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Policy Name: Municipal Emergency Management 

   
Policy Number: 13.0 

   
Policy Owner: Emergency Services 

   
Adopted Date: July 2, 2013 

   
Effective Date: July 2, 2013 

   
Date Last Amended: November 1, 2016 

  

Date Last Reviewed: November 1, 2016 
 

 
MUNICIPAL EMERGENCY MANAGEMENT POLICY 

Background 
 

In accordance with CSA Z1600-08, Municipal Emergency Management should be 
based on a policy that includes a vision, mission statement, roles and responsibilities 
and enabling authority.  The policy should be approved by the executive, which is the 
local authority. 

 
Risk 

 
Without a clear policy statement as the foundation for the overall Municipal 
Emergency Management framework, the Municipal Emergency Management Agency 
will lack direction and the necessary authority to carry out their emergency 
management functions of prevention, planning, response and recovery. 

 
Policy  

 

Vision 
To make Wheatland County a safe and secure place for residents, businesses, and 
visitors during any emergency or disaster. 

 
Mission Statement 

To achieve emergency management capacity in Wheatland County for the 
prevention, planning,   response   and   recovery   of   all   emergencies   in   a   pro-
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active, operations-focused manner, based on standards, policies and continuous 
improvement in cooperation and coordination with all stakeholders and partners. 

 
Roles and Responsibilities 
Under the leadership and guidance of Council, Wheatland County will establish and 
maintain a Municipal Emergency Management Agency that defines the goals and 
objectives of the municipal emergency management program and creates and 
maintains plans and procedures based on hazard-analysis to achieve the mission 
statement objectives in coordination and cooperation with neighbors, industry and 
agencies that are active in the municipality. 
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Policy Name: Activation of Municipal Emergency Operations Centre (EOC) 

   
Policy Number: 13.1 

   
Policy Owner: Emergency Services 

   
Adopted Date: July 2, 2013 

   
Effective Date: July 2, 2013 

   
Date Last Amended: November 1, 2016 

  

Date Last Reviewed: November 1, 2016 
 

ACTIVATION OF MUNICIPAL 
EMERGENCY COORDINATION CENTRE (ECC) POLICY 

 

Background 
 

Activation of the Municipal Emergency Coordination Center (ECC) is the process 
which initiates municipal emergency management procedures to coordinate the 
response to any emergency in progress.  The Municipal Director of Emergency 
Management (DEM) will decide whether or not to activate the ECC based on 
established criteria and provide information to Council in this regard. 

 
Risk 
 
Not activating municipal emergency coordination procedures in a timely manner 
could prevent the municipality from supporting the incident response as required and 
protecting public safety, property and the environment in a timely manner.  The 
procedure should be clear and based on operational criteria.  The procedures 
need to be communicated to all agencies operating in the municipality.  The 
activation procedure forms part of the Municipal Emergency Management Plan and 
should be included in training and exercises. 

 
Policy 

 

To ensure timely and effective emergency management in Wheatland County, the 
activation of the municipal ECC to facilitate the emergency coordination procedures 
shall be proactive, developed as part of the Municipal Emergency Management Plan 
and based on event criteria. The Director of Emergency Management shall establish 
and exercise these municipal activation procedures as part of the Municipal 
Emergency Management Plan. 
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Policy Name: Training and Exercises 

   
Policy Number: 13.2 

   
Policy Owner: Emergency Services 

   
Adopted Date: July 2, 2013 

   
Effective Date: July 2, 2013 

   
Date Last Amended: November 1, 2016 

  

Date Last Reviewed: November 1, 2016 
 

 
TRAINING AND EXERCISES POLICY 

Background 
 

Emergency management response operations are generally divided into three main 
areas: 
1.  The actual emergency first response activities–usually operating at the 

emergency site. 
2.  The site coordination function also referred to as site management. 
3.  The municipal coordination function, also called ECC operations. 

 
All three functions are distinct, carried out by different agencies and personnel and 
require different training and equipment. 

 
In this policy, the coordination functions of the ECC and site management are 
addressed. First responders typically have their own policies, a well-established 
training, exercises and equipment regimen within their respective agencies. 

 
Training is required to perform in an effective and efficient manner in the ECC or site 
management. Training and planning are validated through yearly exercises. 

