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I. Introduction

The Disaster Recovery Center (DRC) program is typically the largest and most geographically dispersed program throughout the process of a Presidential Declaration for Individual Assistance (IA).  IA falls under the auspices of the Bureau of Recovery, Florida Division of Emergency Management.   
The DRC is an active – LIVE – environment.  It is a temporary facility located in or near the impacted area, where disaster survivors can go to obtain disaster related information and apply for Federal, State and Local disaster assistance programs.  A DRC provides an environment where survivors can meet face-to-face with program experts to answer questions, file an appeal, get an update on a previously filed appeal or claim, or survivors can update personal information as often as necessary.
II.
Mission/Scope
The mission of this Standard Operating Guide is to provide clear and concise guidance, define procedures, and assign responsibilities for those circumstances when a DRC may be needed, and the roles and responsibilities of all parties involved.  This would come in the form of identifying resources and personnel available to support survivor’s recovery within the impacted area. This Standard Operating Guide is applicable to Individual Assistance, Disaster Recovery Center personnel of the Bureau of Recovery as well as other personnel who have roles that will support Disaster Recovery Centers. The primary scope of this Standard Operating Guide is to provide direction, guidance and authority to the Disaster Recovery Center Coordinator and/or their designee to perform the function(s) required of their position in “grey sky” conditions.
III. 
Assumptions

A. Counties and municipalities have constrained resources and the emergency may exceed their response capabilities. Resource requirements under these conditions may be required for an extended period of time. Mutual aid may be required to support operations.
B. Impacts or restrictions on transportation assets may delay the response time of some resources.
C. The County will be responsible to procure a firm commitment for the use of a “fixed” location(s) for a minimum of 30 days.  The location(s) selected must be immediately available following the event.
D. All locations identified will be donated or county owed facilities.  A Memorandum of Understanding (MOU) between Federal Emergency Management Agency (FEMA), State Emergency Response Team (SERT), and the County, will be executed for each DRC opened.

IV.
DRC Roles and Responsibilities

State
The Division of Emergency Management’s Bureau of Recovery will be responsible for establishing, managing and demobilizing all DRC operations. The Deputy SERT Chief/State Coordinating Officer (SCO) will coordinate with other state agencies to determine survivor needs.  A State DRC Manager will be assigned to manage and operate the DRC.
The Department of Children and Families will provide personnel to distribute disaster related information or assistance.  This may include food stamp replacement, disaster food stamps, temporary cash, and/or general information on Medicaid. They may also provide Crisis Counseling, immediate and regular services to meet mental health needs of those affected by a major disaster.
The Department of Economic Opportunity will provide personnel to address disaster unemployment assistance that may be available for survivors out of work as a direct result of the disaster.
The Department of Elder Affairs may provide case managers to connect elderly to appropriate assistance.  
The Department of Veterans Affairs may provide case managers to provide information on benefits, pensions, insurance settlements and VA mortgages.
The Division of Emergency Management, Bureau of Mitigation may provide either personnel or information on the National Flood Insurance Program to facilitate mitigation against future losses.  
The Division’s Bureau of Recovery will conduct a State Housing Survey to identify present housing needs in the affected area.
The Department of Highway Safety and Motor Vehicles may establish mobile facilities to provide replacement drivers licenses, identification cards, motor vehicle tag services, voter registration, organ donation designation and emergency contact registration.
The Department of Agriculture may provide information about loan programs to assist eligible farmers, ranchers, and aquaculture operators in returning their operation to a financially sound basis in the aftermath of a disaster.
The Department of Financial Services may provide information about federal and state assistance programs, including insurance awareness.
Federal

FEMA DRC manager will work jointly with the State DRC Manager in daily operations and provide support for the security and safety needs of the DRC.  
FEMA-IA, Safety, Security, and Logistics will work jointly with the State DRC Coordinator or their designee in confirming and inspecting pre-identified locations and executing Memorandum of Understanding (MOU), Use Agreement (UA), or other appropriate documents with the facility owner or their designee.      
FEMA will provide Applicant Services personnel to assist with the registration process and address any questions or concerns, in a one-on-one environment, which survivors may have.
Small Business Administration (SBA) Specialist will provide information and assistance with processing low-interest loans for home, personal property and businesses.  These loans are available for individuals or businesses and may be used for restoring or replacing uninsured or under-insured disaster-damaged real and personal property.  
FEMA Mitigation Directorate will provide information on the National Flood Insurance Program (NFIP) and meet with survivors to discuss how to facilitate mitigation against future losses.
Internal Revenue Service may assist with expedited federal or state tax deduction for casualty losses to homes, personal property or household goods.
Young Lawyers Association may provide free legal services for low-income disaster survivors.
Social Security Administration may assist in expediting delivery of checks delayed by the disaster and applying for Social Security disability and survivor benefits.
Local Agencies
The County Department of Health may provide health safety information and water test kits.
Local Utilities may provide information related to restoration of services.
Local building and permit office may provide information related to building and remodeling projects, as well as when a permit might be necessary.

Local Community Emergency Response Teams may provide support in education for survivors on disaster preparedness within the impacted community and staff support for the DRC. 

Volunteer Agencies

Long Term Recovery may assist with unmet need identification and will continue to address the needs of the survivors after FEMA and the State has left the area.  
Faith Based Organizations may provide vouchers for clothing, referrals and household items.
The American Red Cross may provide feeding and hydration, flood cleanup materials and gathering information on specific needs of the impacted community.
The Salvation Army may provide food, water, sheltering, clothing, and assistance in replacement of household necessities.

