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This template is provided for the sole and exclusive use by public water systems in Wisconsin. No part of this publication may be reproduced or transmitted in any form or by any means by others without the express written consent of the Wisconsin Rural Water Association. The information contained in this document is subject to change without notice. June 1, 2004.
WISCONSIN RURAL WATER ASSOCIATION

EMERGENCY RESPONSE PLAN TEMPLATE

For

MUNICIPAL UTILITIES

In Wisconsin, the Wisconsin Administrative Code requires all community water systems to have a plan to deal with emergency situations (NR 810.23(2)). At a minimum, this plan must include:

· A list of local and state emergency contacts.

· A system for establishing emergency communications.

· Any mutual aid agreements the utility has with other communities for sharing personnel, equipment, and other resources during an emergency.

· Standard procedures for emergency water production.

· Means of sharing information with customers.

The WRWA Emergency Response Plan template was designed to assist you in preparing a plan that will help you deal with emergency situations. Every effort should be made to ensure that the plan can be easily understood and implemented with the resources available within a reasonable amount of time. It should be kept up-to-date and in a location where it is available to all employees.
The first thing that must be established prior to the development of your plan is the scope of the plan itself. In other words, identify if you’re going to be starting from scratch or if you’re going to be updating or expanding on any previous emergency planning that had been completed. If you’re starting from scratch, the first thing you need to determine is the area that the plan is going to cover. As the organization of every community is unique, it is necessary to determine if the most effective scope for your plan is to be:
· Developed as an overall municipal plan

· Developed by the utility or public works as part of a municipal plan

· Developed by the utility as a stand-alone plan

Once the scope of the plan is determined, this will then help to determine the extent of the plan and the makeup of the personnel that will be involved in plan development and emergency response.

Regardless of the format and scope of the final plan, the completed forms and templates on the following pages must be included in the plan. 
STEP 1: LIST SYSTEM AND CONTACT INFORMATION
System Information

	Public Water System (PWS) ID Number
	

	System Name
	

	Town/City
	

	Telephone Numbers


	System Telephone 
	Evening/Weekend Telephone

	Other Contact Information
	System Fax
	Email

	Population Served and Number of Service Connections
	People Served
	Connections

	System Owner 
	

	Name, title, and telephone number of person responsible for maintaining this emergency contact list
	Name and title
	Telephone


System Employee Contact Information
	NAME
	TITLE
	DAY PHONE
	AFTER HOURS PHONE
	CELL PHONE

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Notification/Contact Information  

Responders

	 SEQ CHAPTER \h \r 1ORGANIZATION
	CONTACT NAME/TITLE
	PHONE (DAY)
	PHONE (NIGHT)
	E-MAIL

	Fire Department
	
	
	
	

	Local Police Department
	
	
	
	

	County Sheriff’s Office
	
	
	
	

	Local or County Emergency Management


	
	
	
	

	Emergency Medical Service
	
	
	
	

	Local Health Department

County Health Department
	
	
	
	

	County Health Department
	
	
	
	

	National Spill Response Center
	24 Hour Hotline
	1 (800) 424-8802
	

	Wisconsin Emergency Number
	24 Hour Hotline
	1 (800) 943-0003
	

	Local Hazmat Team (if any)
	
	
	
	

	Local/Regional Laboratory
	
	
	
	

	FBI Field Office (for terrorism or sabotage)
	
	
	
	

	
	
	
	
	


	Local Notification List


	

	 SEQ CHAPTER \h \r 1ORGANIZATION
	CONTACT NAME/TITLE
	PHONE (DAY)
	PHONE (NIGHT)
	E-MAIL

	Government Officials
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Emergency Planning Committee
	
	
	
	

	Hospitals
	
	
	
	

	
	
	
	
	

	Pharmacy
	
	
	
	

	Nursing Homes
	
	
	
	

	
	
	
	
	

	Schools
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Emergency Shelters
	
	
	
	

	
	
	
	
	

	Neighboring Water Systems
	
	
	
	

	
	
	
	
	

	Critical Industrial/Commercial Water Users
	
	
	
	

	
	
	
	
	

	Others
	
	
	
	

	
	
	
	
	


Service/Repair Notification List

	 SEQ CHAPTER \h \r 1ORGANIZATION
	CONTACT NAME/TITLE
	PHONE (DAY)
	PHONE (NIGHT)
	E-MAIL

	Electrician
	
	
	
	

	Electric Utility Company
	
	
	
