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STANDARD OPERATING GUIDELINES

I. AUTHORITY
Established under Town Ordinance (Chapter 6, Emergency Government Operations, adopted in 1991 and substantially amended on April 16, 2007) and Village Ordinance (Chapter 36, adopted on September 3, 1985 and amended in its entirety on November 17, 2003 by Ordinance No. 14-2003) the Cottage Grove Joint Emergency Government Committee (hereafter Committee) is the central point of coordination within Cottage Grove (hereafter indicates both Town and Village) for response and recovery for emergencies and disasters. The Committee consists of four (4) committee members and meets monthly in the Emergency Operations Center (EOC) located in the Emergency Services Building.

A. Make up. 

The Committee shall be a combination of appointive members and ex-officio Committee-appointed members deemed necessary or desirable to carry out its functions. Two members shall be appointed by the Board of the Town of Cottage Grove. Two members shall be appointed by the Board of the Village of Cottage Grove. The Committee shall elect a Chairman, Vice Chairman and Secretary. The Chairman of the Committee will serve as acting Director of Emergency Government (hereafter Director) until such time as a Director is appointed by the Committee. The Chair position rotates between Town and Village annually.
B. Appointments. 

Appointees shall be approved by the appropriate Board. At least one of the Town and Village appointees shall be an elected member of the respective Board. Each Board-appointed member shall serve a term of two (2) years and maybe reappointed for one or more successive terms. The Town Chairman and Village President shall serve as ex-officio members.

C. Duties of the Emergency Government Committee. 

The Committee shall be an advisory and planning group and shall advise the Town and Village Boards (hereafter Municipal Boards) and Emergency Government Director (hereafter Director) on all matters pertaining to emergency government. The Committee shall meet once a month or on the call of the Chairperson.

D. Office of Director. 

The Office of Director is hereby created. The Director shall be the Chairman of the Emergency Government Committee until such time as the Committee appoints a Director of Emergency Government.

E. Duties and Authority of the Emergency Government Director.

1. The Director shall have direct responsibility for the organization, administration and operation of the Committee subject to the control of the Town Chairman and the Village President (hereafter Municipal Leaders).
2. He/she shall be responsible for coordination of all activities for emergency government 
  within Cottage Grove, and shall maintain liaison and cooperate with emergency               government agencies and organizations of other political subdivisions and Dane County. 
       3.  He/she shall participate in County and State emergency government activities upon 
request, and shall have such additional authority, duties and responsibilities as are 
authorized by the Municipal Boards.

F. Emergency Response Standard Operating Guidelines (hereafter SOG). 

The Director, with the assistance of the Committee, shall prepare a comprehensive guide for the emergency government of Cottage Grove and shall present such guidelines to the Municipal Boards for their approval. When the Municipal Boards have approved the SOG by resolution, it shall be the duty of all municipal agencies and all emergency government forces of Cottage Grove to perform the duties and functions assigned by the SOG. The SOG may be modified in like manner. The SOG shall be reviewed annually to ensure it is current and accurately reflects the plan to prepare and respond to natural or man-made disasters. The SOG shall also be tested annually through exercises or actual activations of the Emergency Operations Center (hereafter EOC).

II. PURPOSE

In order to ensure that Cottage Grove will be prepared to address emergencies resulting from man-made or natural disasters, an Emergency Government Committee is hereby created to carry out all emergency functions, other than functions for which the military forces are primarily responsible, to minimize injury and repair damage resulting from fire, tornado or other natural or man-made disasters, emergencies or causes.

It is further declared to be the purpose of the SOC and the policy of Cottage Grove that all emergency government functions be coordinated to the maximum extent practicable with existing services and facilities of Cottage Grove; with comparable services and facilities of the Federal, State, County governments and other political subdivisions; and of various private agencies toward the end that the most effective preparation and use may be made of manpower, resources and facilities for dealing with any disaster that may occur.

Chapter 323, as may be amended from time to time, of the Wisconsin Statutes is herein incorporated in this SOG by reference.

This SOG outlines Cottage Grove’s approach to emergency operations. It provides general guidance for emergency management activities and an overview of both jurisdictions’ methods of mitigation, preparedness, response and recovery. The SOG outlines Cottage Grove’s emergency response Committee and assigns responsibilities for various emergency tasks. The SOG applies to all local officials, departments and agencies. The primary audience for the SOG applies to Cottage Grove’s elected officials, the Committee, department heads and their senior staff members, or their designees, leaders of local volunteer organizations that support emergency operations and others who may participate in mitigation, preparedness, response and recovery efforts. 

III. ACTIVATION OF THE COTTAGE GROVE 

EMERGENCY GOVERNMENT COMMITTEE

A. Emergency Operations Center (EOC) Locations and Capabilities.
The EOC provides a location to conduct centralized, coordinated direction, control and warning during emergency events beyond the scope of normal public safety responses. The EOC provides an environment where information is gathered and where key officials make critical policy decisions and disseminate decisions to appropriate agencies at the command posts for action. The EOC coordinates and supports responses to disaster at all levels of government – Local, State and Federal.