Note: State and Volunteer agencies assigned to a Disaster Recovery Center will be dependent on the type of disaster and extent of damages.
V. 
DRC Concept of Operations

Once the state has received a Presidential Declaration and Individual Assistance funding becomes available, the coordination for the establishment of one or more DRCs begins.  The Joint - Preliminary Damage Assessments (J-PDA) and the needs of the impacted area will determine if a DRC is necessary, and if so, what type of DRC is needed.  The County will make a formal request through EM Constellation for the establishment of a DRC and confirm a pre-identified site is ready and available, or provide potential sites to be utilized as DRC locations. These sites should be located in or as near the impacted area as possible.
The DRC Coordinator and FEMA Inspection Team will jointly work with the impacted county emergency management staff to determine the exact locations, logistical support, quantity, and staffing of the DRC based upon analysis of several criteria including, but not limited to: 

A. Joint Preliminary Damage Assessments (J-PDAs),
B. American Red Cross (ARC) Street Sheets,
C. Local Fire and Police Population Density Reports,  
D. Specific recommendation or request by local and/or State Officials, and approval by the State and Federal Coordinating Officers (SCO/FCO).
As the recovery process evolves, the need for additional DRCs may arise. The deployment of additional DRCs requires ongoing collaboration between the State DRC Coordinator, the FEMA DRC Group Supervisor and each of the affected County Emergency Management Directors (EMDs). They are responsible for identifying and inspecting DRC location(s), logistical support, and the needs of the survivors in the impacted area.
Throughout the operation, each DRC will open, be right-sized and demobilize under the direction of the State Coordinating Officer (SCO).  The State DRC Coordinator and FEMA DRC Group Supervisor will work together to identify and evaluate emerging needs. As needs arise, information will be forwarded to the SCO for final approval.
VI. 
Phases of Operations
Disaster Recovery Centers (DRCs) open, operate, and close in three (3) general phases.
Pre-Declaration Phase 

The Pre-Declaration Phase encompasses all effort prior-to and in-anticipation-of a Presidential Declaration.  The Recovery Coordination Center performs the following actions during this phase:
A. Identify Logistics/Information Technologies (LOG/IT) resources and the availability of Fixed, Mobile, and Soft-Side DRCs sites based on the impact suffered by the community.
B. Coordinate with designated state agencies to identify trained State DRC Managers. 
C. Coordinate with Disaster Reservist Cadre Manager to identify available Disaster Reservists that are qualified with DRC experience – and have these reservists placed on stand-by.
D. Coordinate with ESF 6 to provide Program Staff to support DRC operation.
E. Coordinate with ESF-15 to identify the availability of Long Term Recovery Committees, Volunteer and Faith Base Organizations to support DRC operations.
F. Coordinate with the county to identify any pre-identified equipment they can supply to support DRC Operations.
G. Coordinate with the Logistics Branch Chief to provide pre-identified equipment to the DRC not provided by the county.
H. Verify DRC “GoKits” (supply and sign kit) are available and ready to be deployed, with Logistics Branch Chief.
I. Ensure the County EM Director or designee has properly requested the establishment of a DRC and entered a mission request in EM Constellation.
J. Confirm with the County EM Director(s) or their designee and the State Regional Coordinator that the pre-identified DRC site location(s) is/are still suitable for use as a DRC. 
K. In a catastrophic event, the Florida National Guard (FLNG) may be tasked to conduct a physical reconnaissance “RECON” of the pre-identified
 locations for suitability.
L. Contact ESF-1 (FDOT) to ensure the number and placement of Variable Message Boards (VMBs) are available and ready for mobilization to support the DRC activities, as well as the correct programming has been installed for the message board.

Declaration Phase

During the Declaration phase, the State DRC Coordinator and the FEMA DRC Group Supervisor work jointly to deploy and operate DRCs until the county(s) needs have been met. During this phase, the following actions will occur:
A. Establish Chain-of-Command in accord with Division of Emergency Management and Incident Command System principles and practices.
B. Deploy State DRC Managers to assigned locations. 
C. Deploy Program Staff.
D. Relieve State Managers with Disaster Reservist DRC Managers.
E. Open and operate multiple DRC as needed.
Demobilization (DEMOB) Phase

Many factors need to be considered when determining appropriate closure dates for DRCs.  During this phase, the State DRC Coordinator and the FEMA DRC Group Supervisor will make a recommendation to the IA Branch Director for closure of a DRC; these recommendations will be based on the amount of services being provided to the community. The county, state and federal partners must all be in agreement on the closure date and time. If possible, a minimum of one week notice should be provided to the community announcing the DRC closing.
The following information is considered when determining appropriate closure dates:
A. Severity of the damage in the immediate area.
B. The number of DRCs within the county.
C. Registrations from the impacted area (this can be done by County/city/town/zip code).
D. DRC Manager’s Daily and Weekly reports.  
E. Communication with the county EM Director and local elected officials to gain local perspective on the continuing estimated needs.
VII.
Reporting Requirements

The State DRC Coordinator will be responsible for filing a report with the SERT Chief by close of business each day on the following:
A. Number of survivors served by each DRC, every day. 
B. Which agencies are present in each of the DRCs.
C. Number of survivors seen by individual state and volunteer agencies each day in each DRC.
D. Type of services or information provided at each of the DRCs. 
E. Changes in contact information (telephone numbers, locations, etc.) at the facility, including emergency contact information for responders. 
F. Unmet or emergency needs identified that have been previously un-identified. 
G. Any unusual situation or circumstance at any of the DRCs.
VIII.
Execution of DRC Memorandum of Understanding

At the request of the impacted county or Deputy SERT Chief, a mission assignment will be generated and assigned by the Operations Section to Recovery Branch - IA Section for the establishment of a DRC.  
Upon receiving a Presidential Disaster Declaration, the state will begin coordination with FEMA on the establishment and operations of a DRC.  Local governments and/or local organizations shall provide, through donated-use, a facility to support DRC operations.  Proposed sites should be located at well-known, easily recognized facilities (i.e. Military Guard Armories, Libraries, Fire Stations, Community Centers, School Gymnasiums, Fraternal or Social Facilities, etc.)  FEMA Inspection Team will visit each pre-identified location to ensure site requirements are met. DRC locations are determined by the State DRC Coordinator through analysis of available information including, but not limited to:

A. County Emergency Managers’ pre-identified location.
B. Joint-Preliminary Damage Assessment (J-PDA) data.
C. Federal and State Coordinating Officers’ specific criteria.  
D. Availability of facility for a minimum of thirty (30) consecutive days, seven (7) days a week.
To ensure that a clear understanding for the use of DRC facilities exists between FEMA/State and each property owners, every location will require a Memorandum of Understanding (MOU) to be signed by the property owner or their designee, FEMA Representatives and State DRC Coordinator or their designee.  FEMA and the State will jointly inspect and approve each location prior to signing the MOU.  
The State DRC Coordinator shall retain a copy of the MOU that will be kept for public records preservation. When possible photos and notations should be taken of all damages identified prior to occupying the facility and executing the MOU.
IX.
Closure of DRC

In accordance with the “DRC Memorandum of Understanding,” when the County, State, and FEMA determine that a DRC is no longer required, the State DRC Coordinator and FEMA Group Supervisor shall provide notice to the County EM Director or designee thru the State Coordinating Officer (SCO) as well as the facility owner to inform them of the closure date.  Notice shall be in the form of a “DRC Final Inspection” letter.  Once the letter is executed by the Owner, the State and FEMA, the DRC Coordinators or their designee(s) shall retain a copy of the MOU that will be filed and kept for public records preservation.  
X.
 Training

The Florida Division of Emergency management is responsible for training state agency employees to serve as state representatives in Disaster Recovery Centers. A three (3) fold training process has been developed for state team members, and disaster reservists alike. This training process includes DRC Managers Initial Training, Disaster Specific Refresher Training/ Pre-Deployment Refresher, and the DRC Manager’s Pocket guide.

Disaster Recovery Center Manager’s Initial Training: The State Individual Assistance Disaster Recovery Center Initial Training is a state developed course for both full time state employees and disaster reservists, who are brought on in times of disasters after a federal declaration is signed by the President of the United States. This course specifically describes the duties of the DRC Manager, as well as the reporting requirements. While this course does not provide FEMA or college credits, it is useful for anyone interested in becoming a disaster responder and a required course for DRC Managers’.

Disaster Specific Refresher Training/Pre-Deployment Refresher: The State Individual Assistance Disaster Recovery Center Manager’s Disaster Specific Refresher Training/Pre-deployment Refresher is updated and conducted prior to deployment of DRC Managers’ to the field. The Disaster Specific Refresher serves as a review of the program, as well as updates on new procedures and how they are implemented.
Disaster Recovery Center Manager’s Pocket Guide

The Disaster Recovery Center Manager’s Pocket Guide has been designed and periodically updated to serve as an “At a glance” guide for DRC Manager’s who may have programmatic questions, or just may need a quick clarification of duties or procedures. Portions of this guide are incorporated into other training such as the Disaster Reservist Training Manual, however the Pocket Guide is can be used as a “Stand Alone” guide or training tool when necessary.

XI.
Definitions

Activation Role – Employees at Florida Division of Emergency Management (FDEM) are assigned a primary activation role by their supervisor. An employee’s primary activation role is the duties they will perform in the event of an incident/disaster and/or when the State Emergency Operations Center (SEOC) is activated. This role may or may not be directly related to an individual’s regular or non-activation duties. FDEM employees, typically have one primary incident/disaster activation role and may be assigned a secondary activation role based on the necessity and length of their primary activation role. 

After Action Report - An after action meeting should be conducted after each event to review the successes and areas identified as needing improvement during the response/recovery to and from the disaster. This meeting is designed to outline what aspects should be incorporated into further activations and what changes can be made to improve Recovery’s response. A representative from each program activated for the disaster shall be present. During this meeting, areas of improvement are assigned to the appropriate parties to ensure that future operations do not encounter similar issues. The After Action Report shall be completed within thirty (30) days of the initial after action meeting. Before the closing of the initial meeting, a second meeting will be scheduled within sixty (60) days to follow-up on the progress made to improve future activations and responses.
Debriefing - Debriefing is a critical element of the recovery process. This will help a transitioning team effectively plan for short and long-term recovery operations. Effective debriefing occurs when rotating staff, for a shift change or demobilization, transitions pertinent information and accomplishments to incoming staff. The debriefing information should include, but is not limited to, scheduled tasks, relevant staff, resources, safety/security issues, and all accomplishments and shortfalls.

Demobilization - This is the process of discharging a resource, including but not limited to personnel and equipment, from a disaster. Demobilization takes place throughout an event or disaster as resources and staff transition out of the disaster operation. The resource may be replaced if its function is still required. A final demobilization takes place once the state is no longer actively working in the disaster area and actions have transitioned into the long-term recovery period.
Deputy - A person maintaining a deputy function for any position will be equally capable of assuming the primary position’s role. This individual will perform specific tasks as requested or will perform the function in a relief capacity, taking over the next operational period, as an example.

Disaster Housing – The Temporary Housing Program coordinates federal, state and local resources necessary to facilitate the planning, implementation and occupancy of interim disaster housing. By establishing a broad network of local governmental officials and housing stakeholders, coordinators assist in collecting information and identifying resources that may help individuals, families, and businesses during a housing operation. Interim Housing consists of indirect (e.g. use of available rental resources) and direct housing (e.g. government provided trailers or mobile homes) operations when existing housing options are overwhelmed. Assistance is coordinated in both presidentially declared and undeclared emergencies. Interim Housing is an Individual Assistance program.

