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Overview 
 
In order to ensure that all of the nation’s Sheriffs and their key partners have functional, all-
hazards Continuity of Operations plans, the National Sheriffs’ Association has developed 
this multi-faceted process that includes both the Continuity of Operations Planning for 
Sheriffs: Preparation and Reference Guide and the Continuity of Operations Planning for 
Sheriffs Planner’s Workbook: Pandemic Version. 
 
Recognizing that our Sheriffs have numerous legal and ethical responsibilities in their 
communities and that these responsibilities often impact a wide variety of other 
organizations, this process not only outlines a generic COOP for all-hazards events but also 
highlights contingency plans for specific incidents.  
 
For learning purposes and to assist them in preparing for a pandemic event, this process 
focuses specifically on two sub-topics: pandemic events, and their impact on court 
operations. It is hoped that after establishing a baseline with these targeted topics, the COOP 
will be expanded to include all operational aspects of the organization and its interactions 
with all partner organizations. 
 
This Continuity of Operations Planning for Sheriffs Preparation and Reference Guide is 
specifically designed to assist Sheriffs in building Continuity of Operations plans for their 
organizations. While this document is designed to provide important foundational 
information on the process of developing an all-hazards Continuity of Operations Plan 
(COOP), its companion piece, the Continuity of Operations Planning for Sheriffs: Planner’s 
Workbook Pandemic Version, specifically includes materials and examples to assist Sheriffs 
in developing Continuity of Operations plans while working with judges and court 
administrators to plan, prepare for, and respond to a local pandemic event.   
 
Survey of Sheriffs 
 
An informal survey of Sheriffs from throughout the United States revealed that the vast 
majority did not have Continuity of Operations Plans.  Many agencies that responded 
positively and submitted samples actually provided Emergency Operations Plans instead of 
COOP documents.   
 
Through a series of phone calls to follow up on the survey, it was determined that only the 
largest of agencies in the nation had operational COOPs.  The vast majority of all other 
Sheriffs had either nothing, or had a working draft but not an operational document that 
could be implemented if the need arose.  Many agencies stated that they believed that there 
was a need for such a plan, but simply had not dedicated the manpower or resources 
necessary for their staff to learn about Continuity of Operations or to develop an all-hazards 
plan.   
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Regarding a pandemic-based Continuity of Operations Plan, most officials agreed with the 
need to be prepared, but for the most part were satisfied to leave pandemic planning up to 
their local or state health or emergency management agency.    
 
Document Development 
 
The Preparation and Reference Guide   
 
The Preparation and Reference Guide is a multi-module document designed as a precursor 
to the technical assistance program provided to agencies that want to develop, modify or 
update their Continuity of Operations Plans.   
 
The first section of the Preparation and Reference Guide contains foundational information 
for Sheriffs on organizing a COOP planning team for their agency and highlights essential 
functions of team members.   
 
The second section of this guide provides specific information on the development of the 
COOP plan, including details of each major component and its purpose.  This guide will 
serve as a helpful tool to COOP planners, agency team members and partner organizations 
as they prepare to participate in the technical assistance program and Continuity of 
Operations Plan development.  
 
The third and final section of this guide provides detailed information on forming an inter-
agency COOP planning team and organizing a technical assistance meeting with COOP 
planning partners, to be facilitated by the National Sheriffs’ Association.  This technical 
assistance session (which will vary in size and scope depending on each individual agency) 
will assist sheriffs in developing a COOP in cooperation with the courts and other 
organization partners such as emergency management and health departments whose 
continuity of operations plans interact with the Sheriff’s plan. 
 
Planner’s Workbook: Pandemic Version 
 
The Planner’s Workbook: Pandemic Version is the second component of the Continuity of 
Operations Planning (COOP) for Sheriffs program.  This document is a step-by-step 
planning guide that contains easy-to-use tools such as COOP templates that can be utilized 
by the Sheriff and their planning staff as they develop a COOP for their agency.    
 
