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Finance Department 

PURPOSE 

The purpose of this section is to establish guidelines and assign responsibilities for emergency payroll 
and procurement of goods and services needed by various departments, during a critical incident or 
disaster, pursuant to the authorities granted to incorporated municipalities under Chapter 252, Florida 
Statutes, and pursuant to City of New Port Richey Municipal Code of Ordinances, a Declaration of 
Local State of Emergency may be issued. The methodology will be compliant with Pasco County, the 
State of Florida and the Federal government requirements to facilitate maximum opportunity for 
federal claim reimbursement. 

 
Responsible for financial managements operations 
 
The Finance Department shall be responsible for the financial management operations. It is the 
responsibility of the Finance Department to document and track all disaster related expenditures for 
the purpose of financial reimbursement. 
 
The Finance Department monitors expenditures to ensure that statutory rules that apply are met. 
In particular, the City must meet all requirements related to the Robert T. Stafford Act as 
administered by the Federal Emergency Management Agency (FEMA). 
 
This department monitors all sources of funds, tracks and reports to Incident Command the financial 
“burn rate” as the incident progresses. This allows Incident Command to forecast the need for 
additional funds before operations are affected negatively. This is particularly important if significant 
operational assets are under contract from the private sector. 
 
The Finance Department must provide cost analysis data for the incident. It ensures that equipment 
and personnel for which payment is required are properly identified, obtain and record all cost 
data, and analyze and prepare estimates of incident costs. 

With the assistance of other departments, the Finance Department will ensure proper daily recording 
of personnel time and equipment usage time as they are related to the individual mission task in 
accordance with the Finance and administration emergency policies. Personnel time records will be 
collected and processed for each operational period, as appropriate. These records must be 
completed using the ICS 214 Unit Log and turned in daily with the supervisor’s signature. Finance 
ensures that the information has been verified, checked for accuracy, and posted according to 
existing policies. Excess hours worked must also be determined, for which separate logs must be 
maintained. 
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PERSONAL READINESS PLAN 

During the hurricane season (June 1st through November 30th) all Finance personnel shall maintain a 
keen awareness of the tropical storm situation in the Atlantic and the Caribbean. As storms develop 
and move in a potentially threatening course, we must all be prepared to take whatever actions that 
will be necessary if our area is impacted. As soon as a "Hurricane Watch" is issued for our area by the 
National Weather Service, all Finance personnel shall immediately initiate their "personal readiness 
plans". These plans should include everything that must be done, in advance, that will ensure the 
safety of the employee’s family and possessions while he or she is away at work helping the 
community. 

RECALL 
 

In the event of an emergency, the Finance Director will arrange for adequate staffing in the absence 
of permanent staff. Depending on the severity level of the event, all employees, unless exempted, 
may be required to report to work at the off-site location and assigned duties as needed. 

 
Each Department Director, or his/her designee, shall maintain a confidential personal contact list and 
update this list prior to the beginning of each hurricane season. 

 
RESPONSIBILITIES OF PERSONNEL 

 
The Finance Director and the Finance Department will conduct the following tasks: 

 monitor and track all disaster response and recovery related expenditure, including 
personnel time and equipment in accordance with FEMA guidelines, 

 maintain accurate tracking and documentation of acquired, leased, and mutual aid 
equipment, supplies, and personnel, 

 supply emergency funds to the incident command, 
 provide regular status update to the Incident Commander for the status of financial 

resources, expenditures, and departments, 
 provide technical assistance related to emergency purchasing procedures, and FEMA 

reimbursement requirements, and 
 provide input in the development of Incident Action Plans and assist in long-term recovery 

planning. 

 
An assigned staff person of the Finance Department will conduct the following tasks for contracted 
services: 

 coordinate plans and supply sources, 
 prepare and authorize contracts and agreements, 
 interpret contracts and agreements; resolve disputes within delegated authority, 
 establish contracts and agreements with supply vendors, 
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 complete final processing of contracts and send documents for payment, and 
 briefs Finance Director on current problems, recommendations, outstanding issues, and 

follow-up requirements. 
 

STAGES OF PREPAREDNESS - Pre-Event, Event, Post -Event Pre-Event 

The City will finance the immediate emergency response and recovery operations required by an 
event from the available funds within the current budget. In the event that the City qualifies for a 
federal disaster declaration which includes public assistance funds, the City will request post- disaster 
reimbursement for eligible expenditures. 

When a critical incident or disaster strikes, the City will declare a Local State of Emergency and will 
suspend its purchasing policies and procedures. By the authority of Florida Statute 252.31-91 and local 
ordinance, emergency purchasing procedures come into effect. Prudent and sound business 
practices will be observed to the greatest extent possible during a critical incident or emergency 
situation. 

The City may establish disaster accounts which may be funded to a level approved by the City Council. 
Sub-accounts will be established to reflect the reimbursement categories established by the FEMA 
Public Assistance program for the following activities: 

a. Debris removal 
b. Protective measures 
c. Roads, signs and bridges 
d. Water control facilities 
e. Buildings and equipment 
f. Public utilities 
g. Parks, recreation, and other 

 
This disaster account may be utilized during critical incidents and disasters by the City Manager, as 
authorized by the City Council. This fund shall be used to cover expenditures that affect departmental 
operations city wide. 

As necessary, following activation of the EOP, the Finance Department will be responsible for 
providing any additional information or guidance regarding financial documentation requirements. 

When normal purchasing and contracting rules are suspended, it is incumbent upon the Incident 
Commander to advise City employees of the rules that are in effect for emergency purchasing and 
contracting. 

Cash on Hand: On or about June 1st (start of hurricane season) a check request payable to Petty Cash 
will be prepared in the amount of $10,000 by the Finance Department. The request will be 
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coded to Petty Cash – Disaster (a balance sheet account) and logged on a Petty Cash Audit Control 
Form. The cash will be stored in 10 envelopes, each containing $1,000 (subject to the Finance 
Department Petty Cash Audit Procedures, including Log in Receipt and Record Procedures) and placed 
in the Finance Department safe. 72 hours prior to an event the envelopes will be transferred to a safe 
at the Recreation Center. A receipt book should be included in each envelope and transported to the 
designated command center for emergency purchases. A designated person and one backup person 
will be assigned to handle all cash receipts. 

 An itemized list should be presented, and cash signed for. 
 After purchase has been made, the receipt and any change should be turned in. 
 Account information for the purchase should be addressed at this time. 

 
On December 1st (post hurricane season) the cash is to be redeposited into the City’  s general 
obligations checking account. 

Petty Cash Procedures: The following is a complete list of the custodians of Petty Cash Funds, their 
home departments and the amount of the fund: 

 
In the event of an emergency or disaster, secure your petty cash. If you do not feel that you have a place to 
secure it for several days; place it and any receipts in a locked bag or box. If you do not have either, 
place in a sealed container, clearly identify your department and turn your petty cash into the Finance 
Department, who will in turn place your package in the safe. If the Finance Department safe is or 
becomes inaccessible the contents will be transferred to the Recreation and Aquatic Center safe. 

 
Hurricane Threat: Over 72 hours out Methods for Emergency Purchases 

 
At least 72 hours prior to when a disaster is expected to strike, the Finance Department personnel will 
communicate  with departments  to determine that adequate supplies are available to 
immediately address the current incident objectives. The Finance Department evaluates City resource 
inventories to determine if goods are available in City warehouses or other inventories available to the 
City before attempting to purchase the goods from a vendor. 

Purchase Orders: If the resource is available from an approved vendor, a manual or system emergency 
purchase order will be issued. Manual purchase orders should be converted to system purchase orders 
when the system becomes operational. A manual or system emergency purchase order 

Custodian Department Amount 
Billing & Collection Supervisor Billing & Collection $175.00 
Administrative Office Assistant Recreation $175.00 
Administrative Office Manager Police Department $175.00 
Senior Administrative Assistant Library $175.00 
Senior Administrative Office Manager Public Works $175.00 
Senior Administrative Assistant Fire Department $175.00 
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must be authorized by the City Manager or Finance Director before the supplier/vendor/contractor 
delivers the goods or performs the service. 

Credit Cards: City issued P-Cards and store specific credit cards (i.e. Sam’s Club) are controlled 
and issued by the City’s Finance Department. Cards are issued to named individuals previously 
approved by the City Manager. At least 72 hours prior to an expected disaster, P-card limits will be 
increased as deemed necessary up to $20,000 to accommodate emergency purchases. 

Please note that if electricity is not an issue and the vendor is able to access approval, purchasing cards 
are held by most key personnel for approved purchases and by Purchasing and Finance if the purchase 
exceeds set limits. We also have a number of vendors within house accounts or that are able to invoice 
us, that we can requisition or charge after the emergency passes. 

The City’s Purchasing Policy provides authority to the City Council or City Manager to waive the 
competitive bidding process under certain circumstances. Furthermore, it allows exemptions from 
bidding for purchases arising out of or because of emergencies in which quick action is necessitated. If 
the exemptions in this department are invoked, a written determination of the basis for the emergency 
and for the selection of the particular contractor or vendor shall be included in the contract file. As 
soon as practicable, a record of each emergency procurement shall document the following on an 
Emergency Procurement Form (Attachment 1): 

 Contractor’s name, 
 Amount and type of the contract, 
 A listing of the item(s) procured under the contract, and 
 The identification number of the contract file. 