	

	Gas Utility Company
	
	
	
	

	Sewer Utility Company
	
	
	
	

	Telephone Utility Company
	
	
	
	

	Plumber
	
	
	
	

	Pump Specialist
	
	
	
	

	“Diggers Hotline”
	
	
	
	

	Soil Excavator/Backhoe Operator
	
	
	
	

	Equipment Rental (Power Generators)
	
	
	
	

	Equipment Rental (Chlorinators)
	
	
	
	

	Equipment Rental (Portable Fencing)
	
	
	
	

	Equipment Repairman
	
	
	
	

	Equipment Repairman (Chlorinator)
	
	
	
	

	Radio/Telemetry Repair Service
	
	
	
	

	Bottled Water Source
	
	
	
	

	Bulk Water Hauler
	
	
	
	

	Pump Supplier
	
	
	
	

	Well Drillers
	
	
	
	

	Pipe Supplier
	
	
	
	

	Chemical Supplier
	
	
	
	


State Notification List

	ORGANIZATION
	CONTACT NAME/TITLE
	PHONE (DAY)
	PHONE (NIGHT)
	E-MAIL

	Dept. of Natural Resources
	
	
	
	

	Department of Health
	
	
	
	

	Emergency Management Agency
	
	
	
	

	Hazmat Hotline
	
	
	
	


Media Notification List 

	 SEQ CHAPTER \h \r 1ORGANIZATION
	CONTACT NAME/TITLE
	PHONE (DAY)
	PHONE (NIGHT)
	E-MAIL

	Designated Water System Spokesperson
	
	
	
	

	Newspaper - Local
	
	
	
	

	
	
	
	
	

	Newspaper – Regional/State
	
	
	
	

	
	
	
	
	

	Radio
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Television
	
	
	
	

	
	
	
	
	

	
	
	
	
	


STEP 2: IDENTIFY PRIMARY AND BACKUP COMMUNICATIONS SYSTEMS
________________ Water Utility

Communications Listing

Primary means of communication under normal conditions-
1._____________________________










2._____________________________










3._____________________________










4._____________________________










5._____________________________

Backup power available for normal communications system(s)?- 
Yes________
No_________

Alternate means of communications under emergency conditions- 1.___________________________










    2.___________________________










    3.___________________________










    4.___________________________










    5.___________________________

Backup power available for emergency communications system(s)?- Yes_______
 No_________

Other possible means of communications-_________________________________________________







_________________________________________________






_________________________________________________







_________________________________________________

STEP 4: LIST EMERGENCY WATER PRODUCTION PROCEDURES

Emergency Water Production Procedures

Facility- _____________________________

Location-_____________________________

Type of Emergency Backup-  Generator______  Motor/Gear Drive______  Other_______________________

Backup fuel source-  Diesel​​​​______  Gasoline_______
Natural Gas_______
LP _______ Other_________

Amount of backup fuel stored onsite- ____________________________

Amount of time backup can operate with fuel stored onsite - _________ hours

Contact(s) for backup fuel- 
Name___________________________________________________________





Address__________________________________________________________





Phone____________________________________________________________

Steps to produce water with backup power:


1.____________________________________________________________________________



2.____________________________________________________________________________



3.____________________________________________________________________________



4.____________________________________________________________________________



5.____________________________________________________________________________



6.____________________________________________________________________________



7.____________________________________________________________________________



8.____________________________________________________________________________



9.____________________________________________________________________________



10.___________________________________________________________________________



11.___________________________________________________________________________



12.___________________________________________________________________________

STEP 3: INCLUDE MUTUAL AID AGREEMENTS FOR NEEDED SERVICES AND 
               EQUIPMENT  (Note: If you have Mutual Aid Agreements, they must be included in your ERP. If you 
   do not have any and wish to do so, we have included a template which meets state requirements.)
COMMUNITY WATER/WASTEWATER UTILITY

MUTUAL ASSISTANCE AGREEMENT

This Agreement is entered into this _______ day of ___________, _______ by the communities listed on Attachment A.

1. PURPOSE.  Situations arise in the operation of a community’s water and/or wastewater system when assistance from a nearby community would be beneficial in maintaining or restoring normal operations.  The purpose of this Agreement is to formalize and define the conditions under which this assistance may be requested and granted as between the two communities identified above.