 
Risk 

 
The municipal ECC and site management functions are carried out to ensure efficient 
and effective emergency management in a very specialized environment, often under 
stress and time pressure.  To perform well in these circumstances, specialized 
training should be made available to, and required of all personnel that may work in 
these functions.  Training is available from educational institutions, consultants, 
provincial government programs, federal government courses, on-line resources and 
many other sources. 
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A municipal training program needs to outline municipal emergency management 
functions, list all training resources, identify training requirements for each function, 
identify contingencies in each function, provide a training schedule for the next period 
(usually one year) and list all previous training and document follow-up.  Once 
training is completed, regular exercises will validate planning procedures and that the 
training program is effective. 

 
Policy 

 

To ensure all functions outlined in the  Wheatland County Municipal Emergency 
Management  Plan (MEMP) are carried out in an effective and efficient manner, 
a training and exercise plan shall be included in the Municipal Emergency 
Management Plan (MEMP).  This plan shall include a list of all personnel carrying 
out Emergency Management functions including contingencies, identify training 
requirements for each function and list training opportunities for each in yearly cycles. 

 
 

Exercises shall be scheduled regularly in such a way that training and procedures will 
be verified through appropriate exercise objectives and formats. The DEM shall 
provide regular training and exercise reports to Council. 
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Policy Name: Post-Emergency Event Lessons Learned 

   
Policy Number: 13.3 

   
Policy Owner: Emergency Services 

   
Adopted Date: August 20, 2013 

   
Effective Date: August 20, 2013 

   
Date Last Amended: November 1, 2016 

  

Date Last Reviewed: November 1, 2016 
 

POST-EMERGENCY EVENT LESSONS LEARNED POLICY 
 

 

Background 

With every emergency, particularly those requiring municipal coordination 
procedures, offer operational and resource challenges. Some of these challenges 
may not have been considered or known prior to the event.  Debriefing after the 
event provides an opportunity to capture those experiences and learn from the 
event.  This review can provide insight to assessing and continuously improving 
procedures, resources and functions. 

 
Risk 
Those involved in municipal emergency management operations during a real event 
can provide very valuable information for improving existing procedures or functions.  
In reality, very few of these valuable insights are captured and applied, as often 
good intentions to do debriefing with all agencies are not included in procedures.  To 
capture lessons learned after every emergency requiring the activation of the 
municipal ECC, it is recommended to include ‘Lessons Learned’ procedures in the 
Municipal Emergency Management Plan.   This debrief procedure should outline 
when the general debrief (all agencies present) is done, who participates and how 
to follow up on recommendations resulting from debrief. The procedure should 
also require or encourage every participating agency, including the ECC, to do an 
additional internal agency review of the event response and to document debriefing 
recommendations and follow-up. 

 
Policy  

To ensure all participating agencies review the overall event response whenever the 
ECC is activated, a debrief procedure shall be included in the Wheatland County’s 
Municipal Emergency Management Plan requiring a debrief meeting of all agencies 
involved soon after the emergency is concluded.  The meeting shall be recorded, 
lessons learned documented and follow-up recommendations reported to Council 
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during the next Council update by the DEM.  The procedure shall also require 
municipal agencies involved in the event response to do a formal internal agency 
debrief and to document agency recommendations and follow-up. 

 



WHEATLAND COUNTY 

 

9 

 

 

Policy Name: Business Continuity 

   
Policy Number: 13.4 

   
Policy Owner: Emergency Services 

   
Adopted Date: August 20, 2013 

   
Effective Date: August 20, 2013 

   
Date Last Amended: November 1, 2016 

  

Date Last Reviewed: November 1, 2016 
 

BUSINESS CONTINUITY POLICY 
 

Background 

Municipalities may lose the ability to operate and provide services to residents.  
This loss may be the result of one or more of the following factors: 

•  Loss of infrastructure due to destruction, contamination or a potential danger 
preventing use or access; 

•  Loss of staff due to death, sickness or transportation problems; 

•  Other reasons. 
 

Risk 
If a municipality loses vital municipal services, the health or safety of residents, 
property or the environment may be endangered. 
Municipalities need to consider business continuity planning for all municipal 
services.  At the very least, the continuity plan should identify those services 
considered vital to ensuring the basic health and safety of residents, as well as 
contingency plans to ensure those services are operational even when municipal 
infrastructure or staff is not fully operational. 
Municipal emergency response operations are vital services.  The loss of 
infrastructure and staff may decrease the ability to provide services.  The 
municipality should plan for the loss of infrastructure (i.e. ECC) and staff shortages 
(i.e. Emergency Responders and ECC staff) as part of their business continuity plan, 
included in the municipal emergency plan. 