The Cottage Grove EOC is located at the Cottage Grove Emergency Services Building at 4030 County Highway N. If the disaster debilitates this location, the Committee will choose an alternate site.

The Director, Municipal Leaders or Chiefs of Fire, Police or Emergency Medical Services may activate the EOC. When a person other than the Director activates the EOC, the person initiating the EOC shall call the Director who will call all members using the Emergency Government Contact Roster. The Director will determine the appropriate site of the EOC.

Upon activation the Director shall notify Dane County Emergency Management (DCEM) and provide updates as needed.

B. Continuity of Government
The governing bodies of each municipality may enact ordinances and resolutions to provide a method by which interim appointments to public office are made during periods of emergency to fill vacancies in offices that result from the emergency. The ordinances or resolutions shall define the scope of the powers and duties the interim appointees may exercise and shall provide for termination of the interim appointees.

Each Municipality shall designate a sufficient number of persons so that there will not be fewer than three (3) nor more than seven (7) deputies or interim successors or any combination at any time. If any officer from either Municipality or his/her deputy is unavailable, the powers of the office shall be exercised and duties shall be discharged by his/her designated interim successors in the order to which designated until the vacancy that exists is filled in accordance with the Constitution or Statutes or until the officer or his/her deputy or a preceding interim successor again becomes available to exercise the powers and discharge the duties of his/her office.

C. Line of Authority
The EOC extends from the Municipal Leaders to the Director to the other department heads. The Director is the Municipal Leader’s principal administrator for overseeing EOC management activities including:                                                                                                                         

1. Directing the Committee to ascertain the situation’s status and parameters.

2. Making decisions regarding what resources are needed, what their compositions must be, when they are needed on scene and when and how they will be repeated at regular intervals until containing or neutralizing all danger to the public and safely beginning recovery operations.

3. Providing the direction for establishing and maintaining staffing levels and shift schedules.

4. The continual monitoring and assessment of crisis situation status and impact.

5. Coordinating the resolution of difficulties that cannot be reconciled.

6. Directing the preparation of proclamations and executive orders for referral to the Municipal Leaders.

7. The supervision of the operational department heads to assure that emergency needs are accurately and rapidly identified and that support provided by these departments is appropriate, efficient, coordinated and recorded.

8. Keeping operational department heads current on the overall scope of EOC involvement and working with them to develop short and long term plans of action to guide EOC oversight and support.

9. Coordination with the Public Information Officer who is designated by the Director and Municipal Leaders for public information.

10. The timely cross and up-channeling of required reports and documents to DCEM.

11. Keeping the Municipal Leaders briefed on the progress of EOC and field activities and on all pressing concerns that require his/her attention and/or action.                                                                                                                                                                                                                                           

Municipal leaders and the Committee aid the Director in fulfilling his/her responsibilities. The functional departments work for, and report directly to, the Director. Each is responsible for   

supervising and managing the activities of their respective service groups and for ensuring that information and requests for support, when necessary, are efficiently coordinated with one or more of the other groups. They must also update the Director on all significant actions contemplated and taken in a timely manner.

D. Incident Command System (ICS) – Emergency Operations Center (EOC) Interface.
1. For emergencies and disasters the EOC will be activated. When the EOC is activated it is essential to establish a division of responsibilities between the Incident Command Post (ICP) and the EOC. A general division of responsibilities is outlined below. It is essential that a precise division of responsibilities be determined for specific emergency                 operations.










                           











          

2. The Incident Commander (IC) is generally responsible for ensuring field operations are carried out, including: 

a. Isolating the scene.

b. Directing and controlling the on-scene response to the emergency situation and managing the emergency resources committed there.

c. Warning the population in the area of the incident and providing emergency instructions to them.

d. Determining and implementing protective measures (evacuation or in-place sheltering) for the population in the immediate area of the incident and for emergency responders at the scene.

e. Implementing traffic control arrangements in and around the incident scene. 
f. Requesting additional resources from the EOC.

3.  The EOC is generally responsible for:

a. Providing resource support for the incident command operations.

b. Issuing community-wide warning.

c. Issuing instructions and providing information to the general public.

d. Organizing and implementing an evacuation.

e. Organizing and implementing shelter and mass arrangements for evacuees.

f. Coordinating traffic control for evacuations.

g. Requesting assistance from the County and other external sources.

E. Readiness Level Descriptions
The Committee must maintain a prepared EOC to insure pro-active upgrades and support for emergency operations in the field. The EOC must immediately be available as a hub for essential assistance in any type of hazardous condition that grows beyond the ability of a Municipal department to effectively handle on its own. EOC readiness can occur in three-phased states of alertness:                                                                                  

Phase 1 Alert: The first phase pertains to the period before an emergency when various communication media forewarn of an impending situation that can be monitored and evaluated to gauge threatening conditions as they emerge, grow or dissipate. Using various sources of information available, the Director will take preliminary steps to initiate the alert of other emergency staff and prepare the EOC for operational use. These efforts will also be coordinated with the Municipal Leaders, appropriate departments and support organizations whose mission makes them a part of any projected emergency response. The Village Administrator/Town Clerk and Municipal Leaders will be notified.