Payroll: In the event of a storm that impedes normal operations, the City will process payroll through 
one of the following methods: 

1. Initiate the ACH file before the impending storm by entering a future date. 

2. Issue paper checks. 

3. Initiate the file from a template through a mobile device. 

Hurricane Watch: 36-48 hours out 
 

Secure office. 
• Secure vault or relocate cash drawers, deposits and petty cash to another undamaged city 

facility or to a secure off-site location for safekeeping. 
• Computers and other electronic equipment should be secured per standard instructions 

provided by Technology Solutions. 
• Examine any legal document files and secure or relocate to alternate site. 
• Examine other files, documents, equipment and supplies and protect or relocate to another 

undamaged city facility or to a secure off-site location for safekeeping. 
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Collect necessary materials for continued operation at off-site location. 
• Operational equipment, such as computers, printers, calculators, payment validators, 

phones, etc. 
• Office Supplies, including writing tablets, pencils, pens, adding machine tapes, file folders, 

MICR Toner for checks, payment stubs, printed cash receipts, bank deposit slips, bank bags, 
etc. 

• Supply of Accounts Payable and Payroll checks and manual purchase order forms. 
• Copies of forms or originals to make copies. 
• Applicable reports and listings. 

Hurricane Warning: 24-36 hours out 

• Technology Solutions to transfer backup media set to predetermined offsite location 
and/or send with city representatives in a location outside of the potential cone. 

 
Event (During a storm) 

 
 

Post-Event 
 

Documentation of Personnel in Emergency Operations 

Personnel utilized in Emergency Operations will keep detailed time sheets with their dates, times, and 
duties performed during Emergency Operations. Again, these records must be completed using the ICS 
214 Unit Log and turned in daily with the supervisor’s signature. 

Final Disposition of Financial Documentation 

The Finance Director shall be the person responsible for the final disposition of the documentation 
gathered under conditions of both presidentially-declared disasters and non-declared critical incidents 
and disasters. The final format will be hard-copy documentation with electronic copy back-up and 
the archives will be stored for a minimum of 5 years from the date of final payment from FEMA, in the 
Finance Department’s office. The documentation will be provided to Pasco County and/or the State 
of Florida as requested in the format requested within an acceptable and customary time. 

Post Disaster Procedures – Applies to Accounting & Budgeting and Billing & Collection 

Assess the damage. 
• If possible, have Technology Solutions personnel assess the type and extent of damage to 

the equipment and/or communications network. 
• If possible, have Finance staff from Accounting & Budgeting and Billing & Collections or other 

City personnel assess damage to vaults, files, office furniture and equipment. 
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Replacement or repairs of office equipment. 
• Notify vendors to repair or replace damaged equipment. 
• Damage to hardware or software to be handled by Technology Solutions personnel or 

refer to backup procedures in the Technology Solutions Disaster Recovery Plan. 
• Determine continued operations capabilities. 
• Assess site for possible continued operations or need for temporary relocation. 
• If needed, establish a temporary operations site in another city facility or other secure location. 

 
Restoration of service. 

• The Accounting & Budgeting and Billing & Collection personnel will work in conjunction with all 
appropriate vendors and other departments to reestablish service at this or another designated 
facility. 

• Contact Human Resources and notify them of the equipment and furniture, etc. that has been 
damaged or destroyed. 

• Solicit the assistance of the Human Resources Director in completing appropriate insurance 
claim forms for submittal to the City’s insurance carrier. 
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Public Works Department 
 
FACILITIES MAINTENANCE DIVISION 
PURPOSE 
In the event of a natural disaster such as a hurricane, the City’s Facilities Maintenance Division’s 
specific goal is to accomplish relief in the event of a catastrophic occurrence. The divisions main duties 
may include, but are not limited to: 

• Assessing all Facilities for weathering of a disaster 
• Assist with other divisions of the Public Works Department 
• Assist with the operation of the shelter for City Employees and their families 
• Document all expenses to ensure recovery of funds expended 
 

PERSONAL READINESS PLAN 
During the hurricane season (June 1st through November 30th) all personnel shall maintain a keen 
awareness of the tropical storm situation in the Atlantic and the Caribbean, as well as all other areas 
where weather could pose as a threat to our region. All personnel shall keep themselves up to date 
of the “Introduction Section” of the City’s Disaster Plan.  
 
As storms develop and move in a potentially threatening course we must all be prepared to take 
whatever actions that will be necessary if our area is impacted. As soon as a "Hurricane Watch" is 
issued for our area by the National Weather Service; all Public Works Department personnel shall 
immediately initiate their "personal readiness plans". These plans should include everything that 
must be done, in advance, that will ensure the safety of the employee’s family and possessions while 
he or she is away at work helping the community.  

RECALL 
In times of a catastrophic disaster, all Public Works Department employees are considered essential 
and need to be in a ready status when called upon to come in to work. The call back of personnel 
shall be based on the expected storm category at landfall. The process of calling personnel back to 
work will be accomplished by either calling personnel directly utilizing cell phones or through listed 
secondary contact.  
 
This process shall allow sufficient time for personnel to provide for the security of their families and 
pets, work during the storm activity, and during the recovery phase without fatigue. The call back of 
personnel may be altered so that those employees that live in the areas expected to be the least 
affected are recalled first. All employees that report to the Public Works Operations Center shall bring 
at least three days of supplies for themselves and their families.  Please note Disaster Plan Appendices 
Section Shelter Locations and Shelter “What to Bring” Detail List for detail information. 
 
Each Department Director or his/her designee shall maintain a confidential personal contact list and 
update this list prior to the beginning of each hurricane season.  
 
All vacation, holiday, personal and compensatory leave shall be cancelled unless the employee is 
physically out of the state/area and return is not feasible. The Incident Commander may waive this 
requirement in cases of personal hardship.  
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RESPONSIBILITIES OF PERSONNEL 
Hurricane Recovery Operations begin with the Initial Response phase.  During Initial Response, the 
Administrative Section works with all departments to insure that record tracking is occurring for 
disaster funding assistance.  This includes documenting on FEMA Forms. 
 
New Port Richey EOC:    
Upon readiness of Teams the Facilities Maintenance Field Supervisor will report to the Public Works 
Director or his/her designee and await job assignments. 

• Depending on implementing activation of emergency shelter for City employees and their 
immediate families, designated division employees will make contact with Facilities 
Maintenance Field Supervisor to be informed of assigned location. 

o Designated division employees assigned to the Recreation and Aquatic Center (RAC) 
will be assigned to the RAC.  

o Designated division employee assigned to the Police Department will be assigned to 
the Police Department 

o Designated division employees assigned to Library and City Hall will contact Facilities 
Maintenance Field Supervisor to request assigned location. 

• Team #1 will consist of one (1) designated division employee with a service truck and report 
to the staging area at the New Port Richey Public Works Operations Center. UNLESS 
OTHERWISE ASSIGNED. 

• Team #2 will consist of one (1) designated division employee with a service ruck and report 
to the staging area at the New Port Richey Public Works Operations Center. UNLESS 
OTHERWISE ASSIGNED. 

 
STAGES OF PREPAREDNESS Pre-Event, Event, and Post-Event 
 
PRE-EVENT 
Hurricane Threat over 72 hours out 
Due to the uncertainty of hurricanes and their anticipated landfall, situations may arise requiring 
employees to be placed on stand-by for extended periods of time. 

• Employees will be notified of upcoming storm event and what is expected of them.  
• Record any changes of addresses and telephone numbers of employees during emergency 

and update as necessary. 
 
Hurricane Watch 36-48 hours out 
Upon advance warning that an emergency condition may be forthcoming, all Public Works personnel 
will be subject to call.   

• Retain FEMA ICS214 folders at the front office. Folder for each vehicle and heavy equipment. 
• Video record all City facilities inside and outside of each building. 
• Secure all loose objects in the area to prevent wind damage. 
• Pick up all trash cans and other loose objects that could become airborne and place in storage 

rooms. 
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• Fuel all trucks, tractors, generators, gas operated tools, gas containers, etc.  
• Sharpen all chain saw blades/One (1) spare chain should be included for each chain saw in 

inventory. 
• Secure adequate supply of emergency recovery equipment.  (e.g. batteries, lights, gloves, bug 

spray, first aid kits, garbage bags, etc.)  
• Computers and equipment will be raised off the floor and moved into an interior, windowless 

room if available and wrapped in plastic and secured with duct tape or the equivalence. 
• Other appropriate measures as necessary.  (Move equipment, backhoes, saws, etc. to staging 

areas.) 
• Employees authorized to take assigned vehicles home as follows:  

o Facilities Maintenance Field Supervisor 

 
Hurricane Warning 24-36 hours out 
Upon announcement of emergency status, the Facilities Maintenance Field Supervisor shall proceed 
to the Public works Operations Center or other location as circumstances may warrant and establish 
communication with the Public Works Director or his/her designee. 

• Close all Buildings to the public. 
• Install plywood on all windows if possible. 
• Secure all objects which are movable. 
• Close all security gates. 
• Turn all power off at the main breaker at facilities where no personnel may be on-site. 
• Review all procedures and expectations with employees. 

