BLW slip op. (D. Idaho, Feb. 1999), a federal case that held the 
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responding party to have an ongoing responsibility for its 
members’ safety in a mutual aid response.] 

 
16. A joint board is hereby created consisting of the Mayor/County 

Executive of each political jurisdiction or their designated 
representatives, which joint board shall have the responsibility 
of carrying out the responsibilities of carrying out the powers 
designated herein.  

 
17. No property, real or personal, tangible or intangible, shall be 

acquired or held by this joint board, it being the intent of the 
Agreement that each political jurisdiction shall use and employ 
its own properties in carrying out the functions and 
responsibilities designated herein.  

 
18. This Agreement shall continue from year to year from 

________, through ________, unless notice of termination is 
given by either party hereto at least sixty (60) days prior to 
such termination. No further obligations or liabilities shall be 
imposed after such termination.  

 
18. This Agreement shall be valid only:  
 

a. When it is executed by the Mayor/County Executive of the 
respective political jurisdictions pursuant to the 
ordinance/resolution of each jurisdiction authorizing the 
Mayor/County Executive to execute it.  

 

b. When it is lodged for record pursuant to Indiana Code 36-1-

7-6.  

 

[Note: In order to ensure reimbursement for intra-county assistance outside 

normal jurisdictional areas of use of assets, separate MAAs must exist between 

the units of government within the county.  For example, if a city street department 

aids a small town within the county, the city and town must have a separate MAA 

between themselves in order to obtain reimbursement.  FEMA has denied coverage in 

the past for failure to have such separate agreements among units of government 

within a county.  Some jurisdictions may wish to consider purchase of a additional 

filing cabinet to contain the multitudinous number of agreements that may be required 

for fullest coverage.] 
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IN WITNESS WHEREOF, the parties hereto have executed this Agreement as of 
the day and year written above.  
 
 
 
_________________________ 

Mayor/President of County Commission  
 
 
 
_________________________ 
Commissioner  
 
 
 
_________________________ 
Commissioner  
 
 
 
Attest:    ________________________ 

Witness  
 
Adopted:   ________________________ 

Date  
 
Approved as to Form: ________________________ 

City/County Attorney  
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This sample Agreement was prepared by William C. Nicholson, Adjunct Professor of 
Terrorism and Emergency Law at the Widener University School of Law in Wilmington, 
Delaware.   
 
Users should consider discarding any and all other previous versions of this Agreement 
and using this latest version in their place. 
 
This sample Agreement is not legal advice.  William C. Nicholson is not your attorney.  
To obtain legal advice, consult your attorney. 
 
Nicholson previously served as General Counsel for the Indiana State Emergency 
Management Agency, the Indiana Department of Fire and Building Services, and the 
Indiana Public Safety Training Institute. He advised the agencies and members of 
commissions and boards, including the Emergency Medical Services Commission and 
Indiana Emergency Response Commission, on their duties and options under state and 
federal law. He has written and spoken many times on issues of importance to emergency 
managers and Local Emergency Planning Committees. Nicholson’s law review article 
“Legal Issues in Emergency Response to Terrorism Incidents Involving Hazardous 
Materials: The Hazardous Waste Operations and Emergency Response (“HAZWOPER”) 
Standard, Standard Operating Procedures, Mutual Aid and the Incident Management 
System” appears in Volume 9, Issue 2 January 2003 of the Widener Law Symposium 
Journal. His book “Emergency Response and Emergency Management Law” will be 
published by Charles C. Thomas Publisher, Ltd. (www.ccthomas.com) in 2003.   
 
Nicholson may be contacted directly at william.c.nicholson@law.widener.edu 
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STATEWIDE MUTUAL AID AGREEMENT 
 
A new law adopted during the 2003 legislative session creates a Statewide Mutual Aid 
Agreement.  This new law, which went into effect on May 7, 2003, automatically makes each 
county, city, town and township in Indiana part of this new Statewide Mutual Aid Agreement.  If a 
county, city, town or township does not want to be part of this Statewide Mutual Aid Agreement, 
they do have the ability to opt out of the Agreement, but opting out may make the unit of 
government ineligible to receive certain future state or federal funding.  This Agreement does not 
effect existing or future mutual aid and interlocal agreements between local fire departments or 
law enforcement agencies. 
 