 
Policy 

To ensure vital and necessary municipal services are provided when infrastructure or 
staff are not available to deliver normal municipal services, Wheatland County’s 
Municipal Emergency Management Plan shall include a business continuity plan.  
The plan shall categorize all general municipal services and identify which are vital or 
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necessary and address contingencies to resume disrupted vital and necessary 
services within a reasonable time frame.  These vital services shall include the 
delivery of emergency response services and emergency operation center functions, 
including considerations for ECC secondary infrastructure and replacement 
equipment. Business Continuity Plans shall be reviewed at a minimum of every three 
years. 
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Policy Name: Emergencies and Special Events 

   
Policy Number: 13.5 

   
Policy Owner: Emergency Services 

   
Adopted Date: December 4, 2018 

   

Effective Date: December 4, 2018 

   
Date Last Amended: N/A 

  

Date Last Reviewed: N/A 
 
PURPOSE 
 
The intent of this policy is to provide clarity regarding the role, responsibility, and 
compensation / remuneration for employees providing essential services in the case of 
a State of Local Emergency (SOLE), or in anticipation of an Extraordinary or Emergency 
Event, and / or Special Event. 
 
POLICY 
 
Employees of Wheatland County may be designated as essential services providers 
and may be required to remain at work, or report for work in the case of a SOLE, 
Extraordinary Event, Emergency Event, or Special Event either anticipated or occurring.  
 
Designated employees can expect to perform their normal duties in one or more of the 
following locations: 
 

• in an Emergency Coordination Centre;  
 

• at the site of the Emergency Event; 
 

• at a staging area near the Emergency Event; 
 

• at any location to support an Emergency Event; 
 

• in an Emergency Reception Centre; or 
 

• any other workplace designated by the Director of Emergency Management, 
Chief Administrative Officer, or General Managers. 
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When designated employees perform their normal duties at one or more of the locations 
above, Wheatland County will provide compensation / remuneration in accordance with 
current Wheatland County HR Policies. 
 
DEFINITIONS 
 
“Adverse Weather Conditions” means inclement weather conditions such as a heavy 
snowfall, sleet, tornado, flooding, excessive temperatures, or any unforeseen act of 
nature.  
 
“Emergency Event” means an event that requires prompt coordination of action or 
special regulation of persons or property to protect the safety, health or welfare of 
people, or limit damage to property. 
 
“Emergency Coordination Centre” means the place where coordination of an 
emergency event is taking place, staffed by Wheatland County employees trained to a 
minimum of Incident Command System (ICS) 200. 
 
“Emergency Reception Centre” means a temporary safe place to shelter people 
asked to evacuate or seeking shelter from the emergency event, staffed by community 
volunteers or employees of Wheatland County. 
 
“Extraordinary Event” means an event that requires coordination efforts that are not 
part of the County’s day to day business operations, given the effect the event has on 
people and property in Wheatland County; e.g., flash flooding in a County village.  
 
“Shelter in Place” means finding a safe location indoors and staying until an 
authorization is given to either stay or evacuate. Employees may be asked to shelter in 
place because of an active shooter, tornado, blizzard, etc. for a temporary amount of 
time.  

“SOLE” means State of Local Emergency which is an abnormal emergent situation that 
requires prompt and often prolonged action from County employees that is beyond 
normal procedures to minimize damage to people, property, the economy, and the 
environment to the municipality, visitors, and rate payers in these extraordinary 
circumstances. 
 
“Special Event” means any event that a Special Event Permit is issued for an event 
occurring in Wheatland County. 
 
RESPONSIBILITIES 
 
It is the responsibility of the designated employee to carry out their normal work duties 
in potentially adverse conditions (e.g., SOLE, Adverse Weather Conditions, Emergency 
Event, or Extraordinary Event) either during normal work hours or if called to work. If 
designated employees are unable to attend work because of adverse conditions 
Wheatland County may organize transportation to and from their place of work. 
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Direct supervisors, managers and General Managers will support designated 
employees by providing or organizing the provision of basic necessities, if possible, for 
the designated employee in the above situations including: the provision of training for 
specific roles and tasks, provision of food over extended periods of work, and shelter, if 
possible.  
 
REFERENCES 
 
Policies 

• OH&S policies 

• Adverse Weather Conditions 

• Orientation / Onboarding 

 

Documents 

• Staff Skills Inventory Chart 

 
Legislation 
 

• Municipal Emergency Management Bylaw 2013-13 

• Emergency Management Act RSA 2000 

• Special Events Bylaw  
 
 
PROCEDURE  
 

1. During a new employee’s orientation / onboarding process, a Staff Skills 
Inventory Chart document may be completed. (Please refer to the Addendum 
immediately following this policy for the Staff Skills Inventory Chart.) The new 
employee is under no obligation to complete this document.  

