Emergency Management Program
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I. Preface

A. Statement of Confidentiality

This plan is the property of Circle Ten Council, hereafter referred to as the Council.  Recipients are expected to safeguard this material and to return any plan documentation in their possession to the Emergency Management Director upon termination of employment.  This document contains sensitive business and employee information of a confidential nature and should not be distributed beyond the stated distribution list without the permission of the Emergency Management Director.

B. Administrative Authority


On October 24, 2006, the Executive Board of the Circle Ten Council appointed Scott Ferguson as the Emergency Management Director responsible for Emergency Management and such appointment is properly recorded in the minutes of that meeting.  Circle Ten Council through this document permanently establishes a comprehensive Emergency Management/Business Continuity Program that is maintained, and tested in accordance with company policies, and industry best practices. 

C. Maintenance & Distribution

1. Maintenance

Business Continuity is a continuing process requiring constant updates, modifications, and improvements.  This document will be revised constantly. The Board will review all major policy and procedure changes to this document as a part of the annual certification of the program.

2. Distribution

The Business Continuity Program exists to ensure that the Council is prepared for, can respond to, and can recover from any emergency or disaster.  To accomplish these steps employees must have knowledge of the program and understand how the process works.  Based on the sensitivity of information contained in the program, it will be available for review by any employee of the Company through the Emergency Management Director or his designee.  Distribution of the program in written format will be limited to those employees having direct responsibilities for certain areas of the program.

a) Council Program Access:



Executive Committee Members

Members of the Emergency Management Team

Business Unit Emergency Coordinators 

Internal Audit

D. Communication Policy
In the event of a disaster situation, a request by the media for an interview or comment from the Circle Ten Council, should be directed to the Council Marketing Director, Patrick Wedding, or Council Scout Executive, Ponce Duran, who will serve as the official spokespersons for the Circle Ten Council, Boy Scouts of America. No other employee, Executive Board Member or other volunteer should serve in this capacity unless asked to do so.

This system will help Circle Ten Council communicate a consistent message to the local community.

II. Introduction

A. Business Continuity Policy

It is the policy of the Council to ensure that preparations are in place for responding to, and recovering from all emergencies and disasters regardless of the size, scope, and impact on the Council. The Council further states that management will support all Business Continuity efforts to accomplish this policy.  The Council recognizes the importance of protecting customer information and will ensure that all aspects of the program are in compliance with regulatory requirements related to privacy.

B. Business Continuity Mission Statement

Business Continuity will serve the Company and its employees by facilitating a cost effective, industry standard level of readiness in the event of emergency or disaster.  Business Continuity will strive to ensure that all assets are sufficiently protected and recovered in a timely manner minimizing any negative impact to the Company.

C. Business Continuity Plan Objectives

The Program provides for the creation of Business Unit Plans as a means to determine the recovery resources required and how those resources will be provided in the event of an interruption.  The primary objectives of a Business Continuity Program are:

1. Ensure that Business Units adequately identify, prioritize, and document all resources needed to conduct their functions

2. Ensure that the Emergency Management Team has developed and implemented strategies and processes to provide the resources listed in the Plans.

D. Business Continuity Scope

The Scope of the Program is to encompass all employees and assets of the Council. Locations for purposes of the Circle Ten Council are listed below:

1. Council Office 8605 Harry Hines, Dallas, Texas 75235.

2. Collin County Service Center 816 W. McDermott, Suite 336, Allen, Texas 75013. 

3. Camp Wisdom 6400 Redbird Ln, Dallas, Texas 75236.

4. Clements Scout Ranch 11217 FM 2970 Athens, Texas 75721.

5. Camp Contstantin 3003 Park Road 36, Graham, Texas 76449.

6. Camp James Ray 71 Camp James Ray Rd., Pottsboro, Texas 75076
7.  Sherman Satellite Office 202 S. Sam Rayburn Sherman, Texas 75092

E. Business Continuity Assumptions

Business Continuity decisions are predicated upon the availability of adequate resources to plan and respond to a business interruption.  As such, no organization can realistically be prepared for all contingencies due to their resource constraints.  To assist the Council in this process, basic assumptions, which are standards in the industry, have been used to determine relevant and acceptable risk tolerance for the Council.   These broad assumptions are: 

· A catastrophic event would occur at a single location but not in multiple locations simultaneously.

· Substantial numbers of staff members are available to perform their      functions.

· The Boy Scouts of America Corporate Office in Las Colinas is either not impacted or through the use of its third party contract recovery vendor is able to meet its stated recovery objectives and timeframes.

· The plan can be enacted at varying levels for interruptions of a smaller scale or duration.

F. Most Likely Scenarios

For the purpose of planning, team resources should focus on and plan for the loss of all operational processes as a result of an event, which affects either the Council office or a single camp.  The majority of operational processes, which support the Circle Ten Council, are located in these two types of facilities, and the loss of operations at either type will necessitate activation of the plan.

III. Program Organization 

A. Emergency Management Structure

1. Emergency Management Director

· Team Leader

2.   Emergency Management Team (EMT)

· Program Creation

· Program Implementation

· Resource Procurement

· Crisis Communications

· Recovery Protocol

2. Emergency Coordinators (By location)

· Plan Creation

· Plan Implementation

· Response

      B. Levels of Disaster

Based on the severity and scope of the emergency or disaster, the event will be categorized by the duration and functional impact.  In turn, this categorization will determine the level of response.

The Director of Emergency Management or his designee may opt to invoke a cautionary level 1 in the event there is a perceived threat requiring activation.

Level 1 – An interruption lasting 24 hours or less

Activation – At the discretion of the Director of Emergency Management

Emergency Operations Center (EOC) – Based on need

Critical Functions – Begin Implementation

Important Functions – Standby 

Necessary Functions- Standby

Deferrable Functions- Standby 

Level 2 – An interruption of more than 24 hours affecting a limited number of critical and important functions

Activation – At the discretion of the Director of Emergency Management.