Phase II Alert: The second phase will establish communication with Dane County EOC or DCEM on call and make the EOC available for use as a unified coordination site for representatives from all actively involved departments where they will:                          

a. Monitor, exchange and coordinate information about the effects and implications of   imminent or pending events on their respective and combined services;                    

b.   Jointly formulate and coordinate contingency priorities and options;                                                                                                                                            

c.   Identify and, as necessary, refer policy questions and executive decisions for                             resolution.  

d.   Identify and deal with resource and assistance needs; and

e.   Pass appropriate advice and information to departments and DCEM.


Phase II is initiated by the Director, Municipal Leaders or Designee. EOC staffing levels 
will vary and can be adjusted at any particular time to match the demands of the current 
situation. In this phase representatives in the EOC under the lead of the Director will have 
the authority to coordinate the use of all locally available resources needed, both public 
and private.

Phase III Alert: The third phase will result in full activation of the EOC and is reserved for those situations that have escalated in seriousness to the point where the Municipal Leaders’ direct involvement is necessary. Notification of the Phase III Alert shall be made at the earliest practical time to the DCEM. Whenever the EOC is activated it becomes Cottage Grove’s central headquarters for exerting civil leadership over any major crisis that imperils the safety and welfare of the public.

F. Activity Logs
The ICP and the OEC will need to record key response activities, including:

1. Activation or deactivation of emergency facilities.

2. Notifications of emergencies to other local governments, County, State and Federal agencies.

3. Significant changes in the emergency situation.

4. Commitments of resources or requests for additional resources from external sources.

5. Issuance of protective action recommendations to the public.

6. Evacuations.

7. Casualties.

8. Containment or termination of the incident.  
G. Incident Costs
The Committee shall maintain records summarizing the use of personnel, equipment and supplies during the response to day-to-day incidents to obtain an estimate of annual emergency response costs that can be used in preparing future department or agency budgets.

H. Emergency or Disaster Costs
For emergencies or disasters, all departments and agencies participating in the emergency response shall maintain records of costs for emergency operations to include:

1. Personnel costs, especially overtime costs

2. Equipment operations costs                                                                                             

3. Costs for leased or rented equipment                                                                                    

4. Costs for contract services to support emergency operations

5. Costs of specialized supplies expended for emergency operations

I. Assumptions

1. Cottage Grove will continue to be exposed to and subject to the impact of hazards as outlined in the Dane County Emergency Management Handbook for Local Emergency Managers (see the appendices) as well as lesser hazards and others that may develop in the future.

2. It is possible for a disaster to occur at any time and at any place. In many cases, dissemination of warnings to the public and implementation of increased readiness measures may be possible. However, most emergency situations occur with little or no warning.

3. Mutual aid assistance will be available in all emergency situations. Since it takes time to summon external assistance, it is essential for Cottage Grove to be prepared to carry out the initial emergency response on an independent basis.

V. TRAINING

NIMS Training.

The National Incident Management System (NIMS) provides a systematic, proactive approach to guide departments and agencies at all levels of government, non-governmental organizations and the private sector to work seamlessly. NIMS works to prevent, protect against, respond to, recover from and mitigate the effects of incidents regardless of cause, size, location or complexity, in order to reduce the loss of life, property and harm to the environment. NIMS provides the template for the management of incidents. The Committee supports training of its Committee members, first responders, elected officials, community leaders and the citizens of the municipalities. We strive to maintain training and standards that adhere to NIMS; we encourage training to the highest level possible and will maintain certificates of course completions.

Community Education.

Planning for a disaster is only as effective as the community’s awareness. The Committee should provide residents information through the newspaper, sending material home with school children, simulating disasters with volunteers and broadcasting material on local cable.

VI. RESPONSIBILITIES

A. General
For most emergency functions, successful operations require a coordinated effort from a number of departments, agencies and groups. To facilitate a coordinated effort elected and appointed        officials, departments and agency heads and other personnel are assigned primary responsibility for planning and coordinating specific emergency functions. Generally, primary responsibility for an emergency function will be assigned to an individual from the department or agency that has legal responsibility for that function or possesses the most appropriate knowledge and skills. Other officials, departments and agencies may be assigned support responsibilities for specific emergency functions.

B. Primary Responsibility
The individual having primary responsibility for an emergency function is normally responsible for coordinating reparation of and maintaining that portion of the emergency guide that addresses that function.

The Committee will:

1. Serve as the primary advisor to the Municipal Leaders and citizens of Cottage Grove on emergency management matters.

2. Keep the Municipal Leaders and citizens of Cottage Grove appraised of the preparedness status and emergency management needs.

3. Coordinate local planning and preparedness activities and the maintenance of this SOG.

4. Prepare and maintain a resource inventory.

5. Arrange appropriate training for local emergency management personnel and emergency responders.

6. Coordinate periodic emergency exercises to test emergency guidelines and training.

7. Manage the EOC, develop procedures for its operating and conduct training for those who staff it.

8. Activate the EOC when required.

9. Perform liaison with DCEM staff and other local emergency management personnel as needed.

10. Coordinate with organized volunteer groups and businesses regarding emergency operations. 









        

11. Conduct on-going hazard awareness and public education programs.
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