 
CEASE EMERGENCY ACTIVITY ORDER 
As hurricane conditions intensify, a time will come when further outside operations will become too 
dangerous to continue. While, historically, this has been an arbitrary point, the decision should be 
based on wind speed, visibility, flooding, access, and any other conditions that can compromise the 
safety of essential personnel.  The Public Works Director or his/her designee has determined that the 
wind speed that will be considered as the benchmark for ceasing outside operations shall be 
sustained winds of 40 mph.  The Public Works Director or his/her designee shall be responsible for 
issuing the Cease Emergency Activity order.   
 
Upon the receipt of a Cease Emergency Activity order, Public Works Department personnel shall 
terminate outside activities and return to their designated quarters or assigned staging area. Once all 
essential personnel and vehicles have returned to the designated location, all overhead doors shall 
be properly secured. 
 
The Public Works Director or his/her designee will monitor the changes in hurricane conditions and 
will decide when outside operations may resume. Upon direction by the Public Works Director or 
his/her designee, the Division heads in charge shall issue a “Resume Emergency Activity” order. If the 
communication system has failed it is the Division heads responsibility to ensure that this order is 
disseminated to all personnel. 
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EVENT (During the Storm) 
After receiving the “Cease Activity order” all fire department personnel shall return to their respective 
safe shelter locations. (As assigned at the pre-event stage)  

• Ensure that all supplies are restocked and readied prior to going back out to perform life 
safety, hazard mitigation objectives. 

• Take advantage of down time to get necessary rest.  
• Review standing orders for your assigned TASK Force group. 
• Provide assistance in the shelter at the Public Works Operations Center or staging area for 

task forces. 
o Clean restrooms and facility 
o Cook food if needed 

 
POST-EVENT 

• All employees will report to the Public Works Operations Center, if not already there, as 
soon as possible. 

• Report to the emergency management coordinator for assignments to critical areas and 
other departments. 
o Police Department 
o Fire Department 
o Building Security (i.e. boarding up broken windows etc.) 

• Retain FEMA ICS214 folders for each vehicle located at the front office. 
• Access damages to all Parks & facilities grounds and complete reports. 
• When all vital operations areas in the City are functioning normally, all staff would then 

return to normal job responsibilities to begin debris removal in the Parks in order to return 
to normal operations. 
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                                                                      Public Works Department  
 
STREETS & R.O.W./STORMWATER DIVISIONS  
PURPOSE  
In the event of a natural disaster such as a hurricane, the Streets and Right of Way/Stormwater Utility 
Divisions primary functions are to maintain safe passage on all City streets. The divisions main duties 
may include, but are not limited to:  

• Checking all major streets in the City, clearing debris as necessary and barricading flooded 
streets that would be hazardous to vehicle traffic.  

• Checking and maintain all detention and retention ponds. Along with stormwater drainage 
pipes along City streets. 

• Maintaining radio contact with field and dispatch personnel.  
• Maintaining the integrity of the Public Works Operation Center and Fleet 

Maintenance/Warehouse Complex and performing emergency repairs as needed.  
o A secondary function of the Street Division is to provide assistance (manpower, 

vehicles, equipment, etc.) and to maintain the health, safety and welfare of the 
citizens of New Port Richey in whatever capacity possible under the direction of the 
Public Works Director or his/her designee.  

• Document all expenses to ensure recovery of funds expended 
 

 
PERSONAL READINESS PLAN  
During the hurricane season (June 1st through November 30th) all personnel shall maintain a keen 
awareness of the tropical storm situation in the Atlantic and the Caribbean, as well as all other areas 
where weather could pose as a threat to our region. All personnel shall keep themselves up to date 
of the “Introduction Section” of the City’s Disaster Plan.  
 
As storms develop and move in a potentially threatening course we must all be prepared to take 
whatever actions that will be necessary if our area is impacted. As soon as a "Hurricane Watch" is 
issued for our area by the National Weather Service; all Public Works Department personnel shall 
immediately initiate their "personal readiness plans". These plans should include everything that 
must be done, in advance, that will ensure the safety of the employee’s family and possessions while 
he or she is away at work helping the community.  

 
RECALL  
In times of a catastrophic disaster, all Public Works Department employees are considered essential 
and need to be in a ready status when called upon to come in to work. The call back of personnel 
shall be based on the expected storm category at landfall. The process of calling personnel back to 
work will be accomplished by either calling personnel directly utilizing cell phones or through listed 
secondary contact. This process shall allow sufficient time for personnel to provide for the security of 
their families and pets, work during the storm activity, and during the recovery phase without fatigue. 
The call back of personnel may be altered so that those employees that live in the areas expected to 
be the least affected are recalled first. Each Department Director or his/her designee shall maintain 
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a confidential personal contact list and update this list prior to the beginning of each hurricane 
season.  
 
Other staff (depending on your department) shall also be required to report for duty at the discretion 
of the Department Director or his/her designee. All staff may be asked to work outside of their 
normally assigned duties in order to meet the overall goals of the City. (On a case by case basis)  
 
All vacation, holiday, personal and compensatory leave shall be cancelled unless the employee is 
physically out of the state/area and return is not feasible. The Incident Commander may waive this 
requirement in cases of personal hardship.  
 
RESPONSIBILITIES OF PERSONNEL  
Hurricane Recovery Operations begin with the Initial Response phase. During Initial Response, the 
Administrative Section works with all departments to insure that record tracking is occurring for 
disaster funding assistance. This includes documenting on FEMA Forms. 
 
New Port Richey EOC: With personnel from both Streets & ROW and Stormwater divisions. 

• Team #1 will consist of two (2) designated Stormwater Divisions employees with the 
appropriate storm drain clearing equipment and/or vehicles and report to staging area at the 
New Port Richey Public Works Operations Center UNLESS OTHERWISE ASSIGNED.  

• Team #2 will consist of (1) Signs & Markings Traffic Tech and (1) designated division employee 
with a service utility vehicle and report to staging area at the New Port Richey Public Works 
Operations Center UNLESS OTHERWISE ASSIGNED.  

• Team #3 will consist of (1) Equipment Operator (1) designated division employee with the 
appropriate road clearing equipment and/or vehicles and report to staging area at the New 
Port Richey Public Works Operations Center UNLESS OTHERWISE ASSIGNED. 

• Team #4 will consist of (1) Equipment Operator (1) designated division employee with the 
appropriate road clearing equipment and vehicles and report to staging area at the New Port 
Richey Public Works Operations Center UNLESS OTHERWISE ASSIGNED. 

• Remaining personnel will be alternate members of the teams when necessary. 
o Alternate team members will make themselves available to take place of primary team 

members who are taking a rest break. 
 
STAGES OF PREPAREDNESS, Pre-Event, Event, Post -Event  
 
PRE-EVENT  
Hurricane Threat over 72 hours out  
Due to the uncertainty of hurricanes and their anticipated landfall, situations may arise requiring 
employees to be placed on stand-by for extended periods of time.  

• Employees will be notified of upcoming storm event and what is expected of them. 
• Streets & ROW/Stormwater division personnel will begin implementing the sand bag location 

and obtaining an abundance amount of sand and sand bags. 

 
Hurricane Watch 36-48 hours out  
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Upon advance warning that an emergency condition may be forthcoming all Public Works personnel 
will be subject to call.  

• Retain FEMA ICS214 folders at the front office. Folder for each vehicle and heavy equipment. 
• Removal of all items not bolted down at the Public Works Operations Center.  
• Barricade supply – check to ensure adequate inventory of barricades.  
• Maintain and have readily available any small equipment used in emergency situations.  
• Stand-by power generating equipment checked and has adequate fuel available on site.  
• Remove debris from CDS units throughout the City.  
• Visit detention ponds through the city to inspect if the need to lower existing water levels. 
• Transport large pumps to required repetitive locations where detention ponds will be 

expected to be lowered.  
• Fuel tanks of all motorized vehicles and heavy equipment as well as reserve cans of diesel and 

gas filled.  
• Adequate supply of emergency material (e.g. batteries, flashlights, barricades to block streets, 

fallen trees, power lines & street flooding, etc.) stocked and available.  
• Adequate supply of repair parts accessible.  
• Emergency plans reviewed with key personnel in order to facilitate quick response during 

enactment of emergency procedures.  
• Any changes of addresses and telephone numbers of employees during emergency recorded 

and updated as necessary.  
• Computers and equipment will be raised off the floor and moved into an interior, windowless 

room if available and wrapped in plastic and secured with duct tape or the equivalence.  
• Other appropriate measures as necessary. (Move equipment, backhoes, saws, etc. to staging 

areas.)  
• Employees authorized to take assigned vehicles home as follows:  

o Streets & ROW/Stormwater Field Supervisor 
o On-Call Employee  

 
Hurricane Warning 24-36 hours out  
Upon announcement of emergency status, the Street and Right of Way/Stormwater Utility Division 
Field Supervisor shall proceed to the Public Works Operations Center or other locations as 
circumstances may warrant and establish communication with the Public Works Director or his/her 
designee.  

• Responsible for complete control of Street and Right of Way/Stormwater Utility operations 
while under the direct supervision of the Public Works Director or his/her designee.  

• Has authority to implement emergency procedures on City streets as necessary or directed 
by the Public Works Director or his/her designee.  

