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Berrien County Emergency Response Consortium 
Standard Operating Guidelines 

 
I. Purpose 

The purpose of this plan is to provide guidance to Berrien County community organizations 
in their efforts to meet the needs of citizens during the response, immediate recovery and 
long-term recovery phases of small-scale and large-scale emergencies and/or disasters.  The 
goal is to coordinate the emergency response and recovery efforts of community 
organizations.  This coordination will maximize the efficiency of participating organizations, 
prevent the duplication of services and client paperwork, open the lines of communication 
and facilitate recovery.   
 

 
II. Scope 

1. In these guidelines, “community organizations” refers to organizations that provide 
services to those in need.  These include, but are not limited to, non-profit, 
governmental, volunteer, faith-based, public service organizations, and businesses.   

2. These guidelines coordinate the involvement of community organizations in the 
following functions. 

a. Shelter management (including pet co-location) 
b. Relief supplies 
c. Food/water 
d. Emotional and spiritual care 
e. Donations management  
f. Emergency volunteer management 
g. Case management 
h. Unmet needs 

3. This plan supports the Berrien County Emergency Management Plan.  
4. State of Michigan, tribal government, and the federal government also have plans that 

address the issue of the responsibilities of community organizations.  These plans should 
be referred to in relation to statewide coordination of community organizations.   
 

 
III. Limitations  

Participation in this plan by stakeholder organizations is purely voluntary and at the sole 
discretion of stakeholder organizations.  No participating organizations shall be liable to 
other parties on account of any delay or failure to perform any function described in these 
guidelines.   
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IV. Concept of Operations  
a. Organization 

i. All community organizations that become involved in disaster response and 
recovery operations will maintain their autonomy and will maintain control over 
their resources unless otherwise stated in other agreements. 

ii. The Berrien County Emergency Response Consortium coordinator is responsible 
for receiving and processing all requests for resources by organizations.  The 
coordination will function in the Emergency Operation Center (EOC) under the 
Incident Command System (ICS).  

iii. The Berrien County Emergency Response Consortium coordinator will 
coordinate and communicate with individual member organizations depending 
on the scope of and the phase of an emergency. 

iv. Community organizations and businesses with resources to assist in delivering 
services in a functional area should be invited to participate in a coordinated 
response as defined in this plan.  Organizations not involved in the Berrien 
County Emergency Response Consortium and who are not included in the 
Berrien County Emergency Response Consortium resource matrix should be 
directed to the appropriate Berrien County Emergency Response Consortium 
representative.  Recruitment of Berrien County Emergency Response 
Consortium members and resource partners will take place on an ongoing basis.   

b. Preparedness 
i. Berrien County Emergency Response Consortium members and resource 

partners should keep a current set of contact information for the appropriate 
lead organization.  This information will be updated annually through a survey 
and distributed to members and resource partners by the coordinator. 

ii. Berrien County Emergency Response Consortium members and resource 
partners should be prepared to participate in the response and recovery 
operations described in this plan.   

c. Response 
i. After proclamation of an emergency, Berrien County Emergency Management 

or designated government official may request the activation and mobilization 
of the Berrien County Emergency Response Consortium members and resource 
partners to support disaster response and recovery operations. 

ii. Berrien County Emergency Response Consortium members and resource 
partners should assess their capability to deliver services, utilize lines of 
communication, make a preliminary assessment of the needs and mobilize 
resources as necessary. 

iii. The Berrien County Emergency Response Consortium coordinator should make 
every effort to keep members and resource partners informed of the 
emergency situation.  

iv. As soon as practical following a major disaster, Berrien County Emergency 
Response Consortium members and resource partners should report to the 
coordinator on the status of their agency and on their ability to support 
response and recovery efforts.   

v. The Berrien County Emergency Response Consortium members and resource 
partners are not responsible for communicating with the media.  All media 
inquiries to Berrien County Emergency Response Consortium members and 
resource partners should be referred to the Emergency Operations Center.   
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vi. Berrien County Emergency Response Consortium members and resource 
partners should keep careful financial records, individual timekeeping, 
description of services, volunteer hours and documentation of disaster costs.  
These records may be necessary to recover funds from federal disaster 
assistance.  Each agency should keep their own records, but be able to make 
them available for review, auditing, reimbursement, etc.  Records should be 
kept following legal requirements.     

d. Short-Term Recovery 
i. In the Short-Term Recovery phase of an emergency, the function of the Berrien 

County Emergency Response Consortium is to fulfill immediate needs.  
“Immediate needs” refer to needs that are not addressed by the state and 
federal recovery programs that follow a declaration of disaster.  The definition 
includes a number of possible emergency contingencies.   

ii. The Berrien County Emergency Response Consortium coordinator, working with 
Emergency Management and other community leaders, is responsible for 
assembling a Berrien County Emergency Response Consortium Immediate 
Needs Committee.  Any community organization may participate in the 
Immediate Needs Committee.  This committee will be organized when the need 
arises in the event of a disaster.   

iii. The Immediate Needs Committee must coordinate its efforts with the local 
incident command structure.   

iv. The Berrien County Emergency Response Consortium coordination, working 
with financial institutions, United Way of Southwest Michigan and Berrien 
County Community Foundation, is responsible for assembling a Berrien County 
Emergency Response Consortium Funding Committee.  This committee will be 
organized when the need arises in the event of a disaster.  The funding 
committee will address immediate funding needs.   

 
 

V. Responsibilities  
a. Berrien County Emergency Response Consortium 

i. Ensure that the Berrien County Emergency Response Consortium adheres to the 
mission statement. 

ii. Meet regularly (quarterly for members, annually for resource partners), record 
minutes of the meetings and make them available to the public. 

iii. Complete the FEMA IS 100, IS 200, IS 700 and IS 800 trainings. 
iv. Maintain organization/key staff contact information and resource matrix. 
v. Maintain Emergency Response Consortium webpage and update with 

appropriate resources. 
vi. Communicate regularly with the members and resource partners.   

vii. Communicate regularly with Berrien County Emergency Management and other 
community leaders.   

viii. During an emergency/disaster, be the liaison between Berrien County 
Emergency Management and other community leaders and the Berrien County 
Emergency Response Consortium members and resource partners.    

ix. Work with United Way of Southwest Michigan and Berrien Community 
Foundation for funding when disasters/emergencies happen.   
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b. Berrien County Emergency Response Consortium Members 
i. Participate and/or commit resources to the mission of the Berrien County 

Emergency Response Consortium. 

ii. Attend quarterly meetings and will notify coordinator of any absences. 

iii. Have key staff in the organization complete the FEMA IS 100 and IS 700 

trainings. 

iv. Update organization and key staff contact information and resource matrix. 

v. Share client-approved information with the Berrien County Emergency 

Response Consortium as requested in order to provide assistance to those 

affected by an emergency/disaster.   

vi. Communicate regularly with the coordinator and resource partners.  

c. Berrien County Emergency Response Resource Partners  

i. Commit resources to the mission of the Berrien County Emergency Response 

Consortium. 

ii. Attend an annual meeting to update members on resources available.  

iii. Update organization and key staff contact information and resource matrix. 

iv. Share client-approved information with the Berrien County Emergency 

Response Consortium as requested in order to provide assistance to those 

affected by an emergency/disaster.   

v. Communicate regularly with the coordinator and members.   

 
 

VI. Long Term Recovery 
a. Defining Long-Term Recovery Needs 

i. A need that results from disaster or emergency as identified by the Berrien 
County Emergency Response Consortium.   

ii. May include loss of home, income, vehicle or household good. 
iii. Is NOT a pre-disaster condition. 
iv. Is NOT an ongoing social issue. 
v. Is considered a basic life need such as food and shelter (safe, sanitary and 

secure), essential transportation, etc.   
vi. Is identified by the client, verified, by the case manager, and agreed upon by the 

Funding Committee.    
b. Case Manager Responsibilities  

i. Work with the client to identify needs and create strategies for moving forward.  
ii. Identify client’s own resources, including government and community 

resources.  
iii. Identify remaining unmet needs. 
iv. Present the needs to the Berrien County Emergency Response Consortium and 

then to the funding committee for approval of funds.  
v. Communicate back to the client the needs being met through the Berrien 

County Emergency Response Consortium and remaining unmet needs, while 
offering possible solutions (referrals) for the client to pursue. 

vi. Close the case by verifying that needs were met, or referrals have been made. 
vii. Maintain case management process paper work.   

 



Revised May 13, 2019 
 

c. Client Responsibilities  
i. Be willing to accept own responsibility and role in recovery process.  

ii. Be prepared to cooperate with case manager by providing truthful and 
complete information about resources and situation. 

iii. Assist the case manager by filling out the forms and providing ongoing contact 
information. 

iv. Be willing to search out referrals and recommendations from the case manager.  
v. Provide documentation and verification necessary for the case management 

process. 
vi. Provide information as needed with the Berrien County Emergency Response 

Consortium in order to provide assistance.   
vii. Accept that there is no guarantee that all needs will be met.   

d. Berrien County Emergency Response Consortium Responsibilities  
i. Help create, guide and facilitate the committees. 

ii. Keep current information on members and resource partners available.  
iii. Maintain client database information, adhering to accepted confidentiality 

practices. 
 
 

VII. After Action Review 
An After-Action Review (AAR) is a structured review or debriefing process for analyzing what 
happened, why it happened, and how it can be done better by the participants and those 
responsible for the project or event.  The Berrien County Emergency Response Consortium 
coordinator will be responsible to see that this process takes place. 
 
The following questions should be asked: 

• What was planned? 

• What actually occurred? (facts, not judgements) 

• What went well and why? 

• What can be improved and how? 
 

The information from the After-Action Review will be used to update the Standard 
Operating Guidelines after an incident or annually.  Berrien County Emergency Response 
Consortium members will vote to make and accept changes to the Standard Operating 
Guidelines.    

 
 

 
 

 
 
 
 
 