Disaster Recovery Center (DRC) - A disaster Recovery Center is an active – LIVE – environment.  It is a temporary facility located in or near the impacted area, where disaster survivors can go to obtain disaster related information and apply for Federal, State and Local disaster assistance programs.  A DRC provides an environment where survivors can meet face-to-face with program experts to answer questions, file an appeal, get an update on a previously filed appeal or claim, or survivors can update personal information as often as necessary.
Disaster Reservist Program - The Disaster Reservist Program provides trained personnel immediately after an event to serve in a recovery function. Reservists are State Employees designated as Other Personnel Services (OPS) employees working on a temporary intermittent basis. Reservists are a flexible pool of disaster staff that function in many roles. Their primary employment is serving in Disaster Recovery Centers, Community Response Teams, as Disaster Housing Coordinators, and as the Joint Field Office (JFO) staff due to the short term, non-specialized nature of these programmatic tasks. The Disaster Reservist program is coordinated through the Individual Assistance Branch of the Recovery Bureau.
Emergency Coordinating Officer (ECO) – This person has the authority to delegate additional duties to their respective agencies, to work with the other state agencies to accomplish missions, and speed the aid to disaster survivors.

Emergency Management  Assistance Compact (EMAC) – Large-scale emergencies and disasters may exceed the capabilities of the state and local government to effectively respond and recover. Mutual aid agreements and memorandums of understanding provide reciprocal emergency aid and assistance from other states during an emergency or disaster. Other state’s available resources, to include staff resources, can be loaned to the impacted state at the impacted state’s expense to improve response and recovery efforts.

EM Constellation - EM Constellation is a web based database that the State Emergency Response Team (SERT) utilizes to manage operations,  resources and information for all local, state and federal partners during a disaster or emergency response. This tracking tool is utilized as an official record of the event.
EM Constellation Missions - EM Constellation Missions are messages that are generated and submitted into the EM Constellation database for requesting the deployment of assets.

Emergency Management Director (EMD) – This person is in charge of the county’s response to and recovery from any emergency. This position is responsible for the day-to-day county level emergency management operations and coordinates with the state on any manner of emergency management issues.
Essential Services Center (ESC) – ESCs are temporary, emergency locations where impacted survivors of disasters can go for limited essential services and information, usually within 24-96 hours following a non-federally declared disaster.  ESCs are established prior to the State receiving a Major Disaster Declaration and can provide a wide range of assistance depending on the event and needs of the community. ESCs are considered a joint operation between the county, non-governmental organizations, and the state. The primary responsibility for an ESC lies with the state, but each level of government has a role. Should the State receive a Major Disaster Declaration; an ESC can quickly be transitioned into a DRC. The ESC program is coordinated through the Individual Assistance Branch of the Recovery Bureau.

Emergency Support Functions (ESF) – All state agencies and volunteer organizations, that comprise the SERT, are grouped into 18 ESFs to carry out coordination and completion of assigned missions. These functions represent specific response and recovery activities. Each ESF is comprised of one or more primary agencies, serving as the lead, and several other agencies and organizations providing support. The ESF is a mechanism that consolidates multiple agencies that perform similar functions into a single, cohesive unit to allow for the better management of emergency response functions.
Florida Division of Emergency Management (FDEM) – The State agency responsible for coordination of all resources to assist the State and subordinate counties respond and recover from any number of disasters that may be too large for the individual counties to respond to and or recover from on their own.
Federal Emergency Management Agency (FEMA) - The Federal Emergency Management Agency (FEMA) is a government agency that brings resources to bear after a major disaster to assist communities in their recovery from the disaster.
Florida National Guard (FLNG) – The Florida National Guard is a corps of citizen soldiers that are always ready, in the event of an emergency to respond and assist, at a moment’s notice, and bring life saving supplies and personnel to bear against any situation they would be likely to encounter.

Florida Wildlife Conservation Commission (FWCC) – This law enforcement unit specializes in the management of the State’s population of wild game and the laws that protect those animals. In their day-to-day operations, these law enforcement personnel are highly trained and capable of completing reconnaissance, search and rescue, and other various missions in response and recovery efforts.
Individual Assistance - The Individual Assistance Branch coordinates the assistance to individuals, households, and businesses recovering from disaster impacts. The Individual Assistance Branch consists of a number of programs that work together to assist recovering communities.

Initial Damage Assessment (IDA) – This is the first damage assessment the county can do to “see” the damages left in the wake of an event. This assessment is sent to the State Emergency Operations Center (SEOC) and often leads to a J-PDA for the possible inclusion into the letter requesting a federal disaster declaration.

Individual Assistance Recovery Coordination Center(IARCC) – Several Branches and ESFs in the SEOC main room are assigned breakout rooms to provide additional space for staff to work. Recovery’s breakout room is the IA Recovery Coordination Center, normally located in the Sadowski Building 350-L conference room. The Recovery Coordination Center provides a location for Recovery meetings and collaboration. The Recovery Coordination Center staff provides information and support to the Recovery Desk and activated programs.    
Interim Operating Facility (IOF) – The IOF is a temporary field facility used by an Emergency Response Team in the early stages of an incident when the team cannot operate at the State EOC, due to space limitations or other reasons, and the JFO is not yet established. An IOF is generally located at or near the State EOC or incident site. The IOF remains in operations until the JFO is established. 