• Maintains information on status of all available resources.  
• Coordinates stormwater maintenance street maintenance and crew dispatching.  
• Establishes street and R.O.W. surveillance for potential damage and flooding or equipment 

failures and takes corrective action.  
• As necessary, maintains communication with the appropriate governmental agencies 

regarding implementation of emergency procedures.  
• Serve as communications liaison between City residents and field operations in order to 

maintain control of the operation and maintenance of City streets.  
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CEASE EMERGENCY ACTIVITY ORDER  
As hurricane conditions intensify, a time will come when further outside operations will become too 
dangerous to continue. While, historically, this has been an arbitrary point, the decision should be 
based on wind speed, visibility, flooding, access, and any other conditions that can compromise the 
safety of essential personnel. The Public Works Director or his/her designee has determined that the 
wind speed that will be considered as the benchmark for ceasing outside operations shall be 
sustained winds of 40 mph. The Public Works Director or his/her designee shall be responsible for 
issuing the Cease Emergency Activity order.  
 
Upon the receipt of a Cease Emergency Activity order, Public Works Department personnel shall 
terminate outside activities and return to their designated quarters or assigned staging area.  
Once all essential personnel and vehicles have returned to the designated location, all overhead 
doors shall be properly secured.  
 
The Public Works Director or his/her designee will monitor the changes in hurricane conditions and 
will decide when outside operations may resume. Upon direction by the Public Works Director or 
his/her designee or the Division heads in charge shall issue a “Resume Emergency Activity” order. If 
the communication system has failed it is the Division heads responsibility to ensure that this order 
is disseminated to all personnel.  
 
EVENT (During the Storm)  
After receiving the “Cease Activity order” all Public Works department personnel shall return to their 
respective safe shelter locations. (As assigned at the pre-event stage)  

• Ensure that all supplies are restocked and readied prior to going back out to perform life 
safety, hazard mitigation objectives.  

• Take advantage of down time to get necessary rest.  
• Review standing orders for your assigned TASK Force group.  

 
POST-EVENT  

• Upon curtailment of emergency conditions, the Streets & Right of Way/Stormwater Field 
Supervisor will be responsible for returning the operation of the Streets & ROW / Stormwater 
Division to normal status.  

• As conditions permit, oversee replacement of temporary repairs made during the emergency 
with permanent installations.  
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Public Works Department 
 
WASTEWATER TREATMENT DIVISION 
PURPOSE 
In the event of a natural disaster such as a hurricane, the Wastewater Treatment Divisions Primary 
function is to maintain a safe and adequate wastewater treatment.  This will be accomplished, to the 
greatest extent possible, by:  

• Maintaining the integrity of the Wastewater treatment. 
• Maintaining the Wastewater treatment process. 
• Performing emergency repairs as needed. 

o A secondary function of the Wastewater Treatment Division is to provide assistance 
(manpower, vehicles, equipment, etc.) to maintain the health, safety and welfare of the 
citizens of New Port Richey in whatever capacity possible under the direction of the Public 
Works Director and his/her designee. 

• Document all expenses to ensure recovery of funds expended 
 
PERSONAL READINESS PLAN 
During the hurricane season (June 1st through November 30th) all personnel shall maintain a keen 
awareness of the tropical storm situation in the Atlantic and the Caribbean, as well as all other areas 
where weather could pose as a threat to our region. All personnel shall keep themselves up to date 
of the “Introduction Section” of the City’s Disaster Plan.  
 
As storms develop and move in a potentially threatening course we must all be prepared to take 
whatever actions that will be necessary if our area is impacted. As soon as a "Hurricane Watch" is 
issued for our area by the National Weather Service; all Public Works Department personnel shall 
immediately initiate their "personal readiness plans". These plans should include everything that 
must be done, in advance, that will ensure the safety of the employee’s family and possessions while 
he or she is away at work helping the community.  

RECALL 
In times of a catastrophic disaster, all Public Works Department employees are considered essential 
and need to be in a ready status when called upon to come in to work. The call back of personnel 
shall be based on the expected storm category at landfall. The process of calling personnel back to 
work will be accomplished by either calling personnel directly utilizing cell phones or through listed 
secondary contact. This process shall allow sufficient time for personnel to provide for the security of 
their families and pets, work during the storm activity, and during the recovery phase without fatigue. 
The call back of personnel may be altered so that those employees that live in the areas expected to 
be the least affected are recalled first. Each Department Director or his/her designee shall maintain 
a confidential personal contact list and update this list prior to the beginning of each hurricane 
season.  
 
Other staff (depending on your department) shall also be required to report for duty at the discretion 
of the Department Director or his/her designee. All staff may be asked to work outside of their 
normally assigned duties in order to meet the overall goals of the City. (On a case by case basis)  
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All vacation, holiday, personal and compensatory leave shall be cancelled unless the employee is 
physically out of the state/area and return is not feasible. The Incident Commander may waive this 
requirement in cases of personal hardship.  
 
RESPONSIBILITIES OF PERSONNEL 
Hurricane Recovery Operations begin with the Initial Response phase. During Initial Response, the 
Administrative Section works with all departments to insure that record tracking is occurring for 
disaster funding assistance. This includes documenting on FEMA Forms. 
 
New Port Richey EOC: 

• Team #1 will consist of Chief Operator and Maintenance Supervisor in an assigned service 
truck and report to Wastewater Treatment Plant UNLESS OTHERWISE ASSIGNED. 

• Team #2 will consist of the Lead Operator and Mechanic 2 in an assigned service truck and 
report to Wastewater Treatment Plant UNLESS OTHERWISE ASSIGNED. 

• Operations Manager will be in his assigned truck and report to Wastewater Treatment Plant 
UNLESS OTHERWISE ASSIGNED. 

• Remaining personnel will be alternate members of the teams when necessary. 
o Alternate team members will make themselves available to take place of primary 

team members who are taking a rest break. 
 
STAGES OF PREPAREDNESS, Pre-Event, Event, Post -Event 
 
PRE-EVENT 
Hurricane Threat over 72 hours out 
Due to the uncertainty of hurricanes and their anticipated landfall, situations may arise requiring 
employees to be placed on stand-by for extended periods of time. 

• Employees will be notified of upcoming storm event and what is expected of them. 
• Streets & ROW/Stormwater division personnel will begin implementing the sand bag location 

and obtaining an abundance amount of sand and sand bags. 

Hurricane Watch 36-48 hours out 
Upon advance warning that emergency condition may be forthcoming, the WPC/Reclaimed Water 
Operations Manager will authorize the following to be implemented: 

• Retain FEMA ICS214 folders at the front office of the Public Works Operations Center.  
• Removal of all items not bolted down from all platforms. 
• Chemical Supply – check to ensure inventory of full storage tanks.   
• Stand-by power generating equipment checked and has adequate fuel available on site. 
• Fuel tanks of all motorized vehicles and equipment as well as reserve cans of diesel and gas 

filled. 
• Adequate supply of emergency material (e.g. batteries, flashlights, barricades, etc.) stocked 

and available. 
• Adequate supply of repair parts accessible. 
• Emergency plans reviewed with key personnel in order to facilitate quick response during 

enactment of emergency procedures. 
• Any changes of addresses and telephone numbers of employees during emergency recorded 

and updated as necessary. 
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• Computers and equipment will be raised off the floor and moved into an interior, windowless 
room if available and wrapped in plastic and secured with duct tape or the equivalence  

• Other appropriate measures as necessary. (Move equipment, backhoes, saws, etc. to staging 
areas.) 

• Employees authorized to take assigned vehicles home as follows: 
o WPC/Reclaimed Water Operations Manager 
o Chief Operator 
o Lead Operator 
o Maintenance Supervisor 

 
Hurricane Warning 24-36 hours out 
Upon announcement of emergency status, WPC/Reclaimed Water Operations Manager, proceeds to 
the Wastewater Treatment Plant and establishes communication with the Public Works Director or 
his/her designee. 

• Is responsible for complete control of City Wastewater Treatment Plant while operating 
under the direct supervision of the Public Works Director or his/her designee. 

• Has authority to implement emergency procedures within the Wastewater Treatment 
Division as necessary. 

• Maintains information on status of all available resources. 
• Coordinates Wastewater Treatment Plant maintenance and crew dispatching. 
• Establishes Plant surveillance for potential damage or equipment failures and takes corrective 

action. 
• Notifies Florida Department of Environmental Protection (FDEP) engineer upon initiation of 

emergency procedures. 
• Upon announcement of emergency status, WWTP/Reclaimed Water Operations Manager will 

meet with Chief Operator, Maintenance Supervisor and Lead Operator to develop a plan of 
action. 

 
Plan of Action 
The plan of action will be based on best available reports. Response will be according to category 
level, anticipated storm surge and tide level. 

 
Category 1-2 or Storm Surge 4-5 Ft. 

• Fill all empty tanks to 50% full to prevent tank floating 
• Remove bar-screen, turn off grit system 
• Open pretreatment by-pass system 
• Turn off odor control system 
• Secure Caustic Tank 
• Install window shutters 
• Close all tank drains 
• Turn back lift station off 
• Move portable equipment and vehicles to the Public Works Operations Center for storage 
• Verify that all UPS units are fully functional 
• Put fourth clarifier on line 
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• Turn standby power generator to manual operation 
• Operations Manager, Chief Operator and Maintenance Supervisor will report to the Public 

Works Operations Center when sustained winds reach 40 mph or when a storm surge of over 
5 ft. is imminent. All other staff will retreat to a safe location and be available for post storm 
activities or report to other locations deemed necessary by the Public Works Director or 
his/her designee.  

