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INTRODUCTION

|

|

LETTER OF AUTHORITY/BLESSING FROM HEAD OF CHURCH
THIS IS WHERE THE PLAN GETS ITS AUTHORITY AND “TEETH” FROM

IF THE CHURCH MANAGEMENT IS NOT ONBOARD NOTHING ELSE WILL FLOW.
|

|
STATUTORY AUTHORITY

[Add or delete relevant Statutory Instruments and their clauses]

Disaster Preparedness and Response Act No 13 of 2000
Section 8(2) -- The National Disaster Response Plan shall include – (a) procedures related to disaster preparedness and response of public officers, Ministries and Departments of Government, statutory bodies, local government units… for, response to and recovery from emergencies and disaster in Saint Lucia.
Employees [Occupational Health and Safety] Act No. 10 of 1985

Part II Section 3 (d) -- Every employer shall – provide information, training and supervision necessary to ensure the protection of his employees against risk of accident and injury to health arising from their employment.
Employees [Occupational Health and Safety] Act No. 10 of 1985

Section 9 – Effective arrangements shall be made in every place of employment for the disposal of wastes and effluents due to manufacturing process or any other working methods carried on therein.

THE PLAN

This Emergency Response Plan is a guide for AGENCY NAME into the way the assigned Staff will handle a disaster.

Every Staff Member is to be aware of the existence of this plan and is to be fully knowledgeable of their roles and responsibilities in any disaster as set out in the Standing Operating Procedures [SOP].

This plan shall be stored in an area where every Staff Member has easy access to.  Should a disaster occur during the absence of the Head, Staff should have easy recourse to the plan.

This plan is to remain at the AGENCY NAME and is NOT to be removed.  Copies may be made for circulation to Staff and for attendance at planning meetings, however a complete copy is to remain at AGENCY NAME at ALL TIMES.

The plan is to be renewed annually with a revised copy being submitted to the [EXECUTIVE DIRECTOR / GENERAL MANAGER – FILL IN THE POST TITLE] _____________________________ no later than March 31st of that year.  The [FILL IN THE POST TITLE] _____________________________  in turn shall  then circulate this copy of this plan to the Staff and the Director NEMO.  The [FILL IN THE POST TITLE] _____________________________ shall also inform the respective Departments as to whether the plan was accepted or not.  Should the plan not be accepted amendments shall be made as per the directives of the [FILL IN THE POST TITLE] _____________________________. Should there be no amendments that year then the Head of Department shall indicate such to the [FILL IN THE POST TITLE] _____________________________ no later than March 31st of that year, the [FILL IN THE POST TITLE] _____________________________ shall in turn circulate a copy of the memo to the Staff and the Director NEMO.

MAINTENANCE & TESTING

Once accepted all plans must be tested. This is usually done in three ways:

1. Ongoing Maintenance - Any change in methodologies, organization, staffing, business methods, etc., must be reviewed in terms of impact to the Agency’s COOP.

2. Tests and Exercises - These are tests of individual components and exercises that ensure that staff is familiar with the plan and that the supporting procedures and infrastructure are workable.  The tests and exercises to ensure the continued viability of the branch’s business continuity plan are itemized below to ensure that every critical aspect of the plan will be effective when required. There are four types of Exercises: Orientation, Drill, Desktop and Full scale
3. Actual Event:  Though no one wants the experience of an actual disaster, the event provides the opportunity to test the validity of the assumptions within the plan.  A review of responses after an event provides the opportunity to upgrade the disaster plan.
RELATED DOCUMENTS

This plan is a “stand alone” document that may be activated to support hazard management plans. Other documents related to this plan are:

1. Ministry of Social Transformation/Department of Ecclesiastical Affairs Disaster Plan [To be done]
2. Church Headquarters Disaster Plan [is there one?]

3. National Incident Management System [to be completed]

4. National Donations Policy [to be approved]

5. National Back Up Plan [to be completed]

6. National Relief Distribution Plan [to be approved]

7. National Welfare Plan [to be approved]

8. OTHERS?

TRAINING

It is recognized that to achieve the capacity and competency that will allow staff to function smoothly during a response, training must be an ongoing component of professional development.  The flowing subjects shall be presented, but by no means is limited to:

1. Introduction to Disaster Management [IDM]

2. Emergency Operations Centre Management

3. Incident Command System [ICS]
4. Telecommunications

5. Initial Damage Assessment [IDA]
6. First Aid

7. Fire Preparedness 
8. OTHERS?

MEMBERSHIP

Membership of the Church Disaster Committee includes but is not confined to the following:

1. Pastor / Elder / Priest / Leader [as applicable]
2. Chair District Disaster Committee [contact data available from NEMO Secretariat]
3. List

4. Others
DISASTER CYCLE

The Disaster Cycle comprises of the following elements: 

BEFORE 

· Prevention 

· Mitigation 

· Preparedness 

DURING 

· DISASTER OCCURS

AFTER 

· Response 

· Reconstruction / Recovery 

· Rehabilitation / Rebuilding

COMPREHENSIVE DISASTER MANAGEMENT

It is understood by AGENCY NAME that the disaster cycle lends itself to a comprehensive approach to disaster management, whether within this organisation or at a National Level.  