Joint Preliminary Damage Assessment (JPDA)- A joint assessment used to determine the magnitude and impact of an event's damage. A FEMA/state/local team will usually visit local applicants and view their damage first-hand to assess the scope of damage and estimate repair costs. The state uses the results of the PDA to determine if the situation is beyond the combined capabilities of the state and local resources and to verify the need for supplemental federal assistance. The PDA also identifies any unmet needs that may require immediate attention.
Joint Field Office (JFO) –The JFO is a temporary, multiagency coordination center established to provide a central location for the coordination of local, state, federal, tribal, non-governmental and private-sector organizations with primary responsibility for incident oversight, direction, and/or assistance to effectively coordinate recovery actions. The purpose of a JFO is to develop a comprehensive and coordinated recovery process that will bring about the prompt and orderly restoration of community facilities and services, infrastructure, and economic base, while providing for the health, welfare and safety of the population.  The JFO provides a flexible design that adapts to the particular size of the event.
Long-Term Recovery Organizations (LTRO) – LTROs are a network of voluntary non-profit organizations, faith-based organizations, business representatives and/or community-based organizations working to assist survivors recovering from disasters. LTROs often continue to assist survivors long after FEMA and the state have transitioned back to their daily responsibilities. Each disaster-affected community may take its own unique approach in structuring its LTRO, but the general function is much the same: assist survivors over the long-term with disaster-related unmet needs that cannot be met through the standard assistance process. 
Major Disaster Declaration- Once a disaster has occurred or is imminent and the state has declared a state of emergency, Florida will evaluate the recovery capabilities of the state and local governments. If it is determined that the damage is beyond the states recovery capability, the Governor will send a letter requesting federal assistance to the President of the United States, directed through the Regional Director of FEMA, Region IV. The president then makes a decision whether or not to declare a Major Disaster Declaration. After a Major Disaster Declaration has been made, FEMA will designate the area as being eligible for assistance and announce the types of assistance available. FEMA provides supplemental assistance for state and local governments’ recovery expenses, and the federal share will always be at least 75% of the eligible costs.
Memorandum of Understanding- A Memorandum of Understanding is a document between parties that ensures there is a clear understanding regarding the use of DRC facilities. This document exists between FEMA/State and each property owners, every location will require a Memorandum of Understanding (MOU) to be signed by the property owner or their designee, FEMA Representatives and State DRC Coordinator or their designee.  FEMA and the State will jointly inspect and approve each location prior to signing the MOU.  
Mission Management – All missions entered into EM Constellation must be updated and tracked until they are complete and closed out. Some missions can stay open for the entire length of an event and need to be continually updated. The process of monitoring and updating EM Constellation to ensure that all missions are complete is known as mission management. 
National Emergency Management Information System (NEMIS) – This is the electronic database that FEMA uses to record all information pertaining to disasters and survivors. 

Non-Governmental Organization (NGO) – NGO’s are local, state and federal disaster assistance agencies that are of non-governmental status and assist disaster survivors in the recovery process, e.g. The United Way, The American Red Cross, The Salvation Army, etc.
National Processing Service Center (NPSC) – This is a series of three (3) call centers, nationwide, that take all calls to FEMA from disaster survivors. The survivors can register a claim, voice a concern, file an appeal, or get answers to what is going on with their claim at the NPSC.
Operational Period – All operational objectives and tasks are planned for in set period, usually not to exceed 24 hours. Typically the SEOC’s operational period is 24 hours with staff working two shifts of 12 hours each. The time worked for each shift is set by the SCO or SERT Chief. All incoming replacement shifts are debriefed and transitioned by the exiting shift. Once an activation is transitioned to the JFO, the operational period changes to 12 hours.   

· Alpha Shift – The first shift worked of an operational period. Typically 0700hrs – 1900 hrs. (7:00 am to 7:00 pm). 

· Bravo Shift – The second shift worked in an operational period. Typically 1900 hrs. – 0700 hrs. the next day (7:00 pm to 7:00 am).

Operations Support – Operations Support during JFO activation is primarily responsible for ensuring the proper management of missions in EM Constellation.

Premise Use Agreement (PUA) – PUAs are agreements between County governments and the State Division of Emergency Management. These agreements allow state use of county facilities for the set-up and administration of ESCs.
Recovery After Action Report – An after action meeting should be conducted after each event to review the successes and areas of improvement identified during the response to the disaster. This meeting is designed to outline what aspects should be incorporated into future activations and what changes can be made to improve Recovery’s response. A representative of each program activated for the event shall be present. During this meeting, areas of improvement are assigned to the appropriate parties to ensure that future operations do not encounter similar problems. The After Action Report will be completed within 30 days of the initial meeting. Before the close of the meeting, a subsequent meeting will be scheduled within 60 days to follow-up on the progress made to improve future activations.    

Recovery Desk – The Recovery Desk is the physical location within the SEOC where the Recovery Branch is situated. The desk is typically staffed 24 hours a day during activation and is the resource center for all information pertaining to Recovery. The Recovery Desk ensures information flow between the SERT and the Recovery Bureau.   

Recovery Incident Action Plan (IAP) – The Recovery IAP captures and communicates the overall incident priorities, objectives, and strategies for the next operational period.  The Recovery Section Chief is responsible for scheduling and conducting the daily IAP meeting. A representative of each recovery program is required to attend the IAP meeting and provide specific program planning and updates. The Recovery Section Chief shall attend the daily SEOC IAP meeting to report on Recovery’s operational and support activities. 

Situation Report (SitRep)- A situation report offers a standard format for the exchange and dissemination of information. This information can be gathered from a variety of sources and provides a summary analysis of accomplished tasks and critical information for each operational period.
Small Business Administration (SBA)- The Small Business Administration is a government agency that provides low interest loans based on credit worthiness to homeowners and businesses to assist them in their recovery efforts from a major disaster.
Span of Control – Span of control ensures that the management range of subordinates for supervisors is from three to seven, with five being optimal. 

Span of control is critical to effective and efficient incident management. Supervisors must be able to adequately manage their subordinates, as well as communicate with and direct all resources under their supervision. Controlling the number of allocated staff to any one manager, with span of control, allows this. 

State Emergency Operations Center (SEOC) – The state’s physical location for the coordination of information and resources to support incident management (on-scene) activities.  