 
Category 3 or Storm Surge 6-8 ft. 

• Fill all empty tanks to 50% full to prevent tank floating 
• Remove bar-screen, turn off grit system 
• Open pretreatment by-pass system 
• Turn off odor control system 
• Secure Caustic Tank 
• Install window shutters 
• Close all tank drains 
• Turn back lift station off 
• Move portable equipment and vehicles to the Public Works Operations Center for storage 
• Download all files to City server 
• Put fourth clarifier on line 
• Verify that all UPS units are fully functional 
• Turn standby power generator to manual operation 
• Turn aerators off to hold bio-mass for post storm plant start up 
• Operations Manager, Chief Operator and Maintenance Supervisor will report to the Public 

Works Operations Facility when sustained winds reach 40 mph or when a storm surge of over 
5 ft. is imminent. All other staff will retreat to a safe location and be available for post storm 
activities or report to other locations deemed necessary by the Public Works Director or 
his/her designee.  

 
Category 4-5 or Storm Surge 13-18+ ft. 

• Fill all empty tanks to 50% full to prevent tank floating 
• Remove bar-screen, turn off grit system 
• Open pretreatment by-pass system 
• Turn off odor control system 
• Secure Caustic Tank 
• Close all tank drains 
• Turn back lift station off 
• Move portable equipment and vehicles to the Public Works Operations Center for storage 
• Download all files to City server 
• Verify that all UPS units are fully functional 
• Put fourth clarifier on line 
 Turn off all incoming power 
 Bring effluent sampler into office building 
 Turn off generator 
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 Operations Manager, Chief Operator and Maintenance Supervisor will report to the Public 
Works Operations Center when sustained winds reach 40 mph or when a storm surge of over 
5 ft. is imminent. All other staff will retreat to a safe location and be available for post storm 
activities or report to other locations deemed necessary by the Public Works Director. 

 
CEASE EMERGENCY ACTIVITY ORDER 
As hurricane conditions intensify, a time will come when further outside operations will become too 
dangerous to continue. While, historically, this has been an arbitrary point, the decision should be 
based on wind speed, visibility, flooding, access, and any other conditions that can compromise the 
safety of essential personnel. The Public Works Director or his/her designee has determined that the 
wind speed that will be considered as the benchmark for ceasing outside operations shall be 
sustained winds of 40 mph. The Public Works Director or his/her designee shall be responsible for 
issuing the Cease Emergency Activity order.  
 
Upon the receipt of a Cease Emergency Activity order, Public Works Department personnel shall 
terminate outside activities and return to their designated quarters or assigned staging area.  
Once all essential personnel and vehicles have returned to the designated location, all overhead 
doors shall be properly secured.  
 
The Public Works Director or his/her designee will monitor the changes in hurricane conditions and 
will decide when outside operations may resume. Upon direction by the Public Works Director or 
his/her designee or the Division heads in charge shall issue a “Resume Emergency Activity” order. If 
the communication system has failed it is the Division heads responsibility to ensure that this order 
is disseminated to all personnel.  
 
EVENT (During the Storm) 

After receiving the “Cease Activity order” all fire department personnel shall return to their respective 
safe shelter locations. (As assigned at the pre-event stage)  

• Ensure that all supplies are restocked and readied prior to going back out to perform life 
safety, hazard mitigation objectives. 

• Take advantage of down time to get necessary rest.  
• Review standing orders for your assigned TASK Force group. 

 
POST-EVENT 

• Upon curtailment of emergency conditions, the WPC/Reclaimed Water Operations Manager 
will be responsible for returning the operation of the Wastewater Treatment Division to 
normal status and only the teams involved in restoring critical services and other as deemed 
necessary by the Supervisor will continue to work.   

• Team members not working at this time will be expected to check on their families and 
homes, and to get rest necessary to come back to relieve the remaining team members.  All 
divisional designated employees will be expected to work additional hours as necessary to 
restore wastewater services and to assist other departments as needed. 

• As conditions permit, oversee replacement of temporary repairs made during the emergency 
with permanent installations. 
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Public Works Department 
 
WATER DISTRIBUTION DIVISION 
PURPOSE 
In the event of a natural disaster such as a hurricane, the Water Distribution Division’s primary 
function is to maintain the Water Distribution System to the greatest extent possible, by: 

• Ensuring that water pressure is maintained to all fire hydrants. 
• Ensuring continuous water service to all Hospitals, Nursing Homes, and Evacuation Centers. 
• Maintaining water service to individual residences to the greatest extent possible and 

performing emergency repairs to the water distribution system as needed. 
o A secondary function of the Water Distribution Division is to provide assistance 

(manpower, vehicles, equipment, etc.) and to maintain the health, safety, and welfare of 
the citizens of New Port Richey in whatever capacity possible under the direction of the 
Public Works Director or his/her designee. 

• Document all expenses to ensure recovery of funds expended 
 
PERSONAL READINESS PLAN 
During the hurricane season (June 1st through November 30th) all personnel shall maintain a keen 
awareness of the tropical storm situation in the Atlantic and the Caribbean, as well as all other areas 
where weather could pose as a threat to our region. All personnel shall keep themselves up to date 
of the “Introduction Section” of the City’s Disaster Plan.  
 
As storms develop and move in a potentially threatening course we must all be prepared to take 
whatever actions that will be necessary if our area is impacted. As soon as a "Hurricane Watch" is 
issued for our area by the National Weather Service; all Public Works Department personnel shall 
immediately initiate their "personal readiness plans". These plans should include everything that 
must be done, in advance, that will ensure the safety of the employee’s family and possessions while 
he or she is away at work helping the community.  

 
RECALL 
In times of a catastrophic disaster, all Public Works Department employees are considered essential 
and need to be in a ready status when called upon to come in to work. The call back of personnel 
shall be based on the expected storm category at landfall. The process of calling personnel back to 
work will be accomplished by either calling personnel directly utilizing cell phones or through listed 
secondary contact.  
 
This process shall allow sufficient time for personnel to provide for the security of their families and 
pets, work during the storm activity, and during the recovery phase without fatigue. The call back of 
personnel may be altered so that those employees that live in the areas expected to be the least 
affected are recalled first. All employees that report to the Public Works Operations Center shall bring 
at least three days of supplies for themselves and their families.  Please note Disaster Plan Appendices 
Section Shelter Locations and Shelter “What to Bring” Detail List for detail information. 
 
Each Department Director or his/her designee shall maintain a confidential personal contact list and 
update this list prior to the beginning of each hurricane season.  
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All vacation, holiday, personal and compensatory leave shall be cancelled unless the employee is 
physically out of the state/area and return is not feasible. The Incident Commander may waive this 
requirement in cases of personal hardship.  
 
RESPONSIBILITIES OF PERSONNEL 
Hurricane Recovery Operations begin with the Initial Response phase.  During Initial Response, the 
Administrative Section works with all departments to insure that record tracking is occurring for 
disaster funding assistance.  This includes documenting on FEMA Forms. 
 
New Port Richey EOC:  
Upon readiness of Teams the Utilities Operations Manager will report to the Public Works Director 
or his/her designee and await job assignments. 

• Water Distribution Field Supervisor with their assigned vehicle will receive assignments once 
the Utilities Operations Manager makes his initial assessment of the water system. 

• Team #1 will consist of two (2) designated division employees with a utility service truck and 
report to staging area at the New Port Richey Public Works Operations Center UNLESS 
OTHERWISE ASSIGNED. 

• Team #2 will consist of two (2) designated division employees with a utility service truck and 
report to staging area at the New Port Richey Public Works Operations Center UNLESS 
OTHERWISE ASSIGNED. 

• Team #3 will consist of two (2) designated division employees with a utility service truck and 
report to staging area at the New Port Richey Public Works Operations Center UNLESS 
OTHERWISE ASSIGNED. 

• Remaining personnel will be alternate members of teams when necessary. 
o Alternate team members will make themselves available to take place of primary team 

members who are taking a rest break. 
Carry out functions of maintaining the City Water Distribution System as needed and instructed by 
supervisory and administrative staff. 
 
STAGES OF PREPAREDNESS, Pre-Event, Event, Post -Event 
 
PRE-EVENT 
Hurricane Threat over 72 hours out  
Due to the uncertainty of hurricanes and their anticipated landfall, situations may arise requiring 
employees to be placed on stand-by for extended periods of time. 

• Employees will be notified of upcoming storm event and what is expected of them.  
• Record any changes of addresses and telephone numbers of employees during emergency 

and update as necessary. 
 

Hurricane Watch 36-48 hours out 
Upon advance warning that an emergency condition may be forthcoming, all Public Works personnel 
will be subject to call.   

• Retain FEMA ICS214 folders at the front office. Folder for each vehicle and heavy equipment. 
• Securing all worksites so that no debris can be created from a project-in progress. 
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• Check fuel of all motorized vehicles and heavy equipment as well as reserve cans of diesel 
fuel and gasoline to be filled. 

• Stand-by power generating equipment and pumps checked and has adequate fuel available 
on site. 

• Adequate supply of emergency material (e.g. batteries, flashlights, barricades to block any 
emergency work area) stocked and available. 