Comprehensive Disaster Management [CDM] was conceptualised by the Caribbean Disaster Emergency Response Agency [CDERA] as a new direction for disaster management for the 21st century. It moves away from the relief and response mode to a comprehensive approach which takes disaster and mitigation considerations into account during the planning and development stages. It also expands the partners to include economic, social, and environmental planners, architects, engineers, and health professionals among others. [CDERA Press Release of Feb 27, 2004]

With the main objective being to integrate Comprehensive Disaster Management into the development planning process it is AGENCY NAME intension to weave Comprehensive Disaster Management into the Corporate Life through the recommended Intermediate Results [IR]


ST. GEORGES DECLARATION OF PRINCIPLES
It is understood that as a tool to achievement of the CDM Strategy it is this Agency’s undertaking to support Principle Nine of the St. Georges Declaration of Principles for Environmental Sustainability in the Organization of Eastern Caribbean States [OECS].
Where each member state agrees to:

a. Establish at the community, national and regional levels appropriate and relevant integrated frameworks to prevent, prepare for, respond to, recover from and mitigate the causes and impacts of natural phenomena on the environment and to prevent man made disasters;

b. Exchange information with each other, relating to the experiences and lessons to be learnt from the causes and impacts of natural and man made hazards and phenomena on its environment.
SITUATION

Hazard analysis and experience have confirmed that Saint Lucia is at risk from numerous hazards, both natural and technological:

· Meteorological Hazard: Hurricanes, Tropical Wave, Tropical Storm, Storm Surge, Flooding, Land Slides, Drought

· Seismic/Volcanic Hazard: Volcanic Eruption, Earthquake, Tsunami [Marine and land based]

· Technological: Fire, Explosion, Hazardous Material Spill, Mass Poisoning, Pollution, Civil Unrest

· Other: Plague, Mass Causality, Epidemic Outbreak, Dam Failure, Office Violence, Terrorism, Bomb Threat/Explosion, Utility Failure

ACTIVATING THE NATIONAL EMERGENCY RESPONSE MECHANISM 

A major situation, which threatens population centres will require that the Church Incident Commander [IC] receives support for its control and management. This will be coordinated by the National Emergency Operations Centre (NEOC). The decision to advise the NEMO Secretariat of the need for additional support will be made by the IC.
The IC will complete a Situation Report Form for the Director NEMO. (See Appendix 6)
The Director NEMO in consultation with the IC and the Cabinet Secretary, will decide on activation of the Plan and if necessary, the NEOC.

The NEOC, once activated, will coordinate response, request additional resources and ensure adequate support to all relevant functions. Once the NEOC is activated all Standing Operating Procedures shall come into effect.
I. MISSION

A. Purpose, Goals, Definitions

1. Purpose

1. The purpose of this plan is to assist the Churches, agencies, and departments of the Church to provide stewardship over the resources of the local Church and to provide compassionate outreach and services to those in need during disaster response and recovery.
2. This plan describes the basic strategies, assumptions, and mechanisms through which the Churches, institutions, agencies, and departments of the Church will mobilize resources and conduct activities to support local disaster response, relief, and recovery efforts. In order to facilitate interagency operations, this plan adopts a functional approach that groups the types of assistance to be provided under areas of responsibility to address functional needs at the local level. Each area of responsibility is headed by a primary agency or department based on its authorities, resources, and capabilities in the functional area. The areas of responsibility serve as the primary mechanism through which assistance is managed in an affected area.

3. This plan provides for an orderly means to prevent or minimize, prepare for, respond to, and recover from emergencies or disaster that threaten life, property, and the environment within the Church by:

· Identifying major, natural, and man-made hazards, threats to life and/or property that are known or thought to exist.

· Assigning emergency management responsibilities and tasks.

· Describing predetermined actions to be taken by Churches, departments, and agencies to eliminate the effects of these threats and to respond effectively and recover from an emergency or disaster.

· Providing for the effective assignment and utilization of local volunteers and resources.