Emergency Operations Center (EOC) – Based on need

Critical Functions – Begin implementation

Important Functions – Begin implementation 

Necessary Functions – Standby

Deferrable Functions – Standby

Level 3 – An interruption of more than 24 hours affecting many or all critical and important functions

Activation – Immediate

Emergency Operations Center (EOC) – Immediate

Critical Functions – Go to alternate site

Important Functions – Go to alternate site

Necessary Functions – Begin Implementation

Deferrable Function – Standby

Levels of Criticality

To ensure that resources are provided within the specific recovery time objectives, all business functions in the Council are prioritized based on the criticality of the operation. Each Business Unit (hereafter referred to as BU) will receive a Criticality rating based on the highest-level rating assigned to a business function within their BU.  There are four categories used to prioritize all business functions:

Critical – A business function that must be recovered within the first 36 hours.

Important – A business function that must be recovered in 37 - 48 hours of the event.

Necessary – A business function that must be recovered in 49 - 72 hours of the event.

Deferrable – A business function that may be recovered in 4 days or more depending on the function.

IV. Emergency Management Team

Oversight of the Emergency Management Program within the Council consists of two major sections:

· Executive Board
· Emergency Management Team

Each group has specific roles and responsibilities that are described and defined below:

A. Executive Board
The Board has ultimate managerial oversight of the Emergency Management Program.

B. Emergency Management Team (EMT)

EMT members represent management personnel that are charged with managing preparation, response and recovery from any potential emergency or disaster. 

Emergency Management Team (EMT)

EMT members are members of all services within the organization, and meet quarterly.  The EMT is responsible for managing the program efforts regarding the procurement of resources required as listed in the Business Unit plans.  The EMT is also responsible for staffing and managing the Emergency Operations Center (EOC), and guiding response and recovery operations.  The EMT member’s are:

	Position:

	Responsibility:


	Scott Ferguson 
	Emergency Management Team Leader

	Ponce Duran
	Executive Oversight

	Espie Randolph
	Field Services Emergency Management

	Russell Etzenhouser
	Camps

	Don Burke
	Finance

	Patrick Wedding
	Crisis Communications

	Michael Hunt
	Support

	Travis Taber
	Support

	Steve Sawyer
	Support

	Dick Cocoran
	Emergency Coordinator (Corp)

	Phil Auguburger
	Emergency Coordinator (Camp Wisdom)

	David Carson
	Emergency Coordinator (Camp James Ray)

	Roy Cassel
	Emergency Coordinator (Camp Cements Scout Ranch)

	Bruce Cutting
	Emergency Coordinator (Camp Constantin)

	Steve Sawyer
	Emergency Coordinator (Sherman Office)

	Dick Corcoran
	Emergency Coordinator (Collin County Satellite)

	Will Tigard
	Scout Shop Territory Manager

	
	

	
	

	
	

	
	

	
	

	

	
	


V. Business Unit Planning

A. Business Unit (BU)

A Business Unit (BU) is defined as a group of people who provide services internally or externally to or for the benefit of the Circle Ten Council. BU’s are responsible for documenting ALL of their functions and communicating their resource needs via a Business Unit Plan. 

B. Business Unit Emergency Coordinator 

Each BU will have an Emergency Coordinator and Backup assigned to manage the Business Continuity responsibilities within their unit.  This management level employee will be responsible for creating, and maintaining their business unit’s plan. 

a. Business Unit Plans are the corner stone of the program and as such, the planning process is continuous and must be addressed as such.  Plans should be updated and always maintained with current business practices.  

a. The EMT must approve all plans.

VI. Emergency or Disaster Declaration

A. Initial Event Notification 

ALL potential business interruptions should be reported immediately to the Council Office, regardless of the size or scope.  Based on the size and scope the Director of Emergency Management or designee will make the decision to convene the EMT.

B. Assessment 

Once notified of a potential interruption, the Director of Emergency Management or designee will make a brief assessment and if warranted convene all or a portion of the EMT to update and discuss the potential for plan activation.  If an interruption has already occurred, the EMT will set the disaster level and formally activate the plan.  

C. Plan Activation 

Based on the level of the emergency or disaster the EMT will relocate immediately to the appropriate Emergency Operations Center and begin the notification process.

Notification Responsibility:

1. Director of Emergency Management or designee Notifies:

EMT Members

2. EMT Notifies:   

Executive Management

Business Unit Emergency Coordinators
VII. Alternate Site Requirements

Business Units will be assigned alternate sites in the event of emergencies or disasters based on criticality.  Only business units with the highest levels of criticality will be pre-assigned to these facilities.  Business units with critical or important functions in their plan will be assigned to an alternate site.  Pre assigned alternate sites are designated in each location’s BCP.

VIII. Third Party Services and Contracts

When using third parties for services or products, it is important to consider Business Continuity.  It is the responsibility of EMT to review third-party contracts based on the information below:

1. Does the Contract provide a product or service that allows a critical or important function to be completed on a daily basis?

2. Does the contract provide a product or service that only exists as a back up to an existing critical or important business function?

3. If the vendor experiences an emergency or disaster will it cause an emergency or disaster within the Council?

A. Contract Review

In addition to the above considerations, all contracts should be reviewed to ensure that vendors remain prepared for emergencies or disasters that could impact the Company.

B. Contract Review Documentation

All Plans with vendors that are required to perform critical or important functions must list the following information in their plan:

1. Criticality of Function Supported by the Vendor

2. Acknowledgment of contract review to ensure compliance with        applicable Business Continuity Policy and procedures.
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