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Emergency Preparedness Demonstration  

CONTRACT BETWEEN XXXXXX (COMMUNITY BASED ORGANIZATION [CBO]) AND MDC, INC.

I.  Purpose

This Contract establishes an agreement between XXXXX and MDC, Inc., the managing organization of the Emergency Preparedness Demonstration Program. This document clarifies the roles and responsibilities of the two organizations with respect to the project, the available budget, and the reporting requirements and is effective when signed by both the Community Based Organization (also referred to as the “CBO”) and MDC, Inc.

II. Project Background

Research and field experience reveal the disproportionately negative impact of major disasters on disadvantaged households and communities.  As a result, FEMA initiated the Emergency Preparedness Demonstration Program (EPD) to understand the barriers to disaster awareness and preparedness in disadvantaged communities.   FEMA selected MDC, Inc. to manage this initiative, in partnership with the University of North Carolina’s Center for Urban and Regional Studies (CURS).  

Project Goals

The overarching goal of this project is to increase awareness and reduce the vulnerability of disadvantaged communities across the country to disasters.  FEMA intends to use the learning from this project to help communities with disaster preparedness.  The three immediate goals for this demonstration are:

a) To learn why disadvantaged communities (low-wealth, elderly, disabled, or other types of impairments) are typically less prepared for disasters and what strategies have and haven’t worked to prepare these communities for disasters;

b) To test ways that minority and disadvantaged communities can be engaged to help with disaster planning and preparedness;

c) To test promising strategies for improving disaster planning and preparedness in minority and disadvantaged communities.

The demonstration project will produce an instructional manual that can be used by FEMA, local disaster planning agencies, and others in communities across the country to involve disadvantaged groups in disaster planning and to implement strategies that account for them in disaster preparedness.

Project Activities

The CBO will convene a task force representative of the community comprised of citizens, local government officials, and other community organizations with the support and guidance of MDC. This task force will use a self-assessment tool to examine areas of strengths and gaps in local efforts to fully prepare disadvantaged communities for disasters, and it will develop recommendations for ways to better prepare the community for disasters, especially for disadvantaged populations. A facilitator hired by MDC will guide this effort and facilitate these meetings.  MDC and its partner, CURS, will provide the following during this process:

· A self-assessment tool;

· Base maps of the community’s floodplains, critical facilities, and homes, including key components of a “social vulnerability analysis”;

· Presentation(s) by the University of North Carolina’s Center for Urban and Regional Studies to share best practices for disaster preparedness.

Note: In addition, other technical assistance provided to help inform the task force’s work could include an analysis of area disaster plans or a household survey carried out by CURS and local residents to learn more about the community’s awareness and preparedness for disasters.  The preparation and presentation of these will depend on local interest and available resources. 

The task force may apply to MDC for up to $25,000 to implement one or more of its ideas.  

III. Roles and Responsibilities of the Community Based Organization

The CBO is an important partner in the implementation of the Emergency Preparedness Demonstration Program. The CBO provides critical linkages to the community through its relationships with organizations, citizen and other stakeholders who should be involved in the process. By signing this document, the organization agrees to assume responsibility for the following activities:

a) Assign and supervise an Emergency Preparedness Taskforce (EPT) Coordinator:  It is assumed that an “EPT Coordinator” will be assigned to carry out the coordinating of the task force.  The CBO will assign the necessary personnel to accomplish the work described herein. This is a part-time position for the life of the project work with MDC.  The Coordinator will report to a supervisor assigned by the CBO (or the governing board of the CBO, depending on where authority lies). Roles and responsibilities of the EPT Coordinator are delineated below.

b) House the EPT Coordinator:  Provide office space, a computer, and access to telephone, copier, fax, and other necessary tools for work.  

c) Assist with connections:  Draw on the knowledge of the organization, its paid and voluntary leadership for connections to a range of people in the community who might join the local EPT and/or be involved in interview work (as applicable) or other aspects of the project. This could mean, for example, making calls to local ministers to introduce the idea of the project to them, attending meetings with the Coordinator to introduce him/her to key community members with whom connections should be made.  

d) Form and support the Emergency Preparedness Taskforce (EPT):  A local EPT will be developed made up of local residents, government officials, and representatives of other key institutions.  

e) Provide grant oversight:  The Emergency Preparedness Task force is eligible for a grant to implement new ideas for disaster preparedness that emerge from the planning process.  MDC will pass through funds from FEMA to the local Community Based Organization, and this organization is in charge of local disbursement, oversight, and reporting on the use of grant funds.