2. TYPE OF ASSISTANCE AVAILABLE.

2.1 Assistance from Certified Operator.  If a community’s certified operator is or will be unavailable to that community’s water or wastewater system for any reason, that community (the Requesting Community) may request the other community to this Agreement (the Requested Community) to permit one or more of the Requested Community’s certified operators to be available to the Requesting Community’s water or wastewater system during the absence of the certified operator of the Requesting Community.

2.2 Emergency Assistance.  If an emergency situation arises in a community, that community (the Requesting Community) may request the other community to this Agreement (the Requested Community) to provide support to the Requesting Community during the emergency, to the extent possible.

3. REQUEST FOR ASSISTANCE.  Each community will provide the name(s), telephone numbers, and emergency telephone number(s) of personnel authorized to request and receive a request for assistance.  When requesting assistance, Requesting Community shall specify, to the extent practicable under the circumstances:

a. The reason assistance is needed, and if assistance is needed for an emergency, the nature of the emergency;

b. The assistance requested (including equipment, material and estimates of hours of labor needed);

c. An estimate of the length of time such assistance may be required, and estimated time to return material; and

d. The site where the assistance should be rendered.

4. DETERMINATION OF EXTENT OF ASSISTANCE.  If a request for assistance is received, the Requested Community, through its water utility superintendent, wastewater utility superintendent, director of public works, or another authorized individual, shall determine whether and the extent to which assistance will be provided.  It is the intention of this Agreement to vest in each community the sole right to determine when its needs will permit it to respond to a request for assistance by another community, and it is further agreed by the communities to this Agreement, that if the Requested Community refrains from providing any assistance to the Requesting Community, that the Requested Community shall not be liable for any damages to the Requesting Community or any third party.

5. TIME WHEN ASSISTANCE BEGINS.  The rendering of assistance by Requested Community in lending employees and/or equipment to Requesting Community will commence when the transportation of such employees and/or equipment to Requesting Community begins and will terminate when the transportation of such employees and/or equipment back to Requested Community has been completed.

6. CONTROL OF ASSISTANCE.  The Requesting Community, acting through its water utility superintendent, wastewater utility superintendent, director of public works, or such person acting in that capacity, shall be in total command of the employees and/or equipment provided by the Requested Community.  However whenever it is practical, such commands or orders for the use of the Requested Community’s personnel and/or equipment shall be made by the Requesting Community through the person(s) in charge of the Requested Community’s personnel and/or equipment.  The Requested Community shall, at all times, have the authority to recall its personnel and/or equipment from the Requesting Community upon direct notice to the person(s) in authority for the Requesting Community.

7. NO STANDBY.  It is understood that personnel and equipment of the Requested Community shall be used in the capacity for which they are intended, and further, shall not be held in “stand by” capacity unless agreed to by the Requesting Community and the Requested Community.  If personnel and/or equipment are not needed, they will be returned to the Requested Community.

8. EMPLOYEES.  Employees of Requested Community will at all times while providing assistance continue to be employees of Requested Community and will at no time and for no purpose be deemed employees of Requesting Community.  Wages, hours, and other terms and conditions of employment applicable to employees providing assistance will be those of the Requested Community.

Each Community entering into this Agreement shall continue to provide the same salaries, compensation for death or disability, and retirement and furlough payments, to their respective employees or volunteers who are assigned to render assistance to the Requesting Community, as that employee or volunteer would receive if on duty within the jurisdictional limits of the Requested Community.

9. REIMBURSEMENT FOR COSTS.  If requested, Requesting Community will reimburse Requested Community for all additional costs and expenses incurred by Requested Community in providing assistance.  Such costs and expenses may include, but not be limited to, the following:

a. Wages and benefits paid to loaned employees for paid time spent in Requesting Community’s utility service area and during travel to and from such service area;

b. Transportation to and from Requesting Community’s utility service area;

c. Food, lodging and personal expenses such as those for laundry and communication services, when such personal services are specifically agreed to between Requesting and Requested Communities;

d. Charges and rates internally used by Requested Community for the use of transportation equipment and other requested equipment; and

e. Reasonable overhead.

All timesheets and work records pertaining to loaned employees will be kept by the water or wastewater utility superintendent for the Requested Community.

All charges will be paid by the Requesting Community within 30 calendar days after receiving an invoice for such charges.