· Enhancing cooperation and coordination between Churches, institutions, and agencies of the Church.
· Providing for an emergency planning team comprised of representatives from all departments, agencies, or institutions as identified and utilized through this plan development for continued review and revision of the plan and exercise planning, and evaluation.
· This plan provides guidance for:

- Preparedness, response, and recovery policies and procedures;

- Disaster and emergency responsibilities; and

- Training and education activities.

• This plan is strategic and “responsibility oriented” and addresses:

- Coordinated Church and inter-Church post-disaster response and recovery;

- Rapid deployment and pre-deployment of resources;

- Communications systems;

- Annual exercises to determine the ability to respond to emergencies; and

- Clearly defined responsibilities for departments/agencies through a “functional annex” approach to planning and operations.

2. Goals

1. To develop Church membership self-sufficiency.

2. To develop Church response capability.

3. To have a plan that will guide organizational response during emergencies and disasters.

4. To create a framework of interagency and Church-wide cooperation to enhance disaster preparedness, response, and recovery.

3. Definitions

a) The term “emergency” as used in this plan means a set of circumstances which demand immediate action to protect life, preserve safety, health and essential services or protect property.

b) “Disaster” means the situation requires all available local (Church) resources and/or augmentation from beyond the local Church resources. The Minister of Government responsible for Disaster Management in Saint Lucia will declare a state of “emergency” or “disaster”.  Such a deceleration shall activate all or parts of this plan.

c) “Response stage” means the time immediately following the emergency or disaster. First Respondents in the response stage will be family, neighbors, congregants, local fire and police departments, search and rescue teams, Saint Lucia Red Cross (SLRC), Salvation Army (SA), and other voluntary agencies. This is usually a very dangerous time. The survivors and the professional rescue people can be endangered if nonprofessionals are in the way. Properly trained Disaster Committees and Church volunteers may be active in this phase.

d) “Relief stage” begins within the first week following the event. Basic human needs are cared for in a temporary way and may last days or weeks. Medical services, food, clothing, and temporary shelters become available from SLRC, the churches, other helping organizations, or friends and family. Basic clean up of homes, businesses, and streets begins. Utilities begin to be restored. The processes of applying for aid begins by making contact with personal insurance companies, ARC and, if a Disaster is Declared, NEMO.
e) “Recovery stage”: People begin moving out of shelters and into temporary housing. Homes and lives begin to be rebuilt. People and communities try to return to normal. The recovery stage usually lasts about 10 times as long as the relief stage (or in catastrophic disasters – years).
B. Authorities

1. Incident Command Center Coordinator:

· Activation of ICC.

2. Risk Management:

· Approve damage assessments.

· Activate insurance adjusters.

· Obtain repair contracts.

· Approve Repair Scopes.

3. Information Technology:

· Assignment of telecommunications and IT hardware, software, and passwords.

· Approve repair scopes.

4. Communications:

· Approve all media contacts.

· Approve all external communications.

5. Volunteer Coordination:

· Assignment of Volunteer Teams.

6. Donations Coordination:

· Approve assignment of all receivables.

· Approve all distributions of supplies
7. Human Services:

· Approve grant requests (if resources are available).

· Assign case management (CM) tasks.
C. SITUATION

Disasters actually result from three (3) types -- or combinations -- of incidents, caused by:
1. Natural or cataclysmic events

(e.g., earthquakes, fires, floods and storms); 

2. Human behavior

(e.g., robberies, bomb threats, acts of arson, hostage events or transportation strikes); and 

3. Technological breakdowns

(e.g., power outages, computer crashes and virus attacks). 
D. Assumptions

1. Church, agency and institution officials will be trained to recognize their responsibilities regarding the safety and well being of their constituents and property and they will assume their responsibilities when the Church Disaster Response Coordination Plan is implemented.

2. General conditions: When a community experiences a disaster, its surviving citizens fall into three broad categories: 
· those directly affected through personal or family injury or property damage; 
· those indirectly affected through interruption of the supply of basic needs and those not personally affected. 
This plan is designed to promote personal self-sufficiency in the face of a disaster. Following the guidelines set forth will allow the resources of the Church and partnering agencies to be directed toward those who are directly affected.
3. It is highly encouraged that each individual or head of household will develop a family disaster plan and maintain the essential supplies to be self-sufficient for a minimum of 72 hours.
4. Each Church, institution or agency of the Church is expected to develop internal disaster plans that will integrate and cooperate with this plan. Note: This plan is not intended to limit or restrict initiative, judgment, or independent action required to provide appropriate and effective emergency and disaster preparedness, response and recovery.
5. That Churches have the potential to be First Responders to negative situations as they are positioned within a community.
6. A large scale emergency will result in increased demands on Church personnel. 
7. That the Government of Saint Lucia shall respond to a disaster of any type
8. That Emergencies in Saint Lucia may be categorised in two ways. 
· Those that are preceded by a build-up [slow onset] period, which can provide the Church, the State and NEMO with advance warnings, which is used to facilitate timely and effective activation of national arrangements
· Other emergencies occur with little or no advance warning thus requiring mobilization and almost instant commitment of resources, with prompt support from the Government of Saint Lucia just prior to or after the onset of such emergencies
E. Limitations