IV. Roles and Responsibilities of the EPT Coordinator

The EPT Coordinator reports to the Community Based Organization, and has a number of specific functions and responsibilities in the project:

a) Taskforce recruitment:  With assistance from MDC, and input from other CBO staff and local officials, recruit a diverse group to serve on the Emergency Preparedness Taskforce (Refer to Appendix A - Matrix for Ensuring a Diverse Task force and Appendix B - Roles and Responsibilities of Emergency Preparedness Demonstration Program Partners).  This majority of this group should be composed of local citizens from the disadvantaged communities with which this project is concerned.  In addition to grassroots citizens and leaders, the EPT should include representatives of key government and other community institutions involved in disaster preparedness (e.g., emergency services, public schools, hospital, etc).  

b) Coordinate the EPT:  Once a task force is recruited, it needs nurturing to stay involved.  The Coordinator should keep in touch with task force members, be sure they are feeling connected to and enthusiastic about the project, listening to and addressing concerns. Ensure that EPT members are aware of location, date, and time of each meeting well in advance of task force meeting. Set up EPT meetings, notify people (email AND phone calls), fill people in if they miss a meeting, and ensure materials are sent out in advance of meetings.  Pass on other key information about the Project to the local task force. 

c) Keep track of EPT progress:  Take notes at meetings and get information out after each meeting for a record of progress.  

d) Liaison with MDC:  Serve as a communication liaison between MDC, the facilitator, and the EPT.  The Coordinator will set meetings on dates that work best for the EPT, the facilitator, and MDC.  Serve as a link to what’s going on in the community for MDC and the facilitator and inform each of local “context” within which it is working.

e) Logistics:  Find locations for all local task force meetings.  Arrange for food and refreshments as necessary.  Prepare meeting room (e.g., arrange tables, set up food, print nametags, get flip chart stand and markers).  

f) Materials:  Along with MDC and the facilitator, prepare materials for meetings.  Purchase materials as needed for planning process (e.g., flip chart pads, markers).

g) Budget development and/or oversight:  The Emergency Preparedness task force is eligible for a grant to implement new ideas for disaster preparedness that emerge from the planning process.  MDC will pass through funds from FEMA to the local CBO, and the CBO is in charge of local disbursement, oversight, and reporting on the use of grant funds.  The EPT Coordinator may have a role in developing and/or maintaining the project budget.  

h) (If Applicable) Assist with household survey:  Work with the University of North Carolina’s Center for Urban and Regional Studies to assist in coordination of a household survey.  This might involve coordinating work of local volunteers and/or being involved him/herself in interview work. 

Note:  Project Supervision.  The Coordinator will take direction from the EPT itself.  For purposes of organizational accountability, the Coordinator will report to a staff person of the CBO (or the governing board of the CBO, depending on where authority lies).  The CBO should recognize that the project authority rests with the EPT.  

V. Roles and Responsibilities of MDC, Inc.

MDC, Inc. has been selected to manage the Emergency Preparedness Demonstration Program by the Federal Emergency Management Administration (FEMA). As such, it will set direction for the project, and will also support the EPT, Coordinator, and CBO to implement the project. Specifically, MDC’s roles and responsibilities include:

a) Provide facilitation of self-assessment and project development process:  MDC will introduce an approach to self-assessment and project development that it expects the EPT to follow.  A facilitator hired by MDC will guide the EPT through this process.  (See Appendix C – Process for the Emergency Preparedness Demonstration in Communities).  In addition, MDC will set criteria on how grant funds may be utilized.