Although this document is a generic, all-hazards guide in order to enhance learning and 
reinforce standard COOP concepts, the Planner’s Workbook also contains general 
information on a potential pandemic event and utilizes pandemic examples in each template 
and throughout the workbook. For learning purposes and to assist in preparing for a 
pandemic event, this process focuses specifically on two sub-topics: pandemic events, and 
their impact on court operations. Throughout the workbook, specific pandemic information 
and court operations examples are highlighted in red color and italic font. It is hoped that the 
two sub-topics will provide specific examples that Sheriffs can utilize when building both 
their pandemic plan as well as their all-hazards COOP. 
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Pre-Pilot Site 
 
Prior to NSA staff officials visiting each pilot site, NSA provided the locations with multiple 
documents on Continuity of Operations Planning and Pandemic Planning.  These documents 
contained several hundreds of pages of information, references, appendices, etc. It was 
envisioned that officials from these agencies would review the materials as a precursor to 
the pilot site visit.  Upon questioning Sheriff’s representatives, NSA officials learned that 
not a single agency had time to review the materials and additionally learned that officials 
felt the materials were so overwhelming that they would be better off just waiting for NSA 
to personally review necessary items that would be required for the project.   
 
In the final analysis, NSA staff members determined that, in general, the Sheriffs did not 
have the manpower or resources to dedicate to what they believed was an important (albeit 
somewhat overwhelming) task of developing a Continuity of Operations Plan for their 
agencies.  What they requested and would ultimately utilize were simplified templates that 
allowed them to begin the process of building an all-hazards Continuity of Operations Plan 
that they could then expand upon as time and resources justified. 
 
Pilot Site Process 
 
The pilot site process developed by the National Sheriffs’ Association for the Continuity of 
Operations Planning for Sheriffs course consists of five primary elements: Orientation, 
Internal Plan Development, Partnership Meeting, External Alignments, and Process 
Evaluation.   
 
The first phase of the process consists of an NSA-facilitated orientation session for the 
Sheriff and his/her Command Staff.  During this orientation, Sheriff’s personnel utilize the 
Continuity of Operations Preparation and Reference Guide in order to become familiar with 
the foundational concepts of developing a COOP Plan, learn how the complexities of an 
extended pandemic event or other prolonged tragedy may impact their organization, learn a 
specific methodology for bringing together their partner agencies to achieve an alignment of 
each other’s COOPs, and finally are briefed on completing the evaluation component of the 
program. 
 
Utilizing the Continuity of Operations Planning for Sheriffs Workbook and its preformatted, 
planning templates, assigned Sheriff’s Office personnel work to develop both an all-hazards 
and pandemic-oriented Continuity of Operations Plan for their agency.   Personnel perform 
tasks such as defining essential functions, researching statutes, reviewing policies and 
procedures, and locating alternate operational facilities. 
 
Once the Sheriff’s Office has completed its COOP, the third phase of the process is to bring 
together all potential partner organizations that affect or are affected by the Sheriff’s COOP.  
In a session hosted by the Sheriff and facilitated by NSA, external agencies such as courts, 
schools, vendors, Health Department, and Emergency Management officials are brought 
together to discuss their individual COOPs and to outline a methodology and timeframe for 
aligning their plans. 
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The fourth phase of the pilot site process features the actual alignment process with external 
agencies where policies and procedures are drafted, modified, or adapted to meet specific 
criteria of all agencies.  During this phase, all COOPs are aligned to ensure that all agencies 
can continue their essential functions. 
 
The final phase of this process is evaluation.  The National Sheriffs’ Association has 
developed an evaluation document that, when completed by participating agencies, will 
allow the NSA to modify and enhance its Continuity of Operations Planning Course and 
export it to Sheriffs’ Offices throughout the country to increase their capacity and ensure 
that essential functions are delivered to the community. 
 
Pilot Sites 
 
To date the National Sheriffs’ Association has surveyed Sheriffs’ Offices nationwide to 
determine the level of Continuity of Operations Planning, and specifically Pandemic 
Planning, in their agencies.   
 
Once developed, these documents were delivered to three pilot site locations: LaFourche 
Parish, Louisiana; Story County, Iowa; and Pinal County, Arizona.  NSA representatives 
met with selected officials from each agency, reviewed the materials, and answered 
questions.  Each agency was then tasked with building a Pandemic-based Continuity of 
Operations Plan and returning a program questionnaire with comments regarding the process 
and recommended changes and improvements.  To date, two of the three pilot sites have 
completed their plan and returned the questionnaire with recommendations. 
 