1. No guarantee is implied by this plan. Preparation, response and recovery actions in any individual emergency or disaster will be dependent upon the resources available at the Church or Church level or provided by the broader community. Because local (Church) assets may be damaged, destroyed or overwhelmed, the Disaster Planning and Response Committee can only endeavor to make reasonable efforts to respond based on the situation, information, and resources available at the time.
2. This plan is limited to the coordination of Church service responses to actual or potential major events, and is not activated to be the only responder.  The Head of the Church is to be notified of every activation of this plan, while and NEMO must be notified of all MAJOR activations.  This is necessary to allow for the rapid coordination of resources should the incident escalate to a level requiring National mobilisation.

PHASES: 

Phase 1: Readiness

The various Heads of Churches/Agencies/Charities are charged with the responsibility of maintaining readiness to respond in any disaster. 
The Head of the Church Director will coordinate an annual meeting of the Church and its affiliates by the latest March 1st  (prior to Hurricane season) to revisit the Response Plan, to recruit and train volunteers for possible deployment.
Phase 2: Alert

The Disaster Response Plan will move to an “Alert” status during hurricane season as weather reports forecast the possibility of a storm affecting Saint Lucia. 
The Church Disaster Teams leadership will be in communication determining the best course of action depending on the circumstances. Part of the “Alert” response will include multiple communications about storm preparations. 
All media inquiring about the Church’s response should be referred to the Public Relations Officer. 
Phase 3: Action

The Church Response Teams will move into an Assessment phase after being notified of a specific incident. Each local Church Head is asked to notify the Head of the Church immediately after a natural or other disaster strikes their community. This notification is particularly important when an unexpected disaster (i.e. earthquake, flooding, etc.) occurs.
Phase 4: Assessment

An Assessment Team will respond to the area affected by disaster as soon as possible after receiving notification of the incident. As many of the Team will respond as possible, other designees may be assigned in place of one or more of these persons depending on their own availability. 

A copy of the Assessment shall be sent to the Director NEMO by the Head of the Church with in 44 hours of the report being commissioned.
Phase 5: Relief

A Disaster Response Core Team of 6 to 8 trained persons will be deployed as soon as practical to organize and coordinate the initial relief efforts of the Church. This deployment may be simultaneous to the Assessment Team’s activation depending on the information gathered about the scope of the incident.
The job assignments for these team members will vary depending on the incident [See Appendix X]
Phase 6: Recovery

The Assessment Team, in conjunction with local Church leaders, will begin developing a long-term recovery plan for this particular incident with other community leaders and faith-based organizations.

II. ORGANIZATION AND RESPONSIBILITIES

A. Organization

1. Church Disaster Planning and Response Committee (CDPRC) 

a) The purpose of the committee is to plan and coordinate a Church response to disasters.
b) The committee will be responsible for 
i. providing initial leadership and subsequent direction in establishing a preparedness and response planning guide; 
ii. evaluating the effectiveness of the guide and assist Churches/schools in its implementation; 
iii. reviewing and revising the guide, if needed, on an annual basis; and 
iv. coordinating, at the Church level, the response during times of disaster.
c) Membership targets leaders in media, risk management, facilities oversight, archives information, technology, and volunteer coordination and will be appointed by the Head of the Church.
d) The committee will be led by a Chair and Vice Chair. The Chair is appointed by the Head of the Church.
2. Incident Command Structure
a) The CDPRC has named personnel from the Church, Church Charities and the Church Disaster Agencies [e.g. ADRA, CARITAS Antilles, St Vincent de Paul] to the incident command structure for this plan. The Director of Community Outreach for Church Charities has been appointed shall be the ICC Coordinator for this structure. 
b) Primary/Support flow chart (see attachment) reflects the incident command structure for the Church and indicates authorities and functions which can support emergency operations.
c) This plan establishes the incident command structure for the Church. All appointments and work assignments in an emergency or disaster situation shall be documented. All departments, agencies and Churches will submit documentation as to injuries, damages, property loss, service delivery, volunteer assignments, and other emergency-related needs as requested by the ICC Coordinator.
B Responsibilities