b) Coach local assessment and planning:  MDC will support the local EPT as the assessment and planning process unfolds – providing guidance and insight on how to complete the process.  

c) Administer grant funds:  As the lead organization in this project, MDC is ultimately responsible for how grant funds are utilized.  MDC in consultation with the FEMA project officer will determine whether EPT ideas meet the grant guidelines.  MDC in consultation with the FEMA project officer will also determine whether the CBO meets certain basic criteria (provided in a separate document to be disseminated to the task force), disperse grant funds, and ensure reporting on the use of grant funds.    

d) Report to FEMA:  In partnership with CURS, MDC will report to FEMA on a regular basis about what it is learning about improving disaster preparedness in disadvantaged communities.  In addition, MDC ensures that stated program objectives are met and reporting and other deadlines are met on time for the project as a whole.

e) Create maps of the community’s floodplains, critical facilities, and homes: Where necessary, CURS through MDC will collect and create base maps of the community, including key components of a “social vulnerability analysis.” These will be provided to the EPT to assist with planning and implementation of project activities.

f) Share best practices for disaster preparedness: CURS will share a list of best practice ideas with the EPT, through MDC.  The EPT may receive a presentation by CURS and/or MDC regarding these best practices.

h) Analyze the community’s disaster preparedness plan: Where necessary, CURS will conduct an expert analysis of local applicable emergency preparedness plans to provide recommendations on ways to strengthen plans from a technical perspective. This review could be folded into the set of best practices.

g) Conduct research (If applicable): CURS and MDC, in collaboration with local stakeholders, may conduct interviews with other stakeholders to learn more about community awareness and preparedness for disasters. Results will be provided to the EPT to assist with planning and strategy implementation. 

VI. Termination

Either party may terminate this agreement for cause with 30 days written notice.

VII. Budget

FEMA Emergency Preparedness Demonstration Project

Pilot Project Budget

Staff 




     

   10,800 

Office Supplies




        100

Copies






        100

Travel






        100

Meeting Refreshments



     2,400

Overhead 




                 1,500 

Total Project Management




$15,000
Max. EPT Implementation Grant 



$25,000 

Max. Pilot Project Budget




$40,000
VIII. Reporting Requirements

Upon signing the contract and prior to receipt of funding, the CBO must provide MDC with the letter verifying their tax-exempt status. By May 1, 2007, the CBO must send MDC an expense sheet documenting the ways the project funds ($15,000) were spent. This expense sheet must be signed by the administrator of the CBO.

IX. Signatures

MDC, Inc. agrees to provide $15,000 as specified in the budget to the CBO for purposes of supporting the work of the EPT Coordinator and implementing the demonstration project. A separate fund, up to $25,000, will be available through MDC for implementation of activities generated by the Emergency Preparedness Taskforce. 

By signing this Contract, both parties understand the roles and responsibilities described herein and agree to assume those roles and responsibilities for the duration of the Emergency Preparedness Demonstration Program. In addition, the Community Based Organization agrees to utilize the project funds to fulfill its obligations with respect to this project and in accordance with its defined roles and responsibilities. If in doubt or if there are any questions, the CBO will consult with MDC, Inc. The CBO agrees to comply with all reporting requirements.

____________________________




Signature  

____________________________

Date

____________________________  

  


Community Based Organization

____________________________

Tax ID Number

____________________________

 


David Dodson, President


  


MDC, Inc. 


____________________________


     

Date
APPENDIX B

ROLES AND RESPONSIBILITIES OF EMERGENCY PREPAREDNESS DEMONSTRATION PROGRAM PARTNERS

I. Roles and Responsibilities of Project Administration

A. MDC, Inc.
MDC, Inc. has been selected to manage the Emergency Preparedness Demonstration Program by the Federal Emergency Management Administration (FEMA). As such, it will set direction for the project, and will also support the EPT, Coordinator, and Community Based Organization to implement the project. Specifically, MDC’s roles and responsibilities include:

a)  Provide facilitation of self-assessment and project development process:  MDC will introduce an approach to self-assessment and project development that it expects the EPT to follow.  A facilitator hired by MDC will guide the EPT through this process.  (See Appendix C – Process for the Emergency Preparedness Demonstration in Communities).  In addition, MDC will set criteria on how grant funds may be utilized.