Technical Assistance Locations 
 
NSA staff modified the planning documents and is now staffing out the newly revised 
versions at four technical assistance sites: Newport News, Virginia; Calhoun County, 
Alabama; Douglas County, Colorado; and Yates, New York.   
 
Each technical assistance site was provided with the Continuity of Operations Planning for 
Sheriffs: Preparation and Reference Guide; Continuity of Operations Planning for Sheriffs: 
Planner’s Workbook Pandemic Version; Continuity of Operations Planning for Sheriffs 
PowerPoint presentation; the BJA Continuity of Court Operations: Steps for COOP 
Planning;  a redacted version of an actual Sheriff’s COOP; and an NSA evaluation form.  
Technical Assistance sites were provided information both in written form and electronically 
and were advised that they could seek additional assistance throughout their planning 
process if needed.   
 
Evaluations 
 
Each pilot site and all technical assistance locations were asked to complete a COOP Pilot 
Site Evaluation Form.  This document, which can be found in the appendix, asked 
representatives to complete the form and provide input on the usefulness of items provided 
and suggestions for changes or modifications to documents or supporting materials.   
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Agencies that returned evaluations rated both the Guide and the Workbook as useful or 
extremely useful, and across the board stated that they believed these documents would 
assist a typical Sheriff’s Office in developing an operational COOP.  On a majority of the 
evaluations, the templates and their pandemic examples were listed as the most beneficial 
aspects of the planning tools, while one agency listed everything in the package under the 
most useful category.   
 
Overall, the least helpful section was the Pandemic Overview.  Most respondents stated that 
they had already received some level of pandemic training that provided them with a 
working knowledge of the topic and its potential effect on their operations.  
 
Recommendation 
 
Based on the evaluations that were received and the comments from agency officials 
working with NSA to develop their Continuity of Operations Plans, it is recommended that 
this project continue to be funded in an effort to assist all Sheriffs throughout the country to 
develop all-hazards Continuity of Operations Plans and specifically plans that address 
pandemic events.   It is further recommended that NSA receive additional funds to produce 
and replicate a Continuity of Operations Planning for Sheriffs Toolkit with all necessary 
forms, templates, documents, presentations and supporting materials; to provide funds for 
distribution of the COOP Toolkit to all Sheriffs; and funding to continue to provide 
technical assistance services to our Sheriffs who request and require this assistance.  
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NOTE: This document is in draft form. The materials p resented are 
being pilot tested through a series of training session s with local 
sheriffs. Following these sessions the document will b e prepared in final 
form. �
�
This curriculum and workbook were prepared by the National Sheriffs 
Association under a subcontract with American University under the auspices of 
the Bureau of Justice Assistance National Training and Technical Assistance 
Project at American University. This project is supported by Grant No. 2005-DD-
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Understand the need for proactive continuity of operations planning by the 
Sheriff, courts and all partner organizations in order to ensure the 
continuance of essential functions during an all-hazards incident or 
pandemic event. 
�
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Information in this presentation was provided by the Bureau of Justice Assistance (BJA), the U.S. Department of Health 
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Essential Function Operational Strategies 

 
Court Security 
 
 
 

 
Prisoner Transportation 

 
 
 
 
 

 
Prisoner Housing 

 
 
 
 
 

 
Prisoner isolation/distancing 

 
 
 
 
 

 
Staffing and posting of Court Security Officers 
 

 
 

 
Protection of Court Security Officers 
 
 
 

 
 
 
 
 
 
 

 
Mandatory sanitary procedures 
 
 
 
Securing proper sanitation and cleaning supplies 
 
 

  
Support staff required to perform basic tasks such as 
preparing the list of prisoners needed in court and 
required documents 
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Operational Strategies Tactical Plans 

 
 
Prisoner Transportation 
 
 
 

·  Special procedures to separate and 
isolate prisoners during 
transportation to court. 

·  Special procedures to reduce 
number of prisoners required to be 
in court. 