1. General preparedness responsibilities (all Churches, departments and agencies of the Church). The following common responsibilities are assigned to each Church, department or agency of the Church. Further, each Church, department, or agency shall create an internal disaster preparedness and response organization (committee) and develop a disaster plan. Preparation activities include:

· Establishing departmental and individual responsibilities and assigning emergency tasks;

· Working with other Churches, departments or agencies to enhance cooperation and coordination and eliminate duplication. Departments with shared responsibilities should work to complement each other. Departments from different agencies but with similar responsibilities should cross train and be prepared to back each other up; 

· Establishing education and training programs for staff, volunteers and Church goers so that each will know where, when and how to respond;

· Developing site-specific plans for facilities as necessary, including evacuations, closures and shelter-in-place;

· Ensuring that employee job descriptions reflect emergency duties; 
· Training staff and volunteers to perform emergency duties and tasks;

· Identifying, categorizing and inventorying departmental resources;

· Develop procedures for mobilizing and employing additional resources as appropriate;

· Ensuring communications with the ICC;

· Filling positions in the ICC as shown on the flowchart (see attachment); and 

· Preparing to provide internal logistical support to the Church, department or agency during the initial response phase.

2. General Response Responsibilities (all Churches, departments and agencies of the Church).

• Upon receipt of an alert or warning, initiate notification actions to alert employees, volunteers and visitors.

• As appropriate:

- Suspend or curtail normal business activities.

- Recall essential off-duty employees.

- Send nonessential employees home.

- Evacuate facilities.

• Keep the ICC informed of actions and maintain a communications link with the ICC.

• Facilitate department response activities, maintain events log and report information to the ICC as requested.

• Report damages and status of facilities to the ICC

• Coordinate with the ICC to establish protocols for interfacing with local, state, and federal responders.

• Coordinate with the ICC Information Officer before releasing information to the media.

III. COORDINATED RESPONSE

A. General

1. The Incident Command Center (ICC) is the central point for disaster response operations. The purpose of this central point is to ensure coordinated response when the emergency involves more than one Church, department, or agency and requires resources from several areas. Coordination and allocation of all resources will be through the ICC function leaders and the ICC Coordinator to provide for the most efficient management of response resources.

2. During disaster situations, certain departments of the Church, and Church Charities and groups, will be required to relocate their center of control to the ICC.

3. Department or agency heads or other officials legally administering their office may perform emergency function(s) on their own initiative if, in their judgment, the safety or welfare of others (particularly visitors or clients) are threatened. The ICC Coordinator should be notified as rapidly as possible.

4. During an ICC activation, the appropriate departments or agencies will be represented in the ICC and will coordinate their activities under the supervision of the ICC Coordinator.
B. Levels of Emergency 

1 - Within the Church
Graduated response. Most emergencies or disasters will require a graduated response involving only those persons necessary to handle the situation. For this purpose, four levels of response will be used:

Level One Emergency. A level one emergency is a common emergency situation that occurs on a frequent basis (e.g. “unruly” visitor who can be “talked down” by staff, minor property damage such as an accidental window breakage). The responsibility for control of the incident rests with the responding department. Completion of an incident report is necessary.
Level Two Emergency. Should an incident remain unresolved, the emergency status will rise to a level two emergency (e.g., intruder becomes violent, serious injury or property damage requiring medical or police intervention). Level two incidents involve routine assistance from other agencies (police, ambulance, etc.). Control is still the responsibility of the responding department. Notification to the Head of the Church is necessary. Completion of an incident report is necessary [see attached]
Level Three Emergency. Should the incident begin or escalate to a situation where non-routine assistance is required or anticipated; a level three emergency will be declared. The ICC will activate at this level. A level three could be a major single site event or a widespread disaster. This level of emergency will be used for all natural or man-made disasters. 
Level Four Emergency. This level of emergency is used for catastrophic Church-wide or National events. The ICC will be activated.
2 - Outside of the Church 

Class 1 Disaster -A localized disaster with affects less than 5 families within the area of the Church 

Class 2 Disaster -A localized disaster which affects more than 5 families but less than 25 families within the area of the Church

Class 3 Disaster -A localized disaster which occurs in the area in which the Church ministers, which may or may not directly, affect residents. (i.e. -Plane crashes, major vehicular pile-ups, etc)
Class 4 Disaster -A widespread disaster which affects Saint Lucia.
C. Crisis Monitoring

1. Risk Management personnel at the Church and Church Charities/Groups will monitor level one and two events within their own areas of responsibilities. If a level two event is anticipated to escalate to level three, the ICC Coordinator should be contacted immediately for possible opening of the ICC.
2. The ICC Coordinator is responsible for monitoring other potential level three emergency situations (weather events, non-natural events, etc) and will consult with the Head of the Church and/or the President of Church Charities regarding opening the ICC.
D. ICC Activation and Staffing