The text of this new Statewide Mutual Aid Agreement, IC 10-14-3-10.6 and IC 10-14-3-10.7 [as 
added by SECTIONS 6 and 7 of 2003 Senate Enrolled Act 216], is as follows: 

Sec. 10.6. (a) As used in this section, "participating unit" refers to a unit that does not opt out 
under subsection (c) from participating in the statewide mutual aid program. 

(b) As used in this section, "unit" has the meaning set forth in IC 36-1-2-23. 

(c) A unit may choose not to participate in the statewide mutual aid program if the unit: 

(1) adopts an ordinance or a resolution declaring that the unit will not participate in the 
statewide mutual aid program; and 

(2) provides a copy of the ordinance or resolution to: 

(A) the local emergency management organization that serves the unit; and 

(B) the department. 

(d) Each participating unit shall establish an incident management system and a unified 
command system to be used in a response to a disaster or an emergency. 

(e) A participating unit may request the assistance of at least one (1) other participating unit 
to: 

(1) manage disaster response or recovery; or 

(2) conduct disaster response or recovery related exercises, testing, or training. 

(f) A request for assistance to a participating unit under subsection (e) shall be made by and 
to the executive of the unit or the executive's authorized representative. A request may be oral or 
in writing. A written request shall be made on forms developed by the department. An oral 
request shall be confirmed in writing not later than twenty-four (24) hours after the oral request is 
made. 

(g) A request must include the following information: 

(1) A description of the disaster response and recovery functions for which assistance is 
needed, including the following: 

(A) Fire. 

(B) Law enforcement. 

(C) Emergency medical. 

(D) Transportation. 

(E) Communications. 

(F) Public works and engineering. 

(G) Building inspection. 

(H) Planning and information assistance. 

(I) Mass care. 

(J) Resource support. 

(K) Health and other medical services. 
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(L) Search and rescue. 

(2) The amount and type of services, equipment, supplies, materials, personnel, and other 
resources needed and a reasonable estimate of the length of time they will be needed. 

(3) The specific place and time for staging of the assisting participating unit's provision of 
assistance and a point of contact at that location. 

(h) A participating unit that is requested to render assistance shall take the necessary action 
to provide and make available the requested services, equipment, supplies, materials, personnel, 
and other resources. 

(i) A participating unit's obligation to provide assistance is subject to the following restrictions: 

(1) A participating unit's request to receive assistance is effective only: 

(A) upon declaration of a local disaster emergency by the executive officer of the unit 
under section 23 of this chapter; or 

(B) upon the commencement of the exercises, testing, or training. 

(2) The assistance shall continue as long as: 

(A) the state of emergency remains in effect and the loaned resources are required by 
the receiving participating unit or the loaned resources remain in the receiving 
participating unit; or 

(B) the exercises, testing, or training is in progress. 

(3) The participating unit rendering the assistance may withhold resources or recall loaned 
resources to the extent necessary to provide for the participating unit's own reasonable 
protection. 

(4) Emergency forces providing assistance shall continue under the command and control of 
their regular leaders, but operationally those forces shall be under the control of the incident 
commander or unified commander designated by the requesting participating unit. 

Sec. 10.7. (a) As used in this section, "participating unit" has the meaning set forth in section 
10.6(a) of this chapter. 

(b) Each participating unit shall provide for the payment of compensation and benefits to: 

(1) an injured member; and 

(2) a representative of a deceased member; 

of the participating unit's emergency forces if the member is injured or killed while rendering 
assistance under section 10.6 of this chapter in the same manner and on the same terms as if the 
injury or death were sustained while the member was rendering assistance for or within the 
member's own unit. Expenses incurred under this subsection are not reimbursable under 
subsection (c). 