• Adequate supply of repair parts accessible. 
• Emergency plans reviewed with key personnel in order to facilitate quick response during 

enactment of emergency procedures. 
• Any changes of addresses and telephone numbers of employees during emergency recorded 

and updated as necessary. 
• Computers and equipment will be raised off the floor and moved into an interior, windowless 

room in available and wrapped in plastic and secured with duct tape or the equivalence. 
• Other appropriate measures as necessary.  (Move equipment, backhoes, saws, etc. to staging 

areas.) 
• Employees authorized to take assigned vehicles home as follows: 

o Utilities Operations Manager 
o Water Distribution Field Supervisor 
o On-Call Employee  

 
Hurricane Warning 24-36 hours out 
Upon announcement of emergency status, the Utilities Operations Manager and Water Distribution 
Field Supervisor will proceed to the Public Works Operations Center or other location as 
circumstances may warrant, and establishes communication with the Public Works Director or 
his/her designee. 

• Is responsible for the complete control of Water Distribution System operations while under 
the direct supervision of the Public Works Director or his/her designee.  

• Has authority to implement emergency procedures as necessary to keep the Water 
Distribution System operating. 

• Maintains information on status of all available resources. 
• Coordinates Water Distribution maintenance and crew dispatching. 
• Establishes priorities of emergency repairs of Water Distribution System failures and takes 

corrective action. 
• Notifies Florida Department of Environmental Protection (FDEP) engineer upon initiation of 

emergency procedures. 
• Serve as communications liaison between the Sewer Collection division and Water 

Distribution division and field operations in order to maintain control of the operation and 
maintenance of Water Distribution System. 
 

CEASE EMERGENCY ACTIVITY ORDER 
As hurricane conditions intensify, a time will come when further outside operations will become too 
dangerous to continue. While, historically, this has been an arbitrary point, the decision should be 
based on wind speed, visibility, flooding, access, and any other conditions that can compromise the 
safety of essential personnel.  The Public Works Director or his/her designee has determined that the 
wind speed that will be considered as the benchmark for ceasing outside operations shall be 
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sustained winds of 40 mph.  The Public Works Director or his/her designee shall be responsible for 
issuing the Cease Emergency Activity order.   
 
Upon the receipt of a Cease Emergency Activity order, Public Works Department personnel shall 
terminate outside activities and return to their designated quarters or assigned staging area.  
Once all essential personnel and vehicles have returned to the designated location, all overhead 
doors shall be properly secured. 
 
The Public Works Director or his/her designee will monitor the changes in hurricane conditions and 
will decide when outside operations may resume. Upon direction by the Public Works Director or 
his/her designee, the Division heads in charge shall issue a “Resume Emergency Activity” order. If the 
communication system has failed it is the Division heads responsibility to ensure that this order is 
disseminated to all personnel. 
 
EVENT (During the Storm) 

After receiving the “Cease Activity order” all Public Works Department personnel shall return to their 
respective safe shelter locations. (As assigned at the pre-event stage)  

• Ensure that all supplies are restocked and readied prior to going back out to perform life 
safety, hazard mitigation objectives. 

• Take advantage of down time to get necessary rest.  
• Review standing orders for your assigned TASK Force group. 

 
 
POST-EVENT 

• Upon curtailment of emergency conditions, the Utilities Operations Manager will be 
responsible for returning the operation of the Water Distribution System to normal status 
and only the teams involved in restoring critical services and other as deemed necessary by 
the Supervisor will continue to work.  Team members not working at this time will be 
expected to check on their families and homes, and to get rest necessary to come back to 
relieve the remaining team members.  All Water Distribution division employees will be 
expected to work additional hours as necessary to restore water service and to assist other 
departments as needed. 

• As conditions permit, oversee replacement of temporary repairs made during the emergency 
with permanent installations. 
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Public Works Department 
 
WATER PRODUCTION DIVISION 
PURPOSE 
In the event of a natural disaster such as a hurricane, the Water Production Division’s primary 
function is to maintain a safe and adequate water supply.  This will be accomplished, to the greatest 
extent possible, by: 

• Maintaining the integrity of the Treatment Facility. 
• Performing emergency repairs as needed. 

o A secondary function of the Water Production Division is to provide assistance 
(manpower, vehicles, equipment, etc.) and to maintain the health, safety, and welfare of 
the citizens of New Port Richey in whatever capacity possible under the direction of the 
Public Works Director or his/her designee. 

• Document all expenses to ensure recovery of funds expended 
 
PERSONAL READINESS PLAN 
During the hurricane season (June 1st through November 30th) all personnel shall maintain a keen 
awareness of the tropical storm situation in the Atlantic and the Caribbean, as well as all other areas 
where weather could pose as a threat to our region. All personnel shall keep themselves up to date 
of the “Introduction Section” of the City’s Disaster Plan.  
 
As storms develop and move in a potentially threatening course we must all be prepared to take 
whatever actions that will be necessary if our area is impacted. As soon as a "Hurricane Watch" is 
issued for our area by the National Weather Service; all Public Works Department personnel shall 
immediately initiate their "personal readiness plans". These plans should include everything that 
must be done, in advance, that will ensure the safety of the employee’s family and possessions while 
he or she is away at work helping the community.  

 
RECALL 
In times of a catastrophic disaster, all Public Works Department employees are considered essential 
and need to be in a ready status when called upon to come in to work. The call back of personnel 
shall be based on the expected storm category at landfall. The process of calling personnel back to 
work will be accomplished by either calling personnel directly utilizing cell phones or through listed 
secondary contact. This process shall allow sufficient time for personnel to provide for the security of 
their families and pets, work during the storm activity, and during the recovery phase without fatigue. 
The call back of personnel may be altered so that those employees that live in the areas expected to 
be the least affected are recalled first. Each Department Director or his/her designee shall maintain 
a confidential personal contact list and update this list prior to the beginning of each hurricane 
season.  
 
Other staff (depending on your department) shall also be required to report for duty at the discretion 
of the Department Director or his/her designee. All staff may be asked to work outside of their 
normally assigned duties in order to meet the overall goals of the City. (On a case by case basis)  
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All vacation, holiday, personal and compensatory leave shall be cancelled unless the employee is 
physically out of the state/area and return is not feasible. The Incident Commander may waive this 
requirement in cases of personal hardship.  
 
RESPONSIBILITIES OF PERSONNEL  
Hurricane Recovery Operations begin with the Initial Response phase. During Initial Response, the 
Administrative Section works with all departments to insure that record tracking is occurring for 
disaster funding assistance. This includes documenting on FEMA Forms. 
 
New Port Richey EOC: 

• The Water Production Supervisor or his/her designee will then report to the Public Works 
Emergency Operations Center. 

• Team #1 will consist of two (2) Plant Operators with one (1) Service Truck and report to Water 
Treatment Plant UNLESS OTHERWISE ASSIGNED. 

• Remaining personnel will be alternate members of the team when necessary. 
o Alternate team members will make themselves available to take place of primary team 

members who are taking a rest break. 
 

 
STAGES OF PREPAREDNESS, Pre-Event, Event, Post -Event 
 
PRE-EVENT 
Hurricane Threat over 72 hours out 
Due to the uncertainty of hurricanes and their anticipated landfall, situations may arise requiring 
employees to be placed on stand-by for extended periods of time. 

• Employees will be notified of upcoming storm event and what is expected of them. 
• Streets & ROW/Stormwater division personnel will begin implementing the sand bag location 

and obtaining an abundance amount of sand and sand bags. 

 
Hurricane Watch 36-48 hours out 
Upon advance warning that an emergency condition may be forthcoming, the Water Production 
Supervisor will authorize the following to be implemented: 

• Retain FEMA ICS214 folders at the front office of the Public Works Operations Center. 
• Reliable lines of communications will be established between the Water Plant, the Public 

Works Emergency Operations Center, Tampa Bay Water’s Emergency Operations Center and 
Pasco County’s Emergency Operations Center 

• Operators will carry out all functions of operating and maintaining the water plant as needed 
and instructed by supervisory and administrative staff. 

• Any unusual or emergency conditions will be reported to the Water Plant’s representative at 
the Public Works Emergency Operations Center. 

• Ground storage and elevated tank filled. 
• Chemical supplies. Top off all chemical bulk storage tanks. 
• Stand-by power generating equipment checked and the fuel tank topped off. 
• Fuel tanks of all motorized vehicles and heavy equipment as well as reserve cans of diesel and 

gas filled. 
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• Adequate supply of emergency material (e.g. batteries, flashlights, barricades, etc.) stocked 
and available. 

• Adequate supply of repair parts accessible. 
• Emergency plans reviewed with key personnel in order to facilitate quick response during 

enactment of emergency procedures. 
• Video recording of all building and pumping stations located at the plant. 
• Exterior windows of all buildings on the premises boarded up. 
• Computers and equipment will be raised off the floor and moved into an interior, windowless 

room in available and wrapped in plastic and secured with duct tape or the equivalence. 
• Other appropriate measures as necessary. (Move equipment, backhoes, saws, etc. to staging 

areas.) 
• Employees authorized to take assigned vehicles home as follows: 

o Water Production Supervisor 
o Lead Plant Operator 

 
Hurricane Warning 24-36 hours out 
Upon announcement of emergency status, Water Production Supervisor proceeds to the Water 
Treatment Plant and establishes communication with the Public Works Director or his/her designee.  