1. The Incident Command Center (ICC) is key to the successful response operation. With decision and policy makers located together, personnel and resources can be used efficiently, coordination of activities ensures that all tasks are accomplished and duplication of effort is minimized.
2. Depending upon the severity and magnitude of the emergency or disaster (see levels of emergency described above), activation of the ICC may not be necessary, may only be partially required or may require full activation. Partial activation would be dictated by the characteristics of the disaster and would involve only those persons needing to interact in providing coordinated response. In some emergencies, this may involve only a Crisis Action Team (CAT) comprised of the personnel in the responding department(s).
3. The ICC may be fully activated by decision of the Head of the Church, President of Church Charities/Groups, and the ICC Coordinator. When the decision is made to activate the ICC, the ICC Coordinator will notify the appropriate personnel appointed to the ICC. Once activated, the ICC Team will take appropriate action to mobilize other resources. 

4. ICC activation will generally follow the emergency levels as discussed in section B above.
5. ICC Staffing (See Appendix 2):
· Church Incident Commander 
· Church Charities Representative 
· Information Systems Officer 
· Communications Officers 
· Volunteer Groups 
· Human Services Coordinator
E. Incident Leadership

1. In an emergency during which the ICC is activated, there will be two levels of leadership. The first level will be at the scene of the incident and will be led by the responding department. The second level will be at the ICC where overall coordination will be exercised.
2. In a level one or two emergency, the responding department will have responsibility for leadership of the incident. The senior representative at the scene will be the “incident commander” and will make decisions regarding the management of the incident.
3. During level three and four emergencies, decision-making authority and control of the emergency is retained by the ICC Team. 

4. To ensure full staffing of the ICC, each department appointed to the ICC will name one primary and at least one alternate staff member to the ICC.
F. Facilities

1. Primary location: ADDRESS
2. Alternates ADDRESS
3. The ICC Coordinator is responsible for communicating which location will activate to the ICC Team.
G. Plan Maintenance

1. If the plan is to be effective, its contents must be known and understood by those who are responsible for its implementation. The Disaster Response Coordinator (ICC Coordinator) is responsible for the dissemination of the plan to the appropriate personnel.
2. All departments will be responsible for developing and maintaining their respective responsibilities within the plan [See Disaster Relief Response Components]. The ICC Coordinator will be responsible for ensuring all departments involved in this plan conduct an annual test and review of the plan.

3. The Disaster Response Coordinator ensures that necessary revisions to the plan are prepared, coordinated, published and distributed. The plan will undergo revision whenever:

- It fails during emergency.

- Drills reveal deficiencies in the plan.

- Annually if review indicates a need for revision.
4. The Disaster Response Coordinator will maintain a list of individuals and organizations that have received copies of the plan. These individuals and organizations will receive updates and revisions of the plan.

Appendix 1
Disaster Relief Response Components

Incident Command
· Communications -develop and maintain communication links between victims and assistance. (Think of various types of Communication: amateur radio, telephone, cell phone, email, web) 

· Interpretation/Language - provide interpretation and translation services for victims speaking languages other than English.

· Transportation/Supply -coordinate the delivery of materials in disaster areas to maintain supplies of field units.

· Support -provide other units with personnel assistance as needed.

Recovery
· Debris Removal – mud out, tear out, chain saw, clear debris

· Repair -assist with emergency repair of homes and other structures. Response in first two weeks after disaster.

· Rebuilding -assist with reconstruction of structures after initial clean up. Carpentry, plumbing, masonry and other such skills needed. During major local disasters responsibility also includes warehousing and distribution of building materials received. Response after first two weeks after disaster.

Crisis Care

· Victim Assistance –Trained DR Crisis Care volunteers offering support to victims of disasters during and after the crisis.

· Advocacy- help disaster victims in securing available assistance from federal, state, county and private agencies.

Mass Care
· Mass Feeding -develop and staff a mass feeding unit crew; provide hospitality to victims and volunteers during short term relief. 

· Food Collection/Distribution -provide staff and organization for designated collection sites and oversee packaging and transportation or distribution of food; provide guidance for local church emergency food distributions.

· Shelter - assist in finding temporary housing for victims and volunteers. Training and assistance for the preparation of church facilities for use as emergency housing.

