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NEIGHBOURHOOD SERVICES DEPARTMENT

JOB TITLE:
Emergency Planning Officer 

DIVISION:
Cleveland Emergency Planning Unit

GRADE:
Scale 6

RESPONSIBLE TO:
Chief Emergency Planning Officer 
POST REFERENCE NO:
NSD 817
Purpose of Post

· To support the Cleveland Emergency Planning Unit in the provision of a comprehensive civil contingencies and emergency planning service to the four constituent local authorities of Hartlepool, Stockton on Tees, Middlesbrough and Redcar and Cleveland.

· To assist in the provision of all aspects of civil contingencies and emergency planning and preparedness as directed by the Chief Emergency Planning Officer.
· The preparation and review of emergency plans.

Relationship

· The Emergency Planning Officer will report to the Chief Emergency Planning Officer. Will work on a daily basis with the Local Authority Senior Emergency Planning Officers and liaise closely with Emergency Planning Officers from the Emergency Services

Main Duties and Responsibilities

1. To assist Officers within the Emergency Planning Unit with the provision of their roles and responsibilities, including the preparation and review of resilience and emergency plans.
2. The development of plans, procedures and protocols that take into account the statutory duties placed on local authorities by the Civil Contingencies Act and associated Regulations and Guidance. 

3. The preparation and delivery of training programmes to local authority staff, elected members and external agencies, including seminars, workshops, lectures and presentations to meet training needs and to raise awareness of emergency planning issues to internal/external groups. The maintenance of training records.
4. All aspects of the preparation and review of off-site emergency plans in respect of the Control of Major Accident Hazard Regulations 1999 (COMAH) and the Pipelines Safety Regulations 1996 (as amended). 

5. Consultation and liaison on all aspects of the preparation of off-site emergency response plans and their validation, the conducting of multi-agency exercises with local companies, consulting on on-site plans, preparing and running exercise debriefs.

6. To assist in the preparation and maintenance of the community risk register based upon a hazard/risk assessment of each of the council areas, together with any emergency plans that mitigate the hazards/risks identified.

7. To assist the Senior Emergency Planning Officers in the preparation and review of Local Authority Emergency Response Plans and maintenance of the designated local authority emergency centre.

8. To develop effective working relationships with other Councils, emergency services and external agencies and organisations in order to fulfil the responsibilities of the post.

9. To assist the Senior Emergency Planning Officers with duties relating to planned events, particularly large scale events, including where appropriate, the preparation of a major emergency response plan.

10. To assist the Senior Emergency Planning Officers in the effective preparation and maintenance of business continuity plans for the Local Authorities.

11. To be the lead officer or assist the lead officer for allocated specialist areas of activity which will involve:

· Attending meetings/courses/seminars on the specialist area(s)

· Ensuring that current information on specialist area(s) is shared in the Unit

· Providing advice and guidance to other officers on specialist areas.

12. Other areas as determined by the Chief Emergency Planning Officer commensurate with the nature and level of the post.

Changes

The work of all Local Government departments changes and develops continuously which in turn requires staff to adapt and adjust.  The functions/responsibilities above should not therefore be regarded as immutable but may change commensurate with the grading of the post.  Any major changes will involve discussion and consultation which if wished may involve a Trade Union/Professional Association representative.
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