• Is responsible for complete control of City Water Treatment Plant while operating under the 
direct supervision of the Public Works Director. 

• Has authority to implement emergency procedures within the Water Production Division as 
necessary or as directed by the Public Works Director or his/her designee. 

• Maintains information on status of all available resources. 
• Coordinates Water Plant maintenance and crew dispatching. 
• Establishes area surveillance for potential or actual water supply contamination through 

system damage and takes corrective action. 
• Notifies the Florida Department of Environmental Protection (FDEP) engineer upon initiation 

of emergency procedures and oversees input into the Storm Tracker System 
• Serve as communications liaison between the Public Works Director or his/her designee and 

field operations in order to maintain control of the operation and maintenance of Water 
Production Division facilities. 
 

CEASE EMERGENCY ACTIVITY ORDER 
As hurricane conditions intensify, a time will come when further outside operations will become too 
dangerous to continue. While, historically, this has been an arbitrary point, the decision should be 
based on wind speed, visibility, flooding, access, and any other conditions that can compromise the 
safety of essential personnel.  The Public Works Director or his/her designee has determined that the 
wind speed that will be considered as the benchmark for ceasing outside operations shall be 
sustained winds of 40 mph.  The Public Works Director or his/her designee shall be responsible for 
issuing the Cease Emergency Activity order.   
 
Upon the receipt of a Cease Emergency Activity order, Public Works Department personnel shall 
terminate outside activities and return to their designated quarters or assigned staging area.  
Once all essential personnel and vehicles have returned to the designated location, all overhead 
doors shall be properly secured. 
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The Public Works Director or his/her designee will monitor the changes in hurricane conditions and 
will decide when outside operations may resume. Upon direction by the Public Works Director, the 
Division heads in charge shall issue a “Resume Emergency Activity” order. If the communication 
system has failed it is the Division heads responsibility to ensure that this order is disseminated to all 
personnel. 
 
EVENT (During the Storm) 

After receiving the “Cease Activity order” all fire department personnel shall return to their respective 
safe shelter locations. (As assigned at the pre-event stage)  

• Ensure that all supplies are restocked and readied prior to going back out to perform life 
safety, hazard mitigation objectives. 

• Take advantage of down time to get necessary rest.  
• Review standing orders for your assigned TASK Force group. 

 
POST-EVENT 

• Upon curtailment of emergency conditions, the Water Production Supervisor will be responsible 
for returning the operating of the Water Production Division to normal status. 

• As conditions permit, oversee replacement of temporary repairs made during the emergency with 
permanent installation. 
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                                                                      Public Works Department  
FLEET MAINTENANCE DIVISION  
PURPOSE  
In the event of a natural disaster such as a hurricane, the City Garage Division’s primary function is to 
maintain and make ready all of the motorized equipment needed for such emergency. The divisions 
main duties may include, but are not limited to: 

• Maintaining the vehicle fleet.  
• Maintaining the mechanized support equipment.  
• Performing emergency repairs as needed.  

o A secondary function of the City Garage Division is to provide assistance (manpower, 
vehicles, equipment, etc.) to the citizens of New Port Richey in whatever capacity possible 
under the direction of the Public Works Director or his/her designee.  

• Document all expenses to ensure recovery of funds expended 
 
PERSONAL READINESS PLAN  
During the hurricane season (June 1st through November 30th) all personnel shall maintain a keen 
awareness of the tropical storm situation in the Atlantic and the Caribbean, as well as all other areas 
where weather could pose as a threat to our region. All personnel shall keep themselves up to date 
of the “Introduction Section” of the City’s Disaster Plan.  
 
As storms develop and move in a potentially threatening course we must all be prepared to take 
whatever actions that will be necessary if our area is impacted. As soon as a "Hurricane Watch" is 
issued for our area by the National Weather Service; all Public Works Department personnel shall 
immediately initiate their "personal readiness plans". These plans should include everything that 
must be done, in advance, that will ensure the safety of the employee’s family and possessions while 
he or she is away at work helping the community.  

RECALL  
In times of a catastrophic disaster, all Public Works Department employees are considered essential 
and need to be in a ready status when called upon to come in to work. The call back of personnel 
shall be based on the expected storm category at landfall. The process of calling personnel back to 
work will be accomplished by either calling personnel directly utilizing cell phones or through listed 
secondary contact.  
 
This process shall allow sufficient time for personnel to provide for the security of their families and 
pets, work during the storm activity, and during the recovery phase without fatigue. The call back of 
personnel may be altered so that those employees that live in the areas expected to be the least 
affected are recalled first. All employees that report to the Public Works Operations Center shall bring 
at least three days of supplies for themselves and their families.  Please note Disaster Plan Appendices 
Section Shelter Locations and Shelter “What to Bring” Detail List for detail information. 
 
Each Department Director or his/her designee shall maintain a confidential personal contact list and 
update this list prior to the beginning of each hurricane season.  
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All vacation, holiday, personal and compensatory leave shall be cancelled unless the employee is 
physically out of the state/area and return is not feasible. The Incident Commander may waive this 
requirement in cases of personal hardship.  
 
RESPONSIBILITIES OF PERSONNEL  
Hurricane Recovery Operations begin with the Initial Response phase. During Initial Response, the 
Administrative Section works with all departments to ensure that record tracking is occurring for 
disaster funding assistance. This includes documenting on FEMA Forms.  
 
New Port Richey EOC: 
Upon readiness of Teams the Fleet Supervisor will report to the Public Works Director or his/her 
designee and await job assignments.  

• Team #1 will consist of (2) two Fleet Maintenance Personnel with one service truck and report 
to the staging area at Fleet Maintenance Warehouse. UNLESS OTHERWISE ASSIGNED.  

• Team #2 will consist of (2) two Fleet Maintenance Personnel and report to the staging area 
at the New Port Richey Public Works Operations Center or the Fleet Maintenance/Purchasing 
Warehouse UNLESS OTHERWISE ASSIGNED. 

 
STAGES OF PREPAREDNESS, Pre-Event, Event, Post -Event  
 
PRE-EVENT  
Hurricane Threat over 72 hours out  
Due to the uncertainty of hurricanes and their anticipated landfall, situations may arise requiring 
employees to be placed on stand-by for extended periods of time.  

• Employees will be notified of upcoming storm event and what is expected of them.  
• Record any changes of addresses and telephone numbers of employees during emergency 

and update as necessary. 
 
Hurricane Watch 36-48 hours out  
Upon advance warning that an emergency condition may be forthcoming, all Public Works personnel 
will be subject to call.  

• Fill or top off underground storage fuel tanks at the City gas/fuel site.  
• Secure all loose objects in the area to prevent wind damage.  
• Check and test run all standby power generating equipment then top off fuel tanks.  
• Top off fuel of every available City Vehicle, City Equipment and gas cans.  
• Additional 55 gallon fuel tank will be filled in the back of Fleet Maintenance Service truck. 
• Check and test run all City building generators and top off of fuel tanks. 
• Secure adequate supply of emergency repair parts as is possible to anticipate their probable 

need. (e.g. batteries, lights, windshield wipers, tire patch and repair items including liquid 
sealer, etc.)  

• Computers and equipment will be raised off the floor and moved into an interior, windowless 
room if available and wrapped in plastic and secured with duct tape or the equivalence.  

• Review emergency plans with key personnel in order to facilitate quick response during 
enactment of emergency procedures.  
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• Record any changes of addresses and telephone numbers of employees during emergency 
and update as necessary.  

• Designate Employee to main shop repair truck on a 24-hour a day basis with rotating shifts.  
• Other appropriate measures as necessary. (Move equipment, backhoes, saws, etc. to staging 

areas.)  
• Employees authorized to take assigned vehicles home as follows:  

o Fleet Supervisor 

 
Hurricane Warning 24-36 hours out  
Upon announcement of emergency status, the City Fleet Supervisor proceeds to the City Garage or 
other location as circumstances may warrant and establishes communication with the Public Works 
Director or his/her designee.  

• Is responsible for the complete control of the City Garage while operating under the direct 
supervision of the Public Works Director or his/her designee.  

• Has authority to implement emergency procedures within the City Fleet Maintenance 
Division as necessary.  

• Maintains information on status of all available resources.  
• Coordinates Vehicle repair, maintenance, and crew dispatching.  
• Evaluates condition of City Fleet and equipment failures and takes corrective action.  

 
CEASE EMERGENCY ACTIVITY ORDER  
As hurricane conditions intensify, a time will come when further outside operations will become too 
dangerous to continue. While, historically, this has been an arbitrary point, the decision should be 
based on wind speed, visibility, flooding, access, and any other conditions that can compromise the 
safety of essential personnel. The Public Works Director or his/her designee has determined that the 
wind speed that will be considered as the benchmark for ceasing outside operations shall be 
sustained winds of 40 mph. The Public Works Director or his/her designee shall be responsible for 
issuing the Cease Emergency Activity order.  
 
Upon the receipt of a Cease Emergency Activity order, Public Works Department personnel shall 
terminate outside activities and return to their designated quarters or assigned staging area.  
Once all essential personnel and vehicles have returned to the designated location, all overhead 
doors shall be properly secured.  
 