· Medical -aid local Emergency Medical Services and Hospitals and support other response units. (Nurses, Doctors, Dentists, Pharmacists, Paramedics, Emergency Medical Technicians, First Responders, and Veterinarians.)
Appendix 2 – ICS Flow Chart

Appendix 3 – ICS Duties

A. Incident Coordination (IC)

The Incident Coordinator (IC) will be concerned with: 

1. adjusting, implementing and giving general oversight to the Church Disaster Plan for this particular incident. Initially, the attention will be on the immediate relief of human need. Soon thereafter, the attention will turn to planning for the long-term recovery. This long-term response may include working with community leaders and other faith-based groups to establish a Community Faith-Based Recovery Organization. 

2. developing and maintaining relationships with the local Church leadership, the Governmental Agencies and Faith-based groups. The IC will attend the daily briefing held by Head of the Church and share this information back with other Disaster Response Core Team members.

3. supervising the work of the Disaster Response Team.

4. conducting a daily or twice-daily briefing for all coordinators and key local Church Leaders.

B. Logistics Coordinator

The Logistics Coordinator will be concerned with:

1. Locating, providing and organizing facilities, materials and services for the Disaster Response Team and the overall Disaster Relief Operation.

2. Establishing a communications system for the Disaster Response Team.

3. Establishing, training and coordinating a telephone team to receive calls from those willing to assist with volunteer work teams or those wanting to provide materials for the relief/recovery efforts.

4.  Working in conjunction with others to establish a materials needed list and to find a means of securing these materials. (The securing of materials may be in coordination with the centralized materials center established by another Agency.)

5. Establishing an administrative organization to maintain information gathered throughout the process in an appropriate manner.

6. Working with the Church Treasurer/Accountant and the local Church to establish a means for receiving donated funds and for paying necessary expenses. In the short-term it may be best to establish a process for receiving and disbursing funds through the local church’s regular checking account while maintaining appropriate documentation of all transactions. Later, a special checking account may be established for the long-term recovery organization. 
Important Note: Funds sent from Church sources that are not spent for the disaster must be returned to the Treasurer/Accountant in a timely fashion after the disaster response operation is closed-out. This expectation, along with other financial policies about the distribution of funds, should be communicated upfront with the local Church leaders.

C. Intake Coordinator

The Intake Coordinator will be concerned with:

1. Establishing a process for receiving information on those needing an Early Response Team (ERT) to assist with initial clean-up and/or other unmet needs with which we may assist or refer to another organization that is providing that assistance. 
a. NOTE: This process may be in conjunction with other Governmental Agencies or faithbased organizations; or on the affected United Methodists; or on those under-served families/individuals in the community. This may take the form of being at the Community Disaster Relief Center; or by personal survey of the community. The local situation will determine the means used.

2. Develop work order requests and pass them along to the Jobs Coordinator.

D. Jobs Coordinator

The Jobs Coordinator will be concerned with:

1. Receiving work order requests.

2. Making an on-site visit to clarify job assignment, materials needed, location directions and any special instructions prior to assigning this work order to an Early Response Team. A release to work agreement must be signed by the property owner prior to the assignment of a work team.

3. Preparing Work Orders for assignment including materials needed list. This list of needed materials will be referred to the Logistics Coordinator.

4. Following-up on Workers when they are on-scene and after the work is completed to make sure everything is done in a satisfactory manner.

E. Volunteer Coordinator

The Volunteer Coordinator will be concerned with:

1. Recruiting Early Response Teams [ERT] for deployment by following-up with those who have called or e-mailed expressions of their availability. Work with the Church PRO to help get the word out about the need for additional teams as necessary.

2. Working with Logistics Coordinator to determine what (if any) housing is available for ERTs so these details can be communicated with teams for their planning.

3. Reviewing the “ready” work orders to determine what tasks the team will be assigned and what tools the team may need to bring with them to the site.

4. Gathering information from IC regarding any special instructions for volunteers coming into the area (i.e., the need for tetanus shots, bottled water, or safety precautions.) Conveying this information to teams coming into the area. Perhaps a special instruction sheet with all basic information can be e-mailed or sent to teams prior to their departure to the affected area. 
5. Scheduling the teams for deployment, receiving and orienting the teams. Issuing T-shirts for Church ERTs and any other needed identification. Securing a signed release form from each volunteer.

F. Caring Ministry Coordinator

The Caring Ministry Coordinator will be concerned with:

1. Offering care to locally affected persons and relief workers. The Coordinator will determine the scope of immediate need and recruit the needed number of Church or lay persons from fellow Churches to be deployed to the affected community. These volunteers should be asked to meet at a specific location for orientation, assignment and prayer.

G. Church Public Relations Officer
The Communications Coordinator will be concerned with:

1. Communicating with the Church constituents about the needs of the affected people, about the Church’s response to the area, and about the specific ways local churches can help with money, materials, and volunteers. 
2. Assisting the local churches to communicate the Disaster Team’s response of care and concern, the action plan presently being implemented, and other such information as deemed helpful by the Church Leaders and/or the IC.