(c) A participating unit rendering assistance for disaster response or recovery to another 
participating unit under section 10.6 of this chapter shall be reimbursed by the participating unit 
receiving the assistance for the following: 

(1) A loss of, damage to, or expense incurred in the operation of any equipment in answering 
the request for assistance. 

(2) An expense incurred in the provision of a service in answering the request for assistance. 

(3) An expense incurred in answering the request for assistance. 

(d) Except as provided by an agreement entered into under subsection (e), the following labor 
and equipment reimbursement rates apply to reimbursement under subsection (c): 

(1) The labor reimbursement rates are as follows: 

(A) The straight time costs of the labor force of the participating unit rendering assistance 
shall be reimbursed at the normal pay rates for responding personnel. 
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(B) The overtime costs of the labor force of the participating unit rendering assistance 
shall be reimbursed at one hundred fifty percent (150%) of the normal pay rates for the 
responding personnel if it is the normal practice of the requesting unit to pay these 
personnel overtime. 

(2) The equipment reimbursement rates are the lesser of the following: 

(A) The rates for equipment costs reimbursement established by the Federal Emergency 
Management Agency or its successor agency. 

(B) The equipment costs established by the participating unit rendering assistance. 

(e) At least two (2) participating units may enter into agreements establishing a different 
allocation of loss, damage, expense, or costs among themselves than that specified in 
subsections (c) and (d). 

(f) Officers and employees of a participating unit rendering assistance to another participating 
unit under this section shall be considered agents of the requesting unit for the purpose of tort 
liability and immunity. 

(g) This section does not prevent any participating unit from entering into a mutual aid or 
other agreement with another unit or affect any other agreement to which a unit is a party, 
including an agreement entered into under this chapter or IC 36-1-7. 
 
Prepared by Brad S. Gavin, General Counsel 
Indiana Department of Homeland Security  
302 West Washington Street, Rm. E208 
Indianapolis, Indiana 46204 
phone: 317-233-4928 
fax: 317-232-3895 
e-mail:  bgavin@dhs.in.gov  
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ANNEX E 
 

Sample Emergency/Disaster 
Declaration  
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Sample 
Local Disaster Emergency Declaration 

 

_____________County, 

Indiana 

Authority 
 
Whereas, ______________________ County, Indiana has been impacted by or is immediately 
threatened by a (natural/technological/national or state security). 
 
(Give date, time, situation assessment and duration of hazard) and; 
 
Now, therefore, we, the _______________ County Board of Commissioners, declare that a local 
disaster emergency exists in the County and that we hereby invoke and declare those portions of 
the Indiana Code which are applicable to the conditions and have caused the issuance of this 
proclamation, to be in full force and effect in the County for the exercise of all necessary 
emergency authority for protection of the lives and property of the people of this County and the 
restoration of local government with a minimum of interruption. 
 
Reference is hereby made to all appropriate laws, statutes, ordinances, and resolutions and 
particularly to Indiana Code 10-14-3-29. 
 
All public offices and employees of ____________________ County are hereby directed to 
exercise the utmost diligence in the discharge of duties required of them for the duration of the 
emergency and in execution of emergency laws, regulations, and directives—state and local. 
 
All citizens are called upon and directed to comply with necessary emergency measures, to 
cooperate with public officials and disaster services forces in executing emergency operations 
plans, and to obey and comply with the lawful directions of properly identified officers.   
 
All operating forces will direct their communications and requests for assistance and operations 
directly to the ___________________ County Emergency Operating Center. 
 

In witness, whereof, we have hereunto set our hand this __________ day of 

______________________, 20____. 

 

      __________________ County Board of 

Commissioners 

  

 President 

  

 Member 

  

 Member 

 
Attest:  ________________________________ 

 

_________________________ County Auditor  
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ANNEX F 
 

Damage Assessment  
Worksheet  
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