The Public Works Director or his/her designee will monitor the changes in hurricane conditions and 
will decide when outside operations may resume. Upon direction by the Public Works Director, the 
Division heads in charge shall issue a “Resume Emergency Activity” order. If the communication 
system has failed it is the Division heads responsibility to ensure that this order is disseminated to all 
personnel.  
 
EVENT (During the Storm)  
After receiving the “Cease Activity order” all Public Works department personnel shall return to their 
respective safe shelter locations. (As assigned at the pre-event stage)  

• Ensure that all supplies are restocked and readied prior to going back out to perform life 
safety, hazard mitigation objectives.  
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• Take advantage of down time to get necessary rest.  
• Review standing orders for your assigned TASK Force group.  

 
 
 
POST-EVENT  

• Upon curtailment of emergency conditions the City Fleet Supervisor will be responsible for 
returning the operation of the City Fleet Maintenance Division to normal status.  

• Recollect FEMA ICS214 folders for each vehicle located at the front office. 
• As condition permits, oversee replacement of temporary repairs made during emergency 

with permanent installations.  
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Public Works Department 
 
GROUNDS MAINTENANCE DIVISION 
PURPOSE 
In the event of a natural disaster such as a hurricane, the City’s Grounds Maintenance Division’s 
specific goal is to accomplish relief in the event of a catastrophic occurrence. The divisions main duties 
may include, but are not limited to: 

• Tree removal of City Parks and grounds around City properties 
• Augmentation of debris removal of City Parks and grounds. 
• Assist with other divisions of the Public Works Department 
• Assist with the operation of the shelter for City Employees and their families 
• Document all expenses to ensure recovery of funds expended 
 

PERSONAL READINESS PLAN 
During the hurricane season (June 1st through November 30th) all personnel shall maintain a keen 
awareness of the tropical storm situation in the Atlantic and the Caribbean, as well as all other areas 
where weather could pose as a threat to our region. All personnel shall keep themselves up to date 
of the “Introduction Section” of the City’s Disaster Plan.  
 
As storms develop and move in a potentially threatening course we must all be prepared to take 
whatever actions that will be necessary if our area is impacted. As soon as a "Hurricane Watch" is 
issued for our area by the National Weather Service; all Public Works Department personnel shall 
immediately initiate their "personal readiness plans". These plans should include everything that 
must be done, in advance, that will ensure the safety of the employee’s family and possessions while 
he or she is away at work helping the community.  

RECALL 
In times of a catastrophic disaster, all Public Works Department employees are considered essential 
and need to be in a ready status when called upon to come in to work. The call back of personnel 
shall be based on the expected storm category at landfall. The process of calling personnel back to 
work will be accomplished by either calling personnel directly utilizing cell phones or through listed 
secondary contact.  
 
This process shall allow sufficient time for personnel to provide for the security of their families and 
pets, work during the storm activity, and during the recovery phase without fatigue. The call back of 
personnel may be altered so that those employees that live in the areas expected to be the least 
affected are recalled first. All employees that report to the Public Works Operations Center shall bring 
at least three days of supplies for themselves and their families.  Please note Disaster Plan Appendices 
Section Shelter Locations and Shelter “What to Bring” Detail List for detail information. 
 
Each Department Director or his/her designee shall maintain a confidential personal contact list and 
update this list prior to the beginning of each hurricane season.  
 
All vacation, holiday, personal and compensatory leave shall be cancelled unless the employee is 
physically out of the state/area and return is not feasible. The Incident Commander may waive this 
requirement in cases of personal hardship.  
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RESPONSIBILITIES OF PERSONNEL 
Hurricane Recovery Operations begin with the Initial Response phase. During Initial Response, the 
Administrative Section works with all departments to insure that record tracking is occurring for 
disaster funding assistance. This includes documenting on FEMA Forms. 
 
New Port Richey EOC:    
Upon readiness of Teams the Grounds Maintenance Field Supervisor will report to the Public Works 
Director or his/her designee and await job assignments. 

• Team #1 will consist of one (1) Equipment Operator and one (1) designated division employee 
with one (1) Service Truck and report to the staging area at the New Port Richey Public Works 
Operations Center.   UNLESS OTHERWISE ASSIGNED. 

• Team #2 will consist of one (1) Equipment Operator and one (1) designated division employee 
with one (1) Service Truck and report to the staging area at the New Port Richey Public Works 
Operations Center. UNLESS OTHERWISE ASSIGNED 

• Team #3 will consist of two (2) designated division employees with one (1) Service Truck and 
report to the staging area at the New Port Richey Public Works Operations Center.   UNLESS 
OTHERWISE ASSIGNED. 

• Remaining personnel will be alternate members of teams when necessary. 
o Alternate team members will make themselves available to take place of primary 

team members who are taking a rest break. 
 
STAGES OF PREPAREDNESS Pre-Event, Event, and Post-Event 
 
PRE-EVENT 
Hurricane Threat over 72 hours out 
Due to the uncertainty of hurricanes and their anticipated landfall, situations may arise requiring 
employees to be placed on stand-by for extended periods of time. 

• Employees will be notified of upcoming storm event and what is expected of them.  
• Record any changes of addresses and telephone numbers of employees during emergency 

and update as necessary. 
 
Hurricane Watch 36-48 hours out 
Upon advance warning that an emergency condition may be forthcoming, all Public Works personnel 
will be subject to call.   

• Retain FEMA ICS214 folders at the front office. Folder for each vehicle and heavy equipment. 
• Secure all loose objects in the area to prevent wind damage. 
• Pick up all trash cans and other loose objects that could become airborne and place in storage 

rooms. 
• Fuel all trucks, tractors, generators, gas operated tools, gas containers, etc.  
• Sharpen all chain saw blades/One (1) spare chain should be included for each chain saw in 

inventory. 
• Secure adequate supply of emergency recovery equipment.  (e.g. batteries, lights, gloves, bug 

spray, first aid kits, garbage bags, etc.)  
• Computers and equipment will be raised off the floor and moved into an interior, windowless 

room if available and wrapped in plastic and secured with duct tape or the equivalence. 
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• Other appropriate measures as necessary.  (Move equipment, backhoes, saws, etc. to staging 
areas.) 

• Employees authorized to take assigned vehicles home as follows:  
o Grounds Maintenance Field Supervisor 

 
Hurricane Warning 24-36 hours out 
Upon announcement of emergency status, the Grounds Maintenance Field Supervisor proceeds to 
the Public works Operations Center or other locations as circumstances may warrant and establishes 
communication with the Public Works Director or his/her designee. 

• Close all Parks to the public. 
• Lock all restrooms. 
• Turn over all picnic tables and secure to poles. 
• Secure any playground equipment necessary such as swings. 
• Install plywood on all windows if possible. (Peace Hall and Senior Center) 
• Secure all objects which are movable. (Windscreens) 
• Close all security gates. 
• Turn all power off at the Main Breaker at all Park Facilities. 
• Review all procedures and expectations with employees. 

 
 
CEASE EMERGENCY ACTIVITY ORDER 
As hurricane conditions intensify, a time will come when further outside operations will become too 
dangerous to continue. While, historically, this has been an arbitrary point, the decision should be 
based on wind speed, visibility, flooding, access, and any other conditions that can compromise the 
safety of essential personnel.  The Public Works Director or his/her designee has determined that the 
wind speed that will be considered as the benchmark for ceasing outside operations shall be 
sustained winds of 50 mph.  The Public Works Director or his/her designee shall be responsible for 
issuing the Cease Emergency Activity order.   
 
Upon the receipt of a Cease Emergency Activity order, Public Works Department personnel shall 
terminate outside activities and return to their designated quarters or assigned staging area. Once all 
essential personnel and vehicles have returned to the designated location, all overhead doors shall 
be properly secured. 
 
The Public Works Director or his/her designee will monitor the changes in hurricane conditions and 
will decide when outside operations may resume. Upon direction by the Public Works Director or 
his/her designee, the Division heads in charge shall issue a “Resume Emergency Activity” order. If the 
communication system has failed it is the Division heads responsibility to ensure that this order is 
disseminated to all personnel. 
 
 
 
 
EVENT (During the Storm) 
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After receiving the “Cease Activity order” all fire department personnel shall return to their respective 
safe shelter locations. (As assigned at the pre-event stage)  

• Ensure that all supplies are restocked and readied prior to going back out to perform life 
safety, hazard mitigation objectives. 

• Take advantage of down time to get necessary rest.  
• Review standing orders for your assigned TASK Force group. 
• Provide assistance in the shelter at the Public Works Operations Center or staging area for 

task forces. 
o Clean restrooms and facility 
o Cook food if needed 

 
POST-EVENT 

• All employees will report to the Public Works Operations Center, if not already there, as soon 
as possible. 

• Report to the emergency management coordinator for assignments to critical areas and other 
departments. 

o Park Security (i.e. picking up debris or broken playground equipment, etc.) 
• Recollect FEMA ICS214 folders for each vehicle located at the front office. 
• Access damages to all Parks & facilities grounds and complete reports.  
• As conditions permit, oversee replacement of temporary repairs made during the emergency 

with permanent installations.  
• When all vital operations areas in the City are functioning normally, all staff would then return 

to normal job responsibilities to begin debris removal in the Parks in order to return to normal 
operations. 

 