 
 
Prisoner Housing at Court Facility 
 
 
 
 

·  Special units for potentially 
contaminated prisoners 

·  New procedures to reduce the 
number of prisoners transported for 
court appearances; this will also 
reduce number of officers needed 
and time for transportation and 
supervision of prisoners 

 
 
Prisoner isolation/distancing 
 

·  Special procedures to keep 
prisoners separated while awaiting 
court appearances; special 
procedures to require fewer 
prisoners in court, such as use of 
video arraignment 

 
 
Staffing and posting of Court Security 
Officers 
 
 
 
 
 

·  Cross-training of road deputies and 
investigators as Court Security 
Officers 

·  Modify court calendars to achieve a 
reduction in number of courts being 
utilized simultaneously and 
corresponding reduction in officers 
needed. 

·  Re-employment opportunities for 
retired Court Security Officers or 
Deputies to serve in courts 
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Protection of Court Security Officers 
 
 
 
 
 

·  Mandatory sanitary precautions 
implemented 

·  Equipment and supplies provided to 
reduce exposure 

·  Adjusted work schedules and 
modified work stations to reduce 
exposure 

·  Re-deploy staff to minimize contact 
with public  

 

 
 
Mandatory sanitation procedures 
 
 
 

·  Personal hygiene measures 
·  Training 
·  Cleaning procedures in holding 

facility, in court and in vehicles 
·  Enforcement policies 

 
 
Securing proper sanitation and cleaning 
supplies 
 

 
If supplies are limited, allocation of 
supplies between jail needs and court needs 
 

 
 
Support staff required to perform basic 
tasks such as preparing the list of prisoners 
needed in court and required documents 
 
 
 

 
·  Administrative 
·  Technology 
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Activity – Decision-Making Process 
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Position/Successors 

 
1. Sheriff/ appointed by County Board of Commissioners as allowed by statute 
 
2. Under Sheriff/ appointed by Sheriff 
 
3. Judge/ appointed by Governor 
 
4. Court Clerk/ appointed by Judge with approval of County Board of Commissioners 
 
5. 
 
6. 
 
7. 
 
8. 
 
9. 
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Alternate Facility Purpose 

 
1.  National Guard Building 

 
Detention center 

 
2. Old Wal-Mart building 

 
Courts and staff offices 

 
3. Baptist Church Storage building 

 
Court records storage 

 
4. County Clerk’s IT Office 

IT operations, database storage 
Computer-based functions 
 

 
5. 
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System Name/Type Current Location Other Locations 

 
 
Mainframe computer 
 

 
 
County Courthouse  

Laptops taken to and used 
at old Wal-Mart building 
where court staff is located  
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System Name Current Location Other Locations 
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Tasks Who Where How When 

Return to 
primary facility 

 
 

    

Transfer of vital 
records 
 

 

    

Transfer of 
communications 

Communications 
Supervisor 

Back-up  
dispatch 
center 

Route to 
back-up 
dispatch 
center 
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primary facility 
 
 

    

Transfer of vital 
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Communications 
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Responsibility 
 

Position 

Maintaining and updating employee 
contact database 

Sheriff’s liaison  

 
COOP Plan testing 

 
Court Administrative Assistant 

 
COOP Plan update 

 
County Clerk designee 
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NOTE: This document is in draft form. The materials  
presented are being pilot tested through a series o f training 
sessions with local sheriffs. Following these sessi ons the 
document will be prepared in final form. �
 

This curriculum and workbook were prepared by the National Sheriffs Association under a subcontract 

with American University under the auspices of the Bureau of Justice Assistance National Training and 

Technical Assistance Project at American University. This project is supported by Grant No. 2005-DD-BX-

K053, awarded to American University by the Bureau of Justice Assistance, Office of Justice Programs, 

U.S. Department of Justice. Points of view or opinions in this document are those of the authors and do not 

necessarily represent the official position or policies of the U.S. Department of Justice.  
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I.  Introduction, Purpose, Application and Scope 

 
Introduction : The Story County Sheriff’s Office is comprised of 31 sworn officers and 52 civilian 
employees who are responsible for the civil, criminal, and incarceration needs of the county.  The 
Sheriff’s Office operates its administrative office and field services, support services, communications, 
and jail divisions within the newly constructed Story County Justice Center.  The Justice Center located in 
the central Iowa town of Nevada.  It houses the offices of the Sheriff, Clerk of Court, County Attorney, 
and the District and Associate District Court.  Each day hundreds of people work and conduct business 
throughout the Justice Center as it functions to meets the criminal justice needs of the 80,000 citizens of 
Story County.   
 