b)  Coach local assessment and planning:  MDC will support the local EPT as the assessment and planning process unfolds, providing guidance and insight on how to complete the process.  

c)  Administer grant funds:  As the lead organization in this project, MDC is ultimately responsible for how grant funds are utilized.  MDC in consultation with the FEMA project officer will determine whether EPT ideas meet the grant guidelines, disperse grant funds, and ensure reporting on the use of grant funds.

d)  Report to FEMA:  In partnership with the University of North Carolina at Chapel Hill’s Center for Urban and Regional Studies (CURS), MDC will report to FEMA on a regular basis about what it is learning about improving disaster preparedness in disadvantaged communities.  In addition, MDC ensures that stated program objectives are met and reporting and other deadlines are met on time for the project as a whole.

e)  Create maps of the community’s floodplains, critical facilities, and homes: CURS through MDC will collect and if necessary create base maps of the community, including key components of a “social vulnerability analysis.” These will be provided to the EPT to assist with planning and implementation of project activities.

f)  Share best practices for disaster preparedness: CURS will share a list of best practice ideas with the EPT, through MDC.  The EPT may receive a presentation by CURS and/or MDC regarding these best practices.

g)  Analyze the community’s disaster preparedness plan: CURS will conduct an expert analysis of local applicable emergency preparedness plans to provide recommendations on ways to strengthen plans from a technical perspective. This review could be folded into the set of best practices.

h)  Conduct research (If applicable): CURS and MDC, in collaboration with local stakeholders, may conduct interviews with other stakeholders to learn more about community awareness and preparedness for disasters. Results will be provided to the EPT to assist with planning and strategy implementation. 

B. The University of North Carolina at Chapel Hill Center for Urban and Regional Studies (CURS)
MDC has partnered with the Center for Urban and Regional Studies at UNC-Chapel Hill to collect data, produce maps and reports, and act as a technical consultant. 

a)  Assist with site selection: CURS carries out the background research necessary for the selection of demonstration sites, including extensive phone interviews with key informants and stakeholders in project eligible states.

b)  Conduct research: CURS is responsible for collecting data on community disaster experience and for working with local community members to gather specific types of data such as the personal stories of community members about past disasters.

c)  Compile best practices: CURS staff will develop a compilation of best practices of disaster preparation, planning, and awareness methods from the disaster field with a particular focus on planning for/with disadvantaged populations. These best practices will be a resource for communities interested in better planning for disasters for disadvantaged populations.

d)  General project guidance:  CURS is an essential partner with MDC in carrying out the goals of the project, and staff at CURS has expertise in many aspects of disaster planning and community based research.  Staff from CURS may be present at community meetings in order to work with MDC in the thinking and learning aspects of this project.

e)  Analyze the community’s disaster preparedness plan: CURS will conduct an expert analysis of local applicable emergency preparedness plans to provide recommendations on ways to strengthen plans from a technical perspective. This review could be folded into the set of best practices.

f)  Write a report summarizing the lessons learned from the project: The final product from this project will be a document to be written in collaboration with MDC and submitted to FEMA. The document will discuss the lessons learned from the demonstration sites, including best practices on how communities engage disadvantaged communities in disaster awareness, preparedness, and planning.

C. Federal Emergency Management Administration

FEMA received funding for this project through Congressional legislation and authorization of funds.  FEMA does not have a direct role in local project oversight, but is MDC’s partner in a cooperative agreement and is eager to learn how to improve disaster preparedness in disadvantaged communities as a result of this project.  MDC’s Project Coordinator reports regularly (formally and informally) to FEMA.  

a)  Provide project direction and parameters: The FEMA Project Officer will clarify the expectations for the project and will work closely with the MDC Project Coordinator to ensure that all objectives are met.

b)  Liaison with FEMA Regional Offices and State Points of Contact (POCs):  The FEMA Project Officer will assist with communication between MDC, the FEMA Region III and IV offices and the state POCs.