· Level One – Full Scale Activation of the State Emergency Response Team: All primary and support agencies under the state plan are notified. The SEOC will be staffed by FDEM personnel and all Emergency Support Functions.
· Level Two – Partial Activation of the State Emergency Response Team: This is a limited agency activation. All primary, or lead, Emergency Support Functions are notified. The SEOC will be staffed by FDEM personnel and necessary Emergency Support Functions.
· Level Three – Monitoring Activation: Level 3 is typically a monitoring phase. Notification will be made to those state agencies and Emergency Support Functions who would need to take action as part of their everyday responsibilities. The SEOC will be staffed with State Watch Office and FDEM staff. 
State Coordinating Officer (SCO) – The State Coordinating Officer, usually the Florida Division of Emergency Management Director, works hand-in-hand with the FCO. The SCO is responsible to the Governor for all decisions made by the state during a Federally Declared Disaster.
State Emergency Response Teams (SERT)- Florida SERT is made up of various public, private and non-profit organizations working together to ensure that Florida is prepared to respond to emergencies, recover from them and mitigate against their impacts
XII.
 DRC Annex
The purpose of this annex is to explain the reporting requirements of the individual DRC Manager(s) to the State DRC Coordinator. This section incorporates all the forms and explanations on how to properly fill out these forms for accurate reporting. Although these reports are available in paper form and can be submitted via fax, it would be preferred if these reports were filed electronically, and submitted thru state email. This aids the DRC Coordinator and the FEMA DRC Group Supervisor in collecting, collating and disseminating the most accurate and correct information in a more efficient and timely manner.

The following reports are presented below; here is a quick guide reference to show which reports are filed daily, weekly and monthly.

A. DRC Daily Survivors Sign-In Sheet, this report is filled in every day to assist the DRC Manager in completing their other required reporting paperwork. These reports are not submitted unless requested by JFO Supervisory personnel.

B. DRC Daily State Agency and Volunteer Agency Sign In Sheet, this report is filled in every day and submitted on a daily basis.

C. DRC Bi-Weekly Timesheet and Vehicle Mileage Summary, this report is filled in everyday, for the previous day and submitted every two weeks.

D. DRC Daily Log Sheet, this paperwork is completed and submitted on a daily basis.

E. DRC Daily Situation Report, this report is completed daily, used as a reference for the daily DRC conference call and submitted on a daily basis.

F. Displaced Housing Survey, these reports are filled out by the survivors, entered into the database by the State DRC Manager and kept on file, they are not submitted unless requested by Supervisory personnel at the JFO or FDEM.

A. DRC Daily Survivors Sign-In Sheet
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Disaster Recovery Center Survivor Sign In Sheet

Disaster Name/Number:_____________________________________________________

Date:________________ DRC Number/Location:________________________________

Name (Please Print) Here To See Reason For Visit


This form should be filled out accurately every day, as the survivors enter the DRC. This form should list the names of each survivor visiting the DRC and whom they are at the DRC to see.
This allows the DRC Coordinator to see who is coming in and for what purpose. This report aids the DRC Manager in accurately recording and reporting the number of survivors and the accounting of the visits to the DRC on a daily basis.
This sheet also allows the DRC Coordinator along with the FEMA DRC Group Supervisor to readily justify decisions on whether to keep a DRC or a specific program within a given DRC, open or to close the program or DRC.

This report is not to be submitted with the remainder of the daily reporting information, as there is Personally Protected Information (PPI) on these sheets. Remember, PPI cannot be transmitted, or sent via email or fax as this information would then have to become part of public record within Florida’s Right to Know Act.
These sheets shall be retained by the State DRC Manager in the DRC File box, by date, in case the information is needed later by the JFO staff. If it is not then the information in these reports shall be kept on file by the DRC Coordinator or their designee.
B. DRC Daily State Agency and Volunteer Agency Sign In Sheet
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Disaster Recovery Center State, Local & Volunteer Sign In Sheet

Disaster Name/Number:_____________________________________________________

Date:________________ DRC Number/Location:________________________________



Name (Please Print) Here To See Reason For Visit


This form should be filled out accurately every day, by the staff of a given DRC when they get to or leave work for any non payable reason. This form should  list all the State and Volunteer Personnel who are present and working in the DRC.
This information allows for a more accurate accounting of all personnel and time spent assisting survivors by each and every entity working within the DRC’s. 
This report allows the DRC Coordinator to provide an accounting of other State Agency Employees to their respective bosses when those persons want to find out how their employees are doing. 
Additionally, this report allows the DRC Coordinator to represent the DRC’s, with regards to the various Voluntary Agencies (VOLAGs) and the Voluntary Agencies Active in Disasters (VOADs) when we have meetings at the Joint Field Office (JFO).
This report is submitted electronically, everyday with the remainder of the daily reporting requirements. The “hard Copies of these reports shall remain in the custody of the State DRC Manager until he/she is demobilized, or re-assigned to other duties.
C. DRC Bi-Weekly Timesheet & Vehicle Mileage Summary
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Day Date

Start of 

Day
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Lunch

End of 
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Friday 6/1 0:00 Friday 0:00

Saturday 0:00 Saturday 0:00

Sunday 0:00 Sunday 0:00

Monday 0:00 Monday 0:00

Tuesday 0:00 Tuesday 0:00

Wednesday 0:00 Wednesday 0:00
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Friday 0:00 Friday 0:00

Saturday 0:00 Saturday 0:00

Sunday 0:00 Sunday 0:00

Monday 0:00 Monday 0:00

Tuesday 0:00 Tuesday 0:00

Wednesday 0:00 Wednesday 0:00

Thursday 0:00 Thursday 0:00

=SUM(I2
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DRC Bi-Weekly Timesheet & Vehicle Mileage Summary

Timesheet Summary

Vehicle Mileage Summary

Week One Week Two

Start Mileage End Mileage Start Mileage End Mileage

Week One Week Two

Total Hours for the Week Total Hours for the Week

Comments: Comments:

Disaster Number/Name:_______________________________________________________

Your Name:__________________________________________________________________

DRC Number/Location:________________________________________  Page ____ of ____



Total Hours for the Week Total Hours for the Week



Comments: Comments:

Signature:__________________________________________________________ Date:________________________________

Fill out this form daily and call the DRC Coordinator or their designee by 8:30AM the following day.
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Start of 

Day

Start of 
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Friday 0:00 Friday 0:00

Saturday 0:00 Saturday 0:00

Sunday 0:00 Sunday 0:00

Monday 0:00 Monday 0:00

Tuesday 0:00 Tuesday 0:00

Wednesday 0:00 Wednesday 0:00

Thursday 0:00 Thursday 0:00
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Friday 0:00 Friday 0:00

Saturday 0:00 Saturday 0:00

Sunday 0:00 Sunday 0:00

Monday 0:00 Monday 0:00

Tuesday 0:00 Tuesday 0:00

Wednesday 0:00 Wednesday 0:00

Thursday 0:00 Thursday 0:00
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DRC Bi-Weekly Timesheet & Vehicle Mileage Summary

Disaster Number/Name:_______________________________________________________

Your Name:__________________________________________________________________

DRC Number/Location:________________________________________  Page ____ of ____

Timesheet Summary

Week Three Week Four

Start Mileage End Mileage Start Mileage End Mileage



Total Hours for the Week Total Hours for the Week

Comments: Comments:

Vehicle Mileage Summary

Week Three Week Four



Total Hours for the Week Total Hours for the Week

Comments: Comments:

Fill out this form daily and call the DRC Coordinator or their designee by 8:30AM the following day.

Signature:__________________________________________________________ Date:________________________________


Understanding that this form captures two (2) separate categories of information this form shall be completed on a daily basis. The first portion of this form, the timesheet portion, should be filled out in the morning, for the accurate time reporting of the previous day. 
An accurate example of how to correctly fill out this report would be: 

1. When you come in on Tuesday morning, you would fill this form out for the time you spent working at the DRC on Monday.  Not to include drive time to the DRC from the employees hotel and vice versa. This time would not be reimbursable and cannot be counted as time worked regarding this report.
This form should not be changed without adding an explanation for the change in the comments section for each change, as well as obtaining permission to change the form from the IA Branch Chief thru the DRC Coordinator or their designee.
When a change is warranted, you must first call the DRC Coordinator and explain the circumstance surrounding the change, and get permission for the change; otherwise, it will not be allowed.

This report is submitted electronically, every other week with the remainder of that day’s reporting requirements. This report is faxed or emailed to the DRC Coordinator or their designee every other week to quantify the employees time. The “Hard copies” of these reports shall remain in the custody of the DRC Manager until he/she demobilized or reassigned to other duties. The reports are turned over at that time to the DRC Coordinator or their designee.
The second portion of this form, the vehicle mileage portion, of this report is filled out in the following manner;
Every morning fill out the form with the previous days’ ending odometer reading, then put that number as the beginning odometer reading in the appropriate space for today.

1. Do not break down the mileage into categories such as, “On duty vs. off duty”. Do not think, “Well I went to dinner after work and that was about 15 miles round trip, etc. Just plug in the end of day mileage and the same number for beginning day’s mileage.
The end of day mileage would be the mileage you put down after the last trip of the day, which may not be the mileage accumulated when you got back to the hotel after work.
D. DRC Daily Log Sheet
[image: image5.emf]Disaster Recovery Center Daily Log Sheet

Disaster Number/Name:__________________________________

Day/Date:______________________________________________

DRC Number/Location:___________________________________

Staff/Agency Name Phone Number

SBA Manager



Applicant Services Lead



FEMA Manager



State Manager



Receptionist



EXIT Interviewer



Applicant Services Specialist



Applicant Services Specialist



Dept. of Economic Opportunity



Dept. Oof Children & Families



FEMA Mitigation



SBA Customer Service Representative



FEMA CR Team Member



FEMA CR Team Member



Crisis Counceling



FEMA CR Team Lead



State CR Team Member



Dept. of Elder Affairs



State CR Team Lead



State CR Team Member



American Red Cross Volunteer



FEMA Security Contractor



American Red Cross Lead



Project Hope Volunteer



Project Hope Lead



Salvation Army O.I.C.



Salvation Army Volunteer/Worker



County Health Dept. Rep.



United Way Lead



United Way Volunteer



County Health Dept. Rep.



County Permitting Offic Rep.



County Official

Federal Official



State Official



County Permitting Offic Rep.



Local Official


This form should be filled out every day, during the day, whenever an employee, visitor, (non-survivor) or vendor enters the facility for official business. 
Get the person’s name and phone number, cell phone numbers work too; log the information onto the reporting sheet. 

If at all possible acquire a business card from all visitors; this aids you in the building of your County Contact List that you as the DRC Manager should be continually building on a daily basis.
In building your County Contact List, you should attempt to get business cards from all personnel within the DRC, as well as all businesses you stop at during the day, and any dignitaries you have meetings with while working.

This report is submitted electronically, everyday with the remainder of the daily reporting requirements. 
The “hard Copies of these reports shall remain in the custody of the State DRC Manager until he/she is demobilized, or re-assigned to other duties.
E. DRC Daily Situation Report
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____________________________________________

____________________________________________

Changes in DRC Personnel:_______________________

____________________________________________

Dept. of Veteran Affairs

Dept. of Ag & Cons. Srvcs.

Dept. of Financial Services

Dept. of Economic Opportunity

Dept. of Children & Families

Crisis Counceling



Total Survivor Visits

Dept. of Elder Affairs

____________________________________________

What was discussed:____________________________

____________________________________________

____________________________________________

Dept. of Hwy. safety & Mot. Veh.

Small Business Administration (SBA)

Internal Revenue Service (IRS)

Social Security Admin. (SSI)

Young Lawyers Association

Dept. of health & Human Srvcs.