 
2. The Inventory Chart is used to assist the County, as part of the preparation of a 

Business Continuity for Pandemic Plan, for identifying staff and temporarily 
redeploying them, according to skills that they possess, during a SOLE, 
Extraordinary Event, Emergency Event, or Special Event. Refer to the Addendum 
immediately following this policy for the Staff Skills Inventory Chart. 

 
3. Upon notification of a SOLE, Extraordinary Event, Emergency Event, or Special 

Event, designated employees are expected to arrive prepared to work, and if 
necessary, support themselves for an extended period of time including the 
bringing of basic preparedness items such as medications, food and water. 

 
4. SOLE and Emergency Events may require designated employees to leave their 

job during the day to engage in specific Emergency Coordination Centre 
activities, or for other designated employees to be engaged at the site of the 
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Emergency.  
 

5. If necessary, designated employees can expect to be called into work if a State 
of Emergency is declared. These events can have long duration times often 
exceeding 12 hour operational periods. 

 
6. Extraordinary Events may require designated employees to be engaged for a 

shorter time (less than 12 hours) than a declared Emergency, however these 
events may require designated employees to be involved either at the 
Emergency Site or supporting site operations in some capacity including the 
operation of the Emergency Coordination Centre. 

 
7. Special Events, (e.g., the Big Hitch) may require designated employees to attend 

the event on behalf of the municipality and provide public safety. Some events 
may require the activation of the Emergency Coordination Centre to manage the 
event.  

 
8. Designated employees may be asked to participate in support activities of 

Special Events happening in Wheatland County, both during and after work 
hours. 
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Addendum to Policy 6.9.9 – Staff Skills Inventory Chart 
 
Employee First and Last Name:           
 
Position at Wheatland County:           
 
Telephone: (Home) _______________ 
                   (Work) _______________ 
                   (Cell) _______________ 
 
You are not obligated in any way to provide this information.  The information gathered 
will be kept in a confidential location by the Director of Disaster Service and will only be 
used in preparation for or during a civic emergency. 
 
This skills inventory is a component of the preparation of a Business Continuity for 
Pandemic Plan.  This chart is not only intended to reflect skills and abilities you 
currently use in your job but should also include skills accumulated in school, through 
former jobs, your hobbies, volunteer work or general areas of interest. 
 
The following areas represent municipal services which maybe indicated as critical or 
vital during and emergency.  In those circumstances it may be necessary to ask staff to 
temporarily assist in the provision of other services.  This inventory is to assist with the 
process of temporarily redeploying staff according to skills which staff already 
possesses. 
 
List any licenses, certificates, diplomas and training you have attained and maintained; 
including levels of First Aid, Health and Safety, CPR or other health, emergency or 
safety related training: 
 
              
 
               
 
Do you have any academic, work, volunteer or hobby experience in the following areas: 
 
Communications 
 

Previous experience working with the media Yes No 

Ability to communicate and address mass media effectively under pressure Yes No 

Website construction and maintenance Yes No 

Short wave radio operator/experience Yes No 

Telephone experience handling numerous calls Yes No 

Experience working switchboard/intake and reception Yes No 

 
Food Services 
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A Red Seal Certificate (cook) Yes No 

A certificate in food handling/food service Yes No 

Dietary institution experience Yes No 

Housekeeping/caretaking in facilities management  Yes No 

 
Operations/Public Works 
 

Operating a wastewater treatment facility Yes No 

Operating a wastewater collection system/lift stations Yes No 

Operating a water treatment facility Yes No 

Operating a water treatment reservoirs/pumping stations Yes No 

Operating a water distribution system Yes No 

Operating heavy machinery Yes No 

List other mechanical/driving skills  
 

Do you have a driver’s license, Class__________ Yes No 

 
Technology/Computer Skills 
 

Personal computer (hardware and software) Yes No 

Microsoft products Yes No 

Payroll software Yes No 

Accounting software Yes No 

Telephone systems Yes No 

Do you currently have a computer at home with high speed internet access Yes No 

List other computer or technology skills 

 
Languages Other than English, list languages you are able to speak, read or write in 
 

 Speak Read Write 

 Speak Read Write 

 Speak Read Write 

 

Do you know Sign Language Yes No 

 
Financial Skills 
 

Payroll Yes No 

Accounts Payable Yes No 

Accounts Receivable Yes No 

 
Do you have other skills which you think may be useful in an emergency? 
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Thank you for your assistance.  The information gathered will be kept in a 
confidential location by the Director of Emergency Management and will only be 
used in preparation for or during a civic emergency. 
 

 