Purpose: The purpose of this Continuity of Operations Plan (COOP) is to identify and facilitate the 
courses of action necessary to maintain essential Sheriff’s Office operations during a large-scale, long-
term emergency.  In establishing this plan, the mission-essential responsibilities of each component of the 
Sheriff’s Office will be identified.  The COOP will guide administrators and supervisors through 
implementation of the plan, addressing issues such as uninhabitable facilities or significant losses of 
personnel, and the transitions to and from temporary locations. 
 
The Story County Sheriff’s Office COOP will cover a wide range of topics which can be divided into 
Planning, Plan Maintenance, and Operations sections.  The Planning section will clearly define the orders 
of succession and delegation of authority, as well as identify the Sheriff’s Offices essential-functions, 
mission critical systems, vital records, and alternative facilities.  The Plan Maintenance stage will identify 
long and short-term plan goals, timelines, planning and preparedness considerations, as well as establish 
milestones and tracking systems to monitor accomplishments. 
 
The Operations section is the most important component of the plan as it is designed to specifically 
address how the Sheriff’s Office will function during a large-scale, long-term emergency based on the 
information presented in the Planning section.  It will specify how emergencies are identified and 
assessed.  It will define when and how the COOP is implemented, and differentiates operational needs 
between full and partial deployment.  The Operations section also addresses the actions that need to take 
place throughout the different phases of an emergency.     
 

Phase I (activation and relocation phase) - consists of the activation of the COOP and the 
relocation of operations.  Phase I will commence upon the order to implement the COOP and will 
include up to the first 12 hours of operations.   
Phase II (alternate facilities operations phase) - encompasses all operations at alternate facilities.  
It will occur 12 hours after the implementation until termination of COOP procedures.   
Phase III (reconstitution phase) - occurs between termination of COOP procedures and the return 
to normal operations.   
 

The Continuity of Operations Plan will specify the essential personnel, functions, and resources needed to 
ensure that the Sheriff’s Office essential-functions are maintained throughout an emergency.  It will set 
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forth procedures for responding to the emergency while safeguarding essential equipment, documents, 
and personnel.  The COOP will facilitate the transition through each of the three phases to ensure a timely 
and effective resumption to the Sheriff’s Office’s pre-emergency level of operation. 
 
Applicability and Scope: The Continuity of Operations Plan will not only impact the Sheriff’s Office, 
but it will affect the entire criminal justice system in and around Story County.  Implementation will also 
significantly impact the citizens of Story County because the Sheriff’s Office essential-functions are 
diverse and far-reaching tasks ranging from public safety to the issuance of permits.  The Office of the 
Sheriff and the citizens of Story County will be dependant upon each other for support and cooperation 
during a prolonged, large-scale emergency. 
 
Continued operations of the Sheriff’s Office during an emergency is critical; that is why it is vital for this 
plan to: (1) ensure the continued performance of essential-functions, (2) protect essential facilities, 
equipment, and records, (3) reduce disruption to operations, (4) reduce danger to personnel by minimizing 
damage and losses, and (5) achieve a timely and orderly recovery of operations following the emergency.  
The COOP must also address the following issues as they affect the essential-functions of the Sheriff’s 
Office during an emergency: (1) work schedules and compensation, (2) hours of work, (3) time-off, (4) 
additional staff support, (5) logistical support, (6) discipline and liability, and (7) education and training. 
 

II.  Planning 

The Planning section is designed to introduce, describe, and provide visual aides to help understand the 
many elements that must be planned for and executed in the event of a large-scale, long-term emergency.  
This section introduces many of the topics that will be further explained in the Operations stage.  The 
tables included are guides intended to identify the topics, functions, and responsibilities that will be 
described in more detail throughout the Operations section.  In planning for a catastrophic emergency, the 
most important component is to identify the essential-functions of the Sheriff’s Office.  The essential-
functions must then be prioritized and specific methodology needs be developed for maintaining them 
during a prolonged emergency. 
 