Daily Total Survivor Visits

Cumilative Survivor Visits Unusual Events:________________________________

____________________________________________

____________________________________________

Special Visitors:________________________________

____________________________________________

____________________________________________

Local Weather Update:__________________________

Disaster Recovery Center Daily Situation Report

Disaster Number/Name:______________________________________

Today's Day/Date:___________________________________________

DRC Number/Location:_______________________________________



County Plans & Permits Dept.

Disaster Housing Survey

If there are any Unmet Needs, Unusual Events, Special Visitors, or Changes in DRC Personnel, or their contact 



Signature:______________________________________________________ Date:_________________

____________________________________________

Changes in DRC Personnel Emergency Contact Info:____

____________________________________________

____________________________________________

____________________________________________

Meeting With:_________________________________

____________________________________________

____________________________________________

Regarding:____________________________________

information post the issue on the following page of this report.

Newly Identified Unmet Needs:



FEMA Mitigation

Project Hope (PH)

American red Cross (ARC)

Salvation Army (SA)

United Way (UW)

County Health dept.

____________________________________________


This report is a combination of two older reports and allows a “snapshot” of what is going on within a specific DRC, on a daily basis. This report aides the collection, collation and dissemination of pertinent information in a more effective and timely manner.
This report is filled out every day by the State DRC Manager.

The numbers in this report MUST Match the FEMA DRC Managers reporting numbers.
If there is a discrepancy, the DRC managers, FEMA and SERT, will work together, determine what the issue is, and resolve the issue, prior to submitting this report. 
This report should be used for the conference call, fill the form out completely and the conference call will run smoother and more efficiently.
This report is submitted electronically, everyday with the remainder of the daily reporting requirements. The “hard Copies of these reports shall remain in the custody of the State DRC Manager until he/she is demobilized, or re-assigned to other duties.
F. Displaced Housing Survey

[image: image7.emf]Current Address:_______________________________________________________________

DISASTER TEMPORARY HOUSING SURVEY

PLEASE PRINT

Name:______________________________________      Phone Number:___________________

Date:____________________     FEMA Registration Number:____________________________

County:__________________     Disaster Number/Name:_______________________________

                                _______________________________________________________________

                                _______________________________________________________________

Damaged Address:______________________________________________________________

                                  ______________________________________________________________

                                 _______________________________________________________________

With whom will you be staying?                      FAMILY                     FRIENDS                     OTHER

Do you have Homeowner's Insurance?___  Flood Insurance?___  Additional Living Expenses?___

How many people live at this residence?___   Do you have pets?   YES   NO    If YES, How Many?____

If YES, what type?         DOG          CAT          EXOTIC          LIVESTOCK          OTHER

PLEASE CIRCLE THE MOST CORRECT ANSWER

Do you have a place to stay?        YES        NO        If YES:        SHELTER        HOTEL        OTHER

If YES, how long can you stay at this location?__________________________________________

        0-2 WEEKS           2-4 WEEKS           1-2 MONTHS           2-4 MONTHS           INDEFINITELY

Doors & Windows          YES              NO                                      NEEDED

Damage to the structure:     NO APPARENT DAMAGE     DAMAGED BUT HABITABLE

                                                  INACCESSIBLE     DAMAGED AND UNINHABITABLE

If INACCESSIBLE, when do you anticipate accessibility?_________________________________

*Advise occupant to call 1-800-621-3362 (FEMA Helpline when dweling becomes accessible again.*



What caused the damage to the dweling?         WIND         FLOOD         FIRE         OTHER

How long will you be out of the dweling?    0-2 WEEKS    2-4 WEEKS    1-2 MONTHS    2-4 MONTHS

If a hotel were available, would you consider this as temporary housing?_______     YES     NO

                 HABITABILITY                                                       ROOF TARPING

Running Water               YES              NO                                NOT NEEDED

     Electricity                    YES              NO                           ALREADY TARPED

**Please attach written consent with specific information.**

Are you currently receiving housing assistance (HUD, USDA, etc)?          YES          NO

If YES, which program:___________________________________________________________

Will you need special housing accomidations (ADA, etc.)?________________________________

If YES, Please specify:____________________________________________________________

Do you have unmet disaster needs? YES  NO If YES, is this an IMMEDIATE orLONG TERM need?

Please describle the specific unmet disaster related need:_________________________________

_____________________________________________________________________________

Have you removed any damaged material from your home (Carpet, drywall, etc.)?     YES    NO

      Carpeting and Padding:       YES      NO      Drywall:      YES     NO     Flooring:     YES     NO

Furniture:   YES   NO   Electronics:   YES   NO   Appliances:   YES   NO   Clothing:   YES  NO

Would you be willing to sign a written consent for VOLAG/LTR Assistance?     YES     NO

**Please fax only the written consent to NPSC for scanning into NEMIS.**


This report should be completed by every survivor that has been displaced from their address of record and/or is not yet in a new residence of their own, providing that they did have a residence prior to the disaster; it doesn’t matter if the survivor was a renter or a homeowner, if they are willing to, they should fill the form out.

This form is then turned in to the State DRC Manager, who enters the completed housing survey into the State Disaster Housing Database (SDHD).
Be mindful, if a survivor reports, either on this form or in person that there is/are unmet needs in their household, you must notify the DRC Coordinator or State Disaster Housing Coordinator immediately upon the survivor leaving the shelter, IF the unmet need remains.

This form is then counted on the DRC Daily SitRep with the remainder of the State’s daily required paperwork and that paperwork is submitted at the end of the day, as usual. This form is kept on file with the DRC Manager in their file box. These forms are not transmitted unless requested.

The hard copy stays with the DRC Manager, filed by date, in the State DRC Managers’ file box. These forms will be turned in to the DRC Coordinator or their designee who will turn them over to the State Disaster Housing Coordinating Officer.
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