10. REPAIRS AND MAINTENANCE OF EQUIPMENT.  If the Requesting Community requests to use equipment, requires use of equipment, or uses equipment, for a period of time which extends more than 24 hours from the time of the request, the Requesting Community shall assume the expense of any repairs and/or maintenance required for the equipment.  Otherwise, the governmental unit owning the equipment will bear the cost of repairs and maintenance of equipment used or expended while rendering assistance under this Agreement.  It is further agreed, that if the equipment is required by the Requesting Community for a period exceeding 24 hours, that the Requesting Community will be responsible for returning the requested equipment, in good condition, to the Requested Community.

11. INDEMNIFICATION AND HOLD HARMLESS.

11.1 No Liability for Requested Community.  Requested Community shall not be held liable for any injury or damages incurred by or caused by personnel working, or equipment operated, under the authority of either Community while providing assistance in accordance with this Agreement.

11.2 Indemnification and Hold Harmless.  Requesting Community will indemnify and hold harmless Requested Community from and against any and all liability for loss, damage, cost, expense, fines or penalties which Requested Community may suffer by reason of bodily injury, including death, to any person or persons, or by reason of damage to or destruction of any property, including the loss of use thereof, arising out of or in any manner connected with the provision of assistance by Requested Community under this Agreement whether or not due in whole or in part to any act, omission or negligence of Requested Community.

The indemnification and hold harmless provisions of this section, however, do not obligate Requesting Community to indemnify or hold harmless the Requested Community from liability, loss, cost, damage, expense, fines or penalties arising out of willful misconduct on the part of Requested Community or its employees, or service interruption or other occurrence in Requested Community’s service area as a result of the lack of availability of employees or equipment furnished to Requesting Community.

11.3 Extent of Indemnification.  In the event of bodily injury, including death, to any employee of Requested Community, or in the event of damage to or destruction of any property of Requested Community for which Requesting Community must indemnify, the Requesting Community will indemnify the Requested Community as follows:

i. when any loss of the nature described above occurs and it is covered by insurance carried by the Requested Community, the Requesting Community will make reimbursements to the extent such losses increase the Requested Community’s insurance costs, whether such increase in costs occur in the form of an increase in premiums, or in the form of a reduction in dividends or premium refunds, or both, such reimbursement to be for a reasonable period agreed to between Requesting and the Requested Communities, but not to exceed 2 years from the date of such increase or reduction;

ii. when any loss of the nature described above occurs and it is not covered by insurance carried by the Requested Community, the Requesting Community shall make reimbursement to the extent of claims or benefits actually paid or losses sustained by Requested Community, including the costs of litigation, and Requesting Community has the right to control any claims, litigation and settlement thereof.

11.4 No Change in Existing Laws.  Nothing in this Section 11 constitutes a waiver by either Requesting or Requested Community of any of the provisions of sec. 893.80, Wis. Stats., any other municipal liability protection laws, or any insurance policy limitations, nor does it constitute an agreement to pay any form or type of damages not otherwise payable.
12. INSURANCE.  It is the duty of Requesting Community to verify its own insurance coverage under these situations; as well as to verify that Requested Community has adequate insurance coverage.

13. NOTIFICATION OF GOVERNMENTAL ENTITIES.  It shall be the responsibility of the requesting Community to notify the appropriate state or other agencies of governmental authority, in accordance with all applicable laws and/or policies, of the nature and extent of the emergency.

14. UNION OR COLLECTIVE BARGAINING UNITS.  If any of the employees affected by this Agreement are members of a labor union and/or collective bargaining unit, the community that employs these members shall take whatever steps are necessary with the unit to assure the Community’s ability to perform under this Agreement.

15. AMENDMENT.  This Agreement may be amended in writing at any time upon written consent of all parties to this Agreement.

16. TERMINATION OF AGREEMENT.  Either Community may, upon thirty days written notice to the other, terminate its participation in this Agreement.

17. GOVERNING LAW.  This Agreement is governed by the laws of the State of Wisconsin as such laws and regulations currently exist and may hereafter be amended.

18. COUNTERPARTS.  This Agreement shall be executed by each Community in identical duplicates and each duplicate shall, individually and taken together, constitute one and the same Agreement.

IN WITNESS WHEREOF, the Communities listed on the attached Attachment A, by their duly authorized officers, do sign and execute this Agreement.






Community Name






By:  
____________________________________






        
Authorized Representative Name






        
Position






Attest:
____________________________________

Communities Which Have Entered Into the

Community Water/Wastewater

Utility Assistance Agreement

Name of Community







Address

_______________________________



______________________________

_______________________________



______________________________
A Basic
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For Wisconsin Water Systems 
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