1) Essential-Functions 
In order to maintain the operations of the Sheriff’s Office during a large-scale, long-term emergency, the 
essential-functions of each division within the office must be identified.  Essential-functions are the 
activities that must be performed to: (1) ensure the safety and well-being of the public, (2) provide vital 
services, (3) exercise civil authority, and (4) sustain the industrial and/or economic base during an 
emergency.  To qualify as an essential function, the task must not be able to suffer a delay in operations of 
more than 12 hours and that function must be maintained in all circumstances thereafter.  The following 
essential-functions have been established based on the statutory obligations of the Office of Sheriff in the 
state of Iowa, as well as from the policies and procedures of the Story County Sheriff’s Office.  
 
Each essential-function will have a number of operational strategies under it.  The operational strategies 
are the elements required to maintain each essential-function.  Under each operational strategy are 
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technical plans.  The technical plans are the specific tasks that need to be fulfilled to achieve each 
operational strategy. 
 
The essential-functions identified by the Story County Sheriff’s Office are: (1) Law Enforcement/Public 
Safety, (2) Jail Operations, (3) Civil and Court Process, (4) Court Security, and (5) Issuance of Permits.  
The operational strategies and technical plans tables are contained in the Operations section under Phase 
II-Alternate Facility Operations (Tables 7a-e).     
 
In order to maintain the essential-functions of the Sheriff’s Office, it is important to clearly identify the 
orders of succession throughout the office in the event that this process is needed.  The County Attorney’s 
Office, Clerk of Courts Office, and Senior District Court Judge’s orders of succession have also been 
identified so Sheriff’s Office staff will know who to contact in the event of an emergency as those offices 
also operate within the Story County Justice Center.   
 

2) Orders of Succession 
Pre-defining the orders of succession is a vital element in managing a long-term, large-scale emergency.  
The orders of succession are designed to maintain Sheriff’s Office operations during and after an 
emergency.  Successions may take place for any number of reasons including, but not limited to, fatigue 
caused by extended tours-of-duty, unavailability, or incapacitation directly caused by the emergency.  The 
orders of succession include the conditions under which succession will take place, the method of 
notification, and the limits on delegations of authority by successors.    
 
a. Orders of Succession (IA Code 331.651, IA Code 66.19, and Story County Sheriff’s Office [SCSO] 
Policy #322) 
 

1st – Sheriff- Elected then sworn in by a Judge   

2nd - Chief Deputy- appointed by the Sheriff   

3rd - Senior Division Commander- appointed by the Sheriff   

4th - Next most senior Division Commander- appointed by the Sheriff   

If the Sheriff, Chief Deputy, and none of the Division Commanders are available, the chain of command 
will proceed to the most senior Sergeant/Supervisor.  The succession will continue through the rank of 
Sergeant/Supervisor according to seniority.  If no Sergeants/Supervisors are available, succession will 
then go the senior line-staff employee on-duty through that rank based on seniority.  Seniority is based on 
an employee’s continuous, full-time service based on job classification (Public Professional and 
Maintenance Employees Local 2003 Contract). The order of succession will remain in affect until the 
Board of Supervisors can appoint a new Sheriff.   

 
“In the event of a joint operation involving Sheriff’s personnel of different divisions, an 
incident commander will be designated in advance of the joint operation.  If the 
incident is an unplanned occurrence, the ranking supervisor on duty in the division of 
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the occurrence will be in charge of all personnel assisting with the incident until 
relieved by command.” (SCSO Policy 322 II. D) 
 

b. Conditions of Succession 

The position of Sheriff (IA Code 331.651, IA Code 66.19, and SCSO Policy #322) 

 
- The Sheriff is an elected position and then once elected, granted to position of Sheriff after 

completing the Oath of Office administered by a Judge. 
- The Chief Deputy will take over command in the absence of the Sheriff either by order of the 

Sheriff or if the Sheriff is unable to make that authorization due to his/her incapacitation. 
o The Chief Deputy shall assume the Office of Sheriff after qualifying as provided in section 

331.651 of the Iowa Code. The Chief Deputy shall hold the office until a successor is 
appointed or elected to the unexpired term as provided in Chapter 69 of the Iowa Code. 

- The Chief Deputy will be notified of his/her need to take command in person or by telephone from 
the Sheriff. 

- The Chief Deputy, in the absence of the Sheriff, will have the same authority to delegate that the 
Sheriff possessed prior to succession in order to maintain the essential-functions of the Sheriff’s 
Office. 

 
The position of Chief Deputy (SCSO Policy #322)  
 

- The Chief Deputy was appointed by the Sheriff. 
- The senior Division Commander will take over in the absence of the Chief Deputy. 
- In the absence of the Chief Deputy and a Division Commander the senior sergeant will take over 

command. 
- Notification of succession will be conducted by the Sheriff or designee in person or by telephone. 
- The successor to the position will have the same authority to delegate that the commander 

possessed prior to succession in order to maintain the essential-functions of the division. 
 
The Position of Field Services Commander (SCSO Policy #322) 
 

- The Field Services Commander was appointed by the Sheriff. 
- The senior Sergeant will take over command of the field services division in the absence of the 

commander or by the authority of the Sheriff. 
- In the absence of the senior Sergeant or by the authority of the Sheriff, the most senior patrol 

deputy will take over command of the field services division. 
- Notification of succession will be conducted in person or by telephone by the Field Services 

Commander, Sheriff, or Sheriff’s designee. 
- The successor to the position of Field Services Commander has the full authority to act and 

delegate as the field services commander did prior to succession.   
 
The position of Jail Administrator (SCSO Policy #322) 

- The Jail Administrator was granted authority by the Sheriff. 
- The Operations Sergeant will take over command of the jail division in the absence of the Jail 

Administrator or by the authority of the Sheriff. 
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- In the absence of the Operations Sergeant or by the authority of the Sheriff, the most senior 
supervisor or sergeant will take over command of the jail division. 

- The most senior detention officer on-duty will take over command of the jail division in the 
absence of the Jail Administrator, Operations Sergeant, on-duty Sergeant/Supervisor, or by the 
authority of the Sheriff. 

- Notification of succession will be conducted in person or by telephone by the Jail Administrator, 
Sheriff, or Sheriff’s designee. 

- The successor to the position of Jail Administrator has the full authority to act and delegate as the 
Jail Administrator except in the event of authorizing the use of deadly force. 

 
The position of Communications Commander (SCSO Policy #322) 

- The Communications Commander was granted authority by the Sheriff. 
- The Communications Operations Manager will take over command of the communications 

division in the absence of the commander or by the authority of the Sheriff. 
- The Communications Supervisor will take over command of the communications division in the 

absence of the Communications Commander and Communications Operations Manager, or by the 
authority of the Sheriff. 

- The senior communicator on-duty will take over command of the communications division in the 
absence of the Communications Commander, Communications Operations Manager, 
Communications Supervisor, or by the authority of the Sheriff. 

- Notification of succession will be conducted in person or over the telephone by the 
Communications Commander, Sheriff, or Sheriff’s designee. 

- The successor to the position will have the same authority to delegate that the commander 
possessed prior to succession in order to maintain the essential-functions of the division. 

 
The position of Support Services Commander (SCSO Policy #322) 

- The Support Services Commander was appointed by the Sheriff. 
- The Training Sergeant will take over command of the support services division in the absence of 

the commander or by the authority of the Sheriff. 
- The Support Services Supervisor will take over command of the support services division in the 

absence of the Commander and Training Sergeant, or by the authority of the Sheriff.  
- Notification of succession will be conducted in person or by telephone by the Support Services 

Commander, Sheriff, or Sheriff’s designee. 
- The successor to the position of Support Services Commander has the full authority to act and 

delegate as the Support Services Commander did prior to succession.   
 
The position of District Court Judge 

- The position of District Court Judge was appointed by the Governor. 
- The most senior resident District Court Judge will take over command of the courthouse 

workgroup in the event of emergency operations. 
- The next most senior resident District Court Judge will take over command in the absence of the 

senior resident District Court Judge or if that individual is unable to perform his/her function. 
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- Each subsequent succession will be based solely on seniority as there is no other distinction 
between District Court Judges. 