II. Roles and Responsibilities of Project Implementation
A. Community Based Organization
The Community Based Organization (CBO) is the main organizational liaison between MDC and the community. It organizes and implements the day-to-day work of the project in the community, and is therefore an important partner in the implementation of the Emergency Preparedness Demonstration Program. The CBO provides critical linkages to the community through its relationships with organizations, citizen and other stakeholders who should be involved in the process. 

a)  Assign and supervise an Emergency Preparedness Taskforce (EPT) Coordinator:  It is assumed that an “EPT Coordinator” will be assigned to carry out the coordinating of the task force.  The CBO will assign the necessary personnel to accomplish the work described herein. This is a part-time position for the life of the project work with MDC.  The Coordinator will report to a supervisor assigned by the CBO (or the governing board of the CBO, depending on where authority lies). Roles and responsibilities of the EPT Coordinator are delineated below.

b)  House the EPT Coordinator:  Provide office space, a computer, and access to telephone, copier, fax, and other necessary tools for work.  

c)  Assist with connections:  Draw on the knowledge of the organization, its paid and voluntary leadership for connections to a range of people in the community who might join the local EPT and/or be involved in interview work (as applicable) or other aspects of the project. This could mean, for example, making calls to local ministers to introduce the idea of the project to them, attending meetings with the Coordinator to introduce him/her to key community members with whom connections should be made.  

d)  Form and support the Emergency Preparedness Taskforce (EPT):  A local EPT will be developed made up of local residents, government officials, and representatives of other key institutions.  

e)  Provide grant oversight:  The Emergency Preparedness Task force is eligible for a grant to implement new ideas for disaster preparedness that emerge from the planning process.  MDC will pass through funds from FEMA to the local Community Based Organization, and this organization is in charge of local disbursement, oversight, and reporting on the use of grant funds.

B. Task Force Coordinator
The Task force Coordinator reports to the Community Based Organization, and is the main staff responsible for the day-to-day project logistics implementation in the community. The specific functions and responsibilities include:

a)  Task force recruitment:  With assistance from MDC, and input from other CBO staff and local officials, recruit a diverse group to serve on the Emergency Preparedness Taskforce (Refer to Appendix A - Matrix for Ensuring a Diverse Task force and Appendix B - Roles and Responsibilities of Emergency Preparedness Demonstration Program Partners).  The majority of this group should be composed of local citizens from the disadvantaged communities with which this project is concerned.  In addition to grassroots citizens and leaders, the EPT should include representatives of key government and other community institutions involved in disaster preparedness (e.g., emergency services, public schools, hospital, etc).  

b)  Coordinate the EPT:  Once a task force is recruited, it needs nurturing to stay involved.  The Coordinator should keep in touch with task force members, be sure they are feeling connected to and enthusiastic about the project, listening to and addressing concerns. Other tasks include ensuring that EPT members are aware of location, date, and time of each meeting well in advance of task force meetings, setting up EPT meetings, notifying people (email AND phone calls), filling people in if they miss a meeting, and ensuring materials are sent out in advance of meetings.  In addition, the Coordinator should pass on other key information about the project to the local task force. 

c)  Keep track of EPT progress:  Take notes at meetings and get information out after each meeting for a record of progress.  

d)  Liaison with MDC:  Serve as a communication liaison between MDC, the facilitator, and the EPT.  The Coordinator will set meetings on dates that work best for the EPT, the facilitator, and MDC.  Serve as a link to what’s going on in the community for MDC and the facilitator and inform each of local “context” within which it is working.

e)  Logistics:  Find locations for all local task force meetings.  Arrange for food and refreshments as necessary.  Prepare meeting room (e.g., arrange tables, set up food, print nametags, get flip chart stand and markers).  

f)  Materials:  Along with MDC and the facilitator, prepare materials for meetings.  Purchase materials as needed for planning process (e.g., flip chart pads, markers).

g)  Budget development and/or oversight:  The Emergency Preparedness task force is eligible for a grant to implement new ideas for disaster preparedness that emerge from the planning process.  MDC will pass through funds from FEMA to the local CBO, and the CBO is in charge of local disbursement, oversight, and reporting on the use of grant funds.  The EPT Coordinator may have a role in developing and/or maintaining the project budget.  

h)  (If Applicable) Assist with household survey:  Work with the University of North Carolina’s Center for Urban and Regional Studies to assist in coordination of a household survey.  This might involve coordinating work of local volunteers and/or being involved him/herself in interview work.

Note:  Project Supervision.  The Coordinator will take direction from the EPT itself.  For purposes of organizational accountability, the Coordinator will report to a staff person of the CBO (or the governing board of the CBO, depending on where authority lies).  The CBO should recognize that the project authority rests with the EPT.  

C. Emergency Preparedness Task Force (EPT)

The Emergency Preparedness Task Force is the group that represents the community for the purposes of the project. The main project activities are implemented through the EPT with facilitation by the coach. The EPT will:

a)  Assess learning from past:  Through work together as a Task force and with information from CURS researchers, EPT members will share what has and hasn’t worked in the past with regard to disaster preparedness, response, and recovery.  

b)  Utilize the self-assessment tool to review community preparedness:  The Task force will be guided through the process of reviewing its awareness of and preparedness for disasters, and to determine areas of strength and gaps in local efforts to account for disadvantaged communities in disaster preparedness plans. This process will likely take several meetings.
c)  Assist with community research (in selected communities):  CURS is responsible for gathering data about community preparedness.  They also want to know things that can only be learned by talking to local citizens in the project site.  The EPT will need to share its thinking with CURS and in some cases, EPT members might assist in a paid capacity in carrying out local surveys or interviews.
d)  Develop agreement on next steps:  The process of completing the community self-assessment tool will likely reveal opportunities for the EPT to take action. The EPT will prioritize areas of concern and come to agreement on next steps that it wants to take so that disadvantaged communities and the organizations that serve them are better prepared for disasters in the future.

e)  Determine use for grant funds:  The EPT will be eligible for a grant from MDC to implement new ideas that emerge from the planning process. The use of these funds, pending the approval of FEMA/MDC, will be determined by the EPT as a whole.

III. Roles and Responsibilities of Government
A. Local Emergency Management

Local Emergency Management officials have responsibility for the lives and coordination of emergency response when disaster strikes in communities. Because of their central role when disasters occur, their participation in this project is crucial.  

The Local EM staff person is involved in the project in the following ways:  

(1) being an active member (attending meetings regularly) of the Emergency Preparedness Task force (EPT); 

(2) assisting the Task force, MDC (and/or facilitator), and CURS by providing information on past planning efforts and related documents; and

(3) helping make connections for the MDC project team and the local EPT to key institutions that have a role to play in disaster preparedness.

B. Municipality (or Other Jurisdiction)
The government that supports the work of Emergency Management is critical to communities and to the Emergency Preparedness Demonstration project. The municipality (or other jurisdiction, as appropriate and applicable) must be involved from the outset of the project as it has valuable knowledge of the community, and responsibility for the infrastructure of the community when disaster strikes. The roles of the municipality (or other jurisdiction) are:
a)  To support the project with the time and talent of the office of Emergency Management:  Strongly encourage Emergency Management Department participation in the project through assuming the following roles:

(1) being an active member (attending meetings regularly) of the Emergency Preparedness Task force (EPT); 

(2) assisting the Task force, MDC (and/or facilitator), and CURS by providing information on past planning efforts and related documents; and

(3) helping make connections for the MDC project team and the local EPT to key institutions that have a role to play in disaster preparedness.

b)  To support the project with the time and talent of the Lead Administrator’s Office:  The Lead Administrator and the assistant (as applicable) are also involved in the following ways: 

(1) assist the Taskforce and the MDC project team by providing information on past planning efforts and related documents, and 

(2) help make connections for the MDC project team and the local EPT to key public and private agencies and institutions that have a role to play in disaster preparedness. 

(3) The municipality may also have key resources that can ensure the success of the project, such as community meeting space, communications capability, and relationships with community leaders. Providing access to these resources is another way to support the project.

c)  Applying learning:  MDC’s ultimate “audience” for learning how to best support disadvantaged communities in disaster preparedness is a national audience (i.e., communities across America). MDC hopes and expects that each pilot community will embrace new approaches to engaging and supporting disadvantaged communities in disaster preparedness while making it a model for other communities. 

C. State Government

The State government has an important role to play in supporting the local emergency management and governments as needed or requested, as well as ensuring that states are prepared to deal with large scale disasters. Several specific roles of State government in the Emergency Preparedness Demonstration program include:

a)  Providing information:  Throughout the Emergency Preparedness Demonstration program, information may be needed at the state level. For example, at the site selection phase, the UNC Center for Urban and Regional Studies conducts research that includes interviews with State government officials. The assistance and support of State government officials to provide resources and information at these times will enhance the success of the project.

b) Supporting the Emergency Preparedness Demonstration program: There may be specific times where State officials may be needed to assist with a particular issue in a community. The program is more likely to encounter success on a local level if the state supports the project and is willing to assist if necessary.

c) To support the project with the time and talent of the Point of Contact:   

The State Point of Contact makes links to key informants that are necessary for site selection and learning. The POC also provides technical assistance at critical times throughout the project.

APPENDIX C

PROCESS FOR EMERGENCY PREPAREDNESS DEMONSTRATION PROJECT IN COMMUNITIES

	

	Phase 1:  Entering the Community and Building Connections



	MDC meets with Community Based Organization (CBO), local government officials, and related Emergency Management Services personnel to clarify the purposes of the Emergency Preparedness Demonstration Project and roles and responsibilities of all parties.

	The assigned coach/facilitator meets with the local CBO and talks about who should be invited to serve on the Emergency Preparedness Task Force (EPT). 

	The CBO works with the coach to identify people to serve on the task force, issues invitations, and a preliminary schedule of meetings is created.  

	Phase 2:  Preliminary Data Collection and Initial Conversations with the Task Force

	Coach works with the CBO to organize first meetings. 

	The University of North Carolina at Chapel Hill Center for Urban and Regional Studies, in collaboration with MDC, develops a basic vulnerability assessment (maps with overlays of location of flood plain, where people live, critical facilities, etc.).  Maps provide a visual focus for the community’s work. The maps are provided to the EPT. 

	 (If applicable) Household interviews may be conducted in collaboration with the community based organization to learn more about disaster awareness and preparedness in the community.  

	Phase 3:  Self-Assessment



	The task force, guided by the coach, utilizes a self-assessment tool to determine areas of strength and gaps in local efforts to fully prepare minority/disadvantaged communities for disasters.  

	CURS meets with the EPT to share information about best practices for disaster preparedness that might respond to gaps identified.  

	The task force prioritizes areas of concern and comes to agreement on next steps that it wants to address.  The EPT develops an action plan to best address these next steps.  

	Grant funding is available to implement the action plan, provided it meets program criteria. The EPT determines how to budget the grant funding to implement the action plan. 

	The coach develops a written summary of self-assessment process, capturing key elements of dialogue as well as basic responses on the tool.

	Phase 4:  Implementation



	Coach and key partners will develop an action plan and will determine mechanisms for monitoring grant funds. Implementation of the action plan occurs, and EPT has discussions about next steps. 

	Coach writes a short summary report with recommendations to the community.

	Phase 4:  Cross-site Learning and Guide Development (Concurrent with Phase 3)

	MDC invites a select number of people from each task force to a cross-site meeting to share with one another and to offer guidance on best practices. These lessons learned will be written into a manual or guide to be provided to FEMA as a final product from the Emergency Preparedness Demonstration project.

	MDC and CURS revises final drafts of the guide and sends the final draft to FEMA for dissemination.