3. Coordinating contacts with local media outlets to communicate the Church response as deemed appropriate by the local Church Leaders and/or the IC.

H. Assessment Team 

The immediate tasks of this Assessment Team are:
1. Connecting with local area Church members to care and show concern.

2. Assessing the damage.

3. Offering care and concern to the other affected persons, as appropriate.

4. Connecting with Governmental Agencies and Faith-Based Groups.

5. Adjusting the Church Response Plan to this particular incident.

6. Sharing initial information with Church Leaders and constituencies.

7. Beginning implementation of Action Plan, which will include notification to the National Emergency Management Organization/Damage Assessment and Needs Analysis Committee.
Appendix 4 – ICS Team

	Name/Role
	Address
	Tel [W]
	Tel [H]
	Tel [M]

	Head of Church
	
	
	
	

	ICC
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Appendix 5 – Emergency Services
	CONTACT
	NUMBER

	Police
	9-9-9

	Fire
	9-1-1

	FIRE SERVICE (SOUFRIERE) 


	459-7448/ 459-7529

	FIRE SERVICE (VIEUX FORT) 
	454-6330 / 454-6339

	Victoria Hospital 
	452-2421

	St Jude Hospital 
	454-6041/454-3037

	Soufriere Hospital 
	459-7258

	Dennery Hospital 
	453-3310

	WATER & SEWERAGE
	452-5344

	LUCELEC
	452-2165

	NEMO
	452-3802

	Saint Lucia Red Cross
	452-5582

	
	

	
	

	
	


Appendix 6– Situation Report

Taken from the Belize National Hazard Management Plan - Structural Fire Response Plan

SITUATION REPORT             


SERIAL NO.  NEMO Form: 002
1. DATE:





TIME:

2. EVENT:

3. DEATHS……………..

INJURIES…………….      MISSING…………….

4. RESPONSE ACTIONS TAKEN:

  (Since last report)

5. PERSONNEL, EQUIPMENT DEPLOYED:

6. POPULATION THEATENED:

7. THREAT OF HAZARDOUS MATERIALS IF ANY:

8. NEED FOR EVACUATION


(Y)


(N)

9. APPROXIMATE NO. OF PERSONS:

10. SPECIAL POPULATION NEEDS:

11. ADDITIONAL RESOURCES NEEDED IN PRIORITY ORDER:

12. COMMENTS on need for activating NEOC

SGD.……………………………………      DATE………………..     TIME……………..

INCIDENT COMMANDER
Appendix 7
Support Plans
The National Emergency Response Plan of Saint Lucia is comprised of many components.  These plans provide a guide to this Church.  

This plan is linked to the following National Response Plans and are stand – alone Volumes.
1. 0102.1 National Incident Management System

2. 0201 Donations Policy

3. 0208 Back Up Plan

4. 0317 Relief Distribution Plan

Appendix 8 – After Action Report

1.0 OCCURRENCE
	


2.0 DATE OF OCCURRENCE

	


3.0 AREAS AFFECTED

	


4.0 IMPACT

	4.1 Infrastructure
Roads:

Bridges: 

Etc:

4.2 Housing

4.3 Critical Facilities and Utilities
Water: 

Electricity: 

Telephone:
4.4 Health
4.5 Casualties
4.6 Welfare



5.0 RESPONSE ACTIONS

	


6.0 CONCERNS
	


 7.0 CHURCH DAMAGE ASSESSMENT

	


8.0 NEEDS
	8.1 Priority Action List



9.0 PROJECTIONS
	


10.0 ASSISTANCE SOUGHT FROM DONOR AGENCIES
	


11.0 SUMMARY
	


Summarized by: ________________________________

Date: _________________________________________
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IR-5: Hazard information is incorporated into development planning and decision making








IR-4: Preparedness, response and mitigation capability is enhanced and integrated.








IR-3: Regional Objective








IR-2: Research and Training support CDM








IR-1: Stronger …national instructions promote CDM








Resources





Finance





Liaison





Procurement





Food Preparation [Relief Societies]


Sanitation [Young Men]


Facilities


Recreation & Childe Supervision [Young Women]


Housing 


Communications [Scouts, Path Finders etc.]





Medical Care


Shelter Operations [Relief Societies]


Work details [Elders & Young men]





Strategic Objective: 


Comprehensive Disaster Management is integrated into the development processes.








Public Information Officer








PIncident Commander


lanning





Planning





Logistics








Operations








Incident Commander