- Each successor will have the same authority to delegate. 
- No known notification of succession system is in order; therefore authority to implement 

emergency operations is at the discretion of the most senior district judge on-duty. 
 
The position of County Attorney 
 

- The County Attorney is an elected position and then granted the position after completing the Oath 
of Office administered by a Judge. 

- The First Assistant County Attorney will take over command of the County Attorney’s Office in 
the absence of the County Attorney.  

- The next most senior Assistant County Attorney will take over command of the County Attorney’s 
Office in the absence of the County Attorney. 

- Notification of succession will be conducted in person or by telephone by the individual 
relinquishing command. 

- The successor has the same authority to delegate that the County Attorney possessed prior to 
succession in order to maintain the essential-functions of the County Attorney’s Office. 

 
The position of Clerk of Court  (Iowa Code 602.1215) 
 

- The Clerk of Court is appointed by the District Court Judge of the judicial election district 
pursuant to Iowa Code (602.1215). 

- The Trial Court Supervisor acts in the absence of the Clerk of Court. 
- The most senior Judicial Clerk will take over command of the Clerk’s Office in the absence of the 

Trial Court Supervisor unless otherwise specified by the District Court Administrator or designee. 
- Notification of succession will be conducted by the District Court Administrator or designee. 
- The successor to the Clerk of Court has the same legal authority as the Clerk of Court had prior to 

succession. 

 
Once the Orders of Succession have been established, the Deployment and Relocation section will 
identify the tasks each position is responsible for after implementation of the COOP.   
 
 
 
 
 
 
 

 
3) Deployment and Relocation 
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After the COOP has been implemented by the Sheriff or designee, relocation will begin.  Relocation is the 
actual movement of essential-functions, personnel, records, and equipment to the alternate operating 
facilities.  Relocation also includes transferring communications, as well as obtaining supplies and 
equipment that are needed but may not be in place at the alternate facilities. 
Table 1 identifies the task to be performed, who is responsible for performing the task, where the task is 
to be relocated, how the relocation is to occur, and when it will occur (if not superseded by order of the 
Sheriff or Incident Commander [IC]).  The specific operational procedures of Deployment and Relocation 
are located in the Operations section beginning on page 20, and relocation checklists for each division are 
located in Annex (B).  The checklists breakdown the specific functions associated with each task by 
division.   

Table 1. Deployment and Relocation  

Task Who Performs Where How When 
Secure 
immovable 
equipment 

Line staff, each 
division As needed 

Cover, store, and/or 
lock equipment 

Justice Center 
evacuated 

Notify off-duty 
staff (all but jail) Dispatch  Telephone or pager As needed 

Notify off-duty 
jail staff Master Control Officer  Telephone Jail evacuated 

Transfer of 
communications 

Communications 
Commander or IC 

All alternate 
locations 

Qwest routes calls to 
temp. facilities Upon orders 

Transfer of vital 
dispatch records Communications staff 

Alternate 
Dispatch 
site 

SCSO sport utility 
vehicles (SUV’s) 

Dispatch is 
evacuated  

Transfer of vital 
Field Services 
and Support 
Services records 

Support services and 
field services line staff 

Alternate 
Sheriff’s 
Office site 

Emergency Response 
Team (ERT) van and/or 
SCSO SUV’s 

Sheriff’s Office 
is evacuated 

Transfer of vital 
jail records  

Support services and 
jail line staff 

Alternate 
Jail site 

ERT van, SCSO 
SUV’s, or transport van Jail is evacuated 

Transport 
inmates 

Jail division staff, 
Reserve Deputies, 
and/or Sworn Deputies 

Alternate 
jail 

Nevada School District 
bus and/or transport 
van Jail is evacuated 

Transfer food 
service Kitchen staff 

Alternate 
jail 

ERT van, SCSO 
SUV’s, or transport van Jail is evacuated 

Transfer medical 
service 

Jail medical service 
providers and jail staff 

Alternate 
jail 

ERT van, SCSO 
SUV’s, or transport  
van Jail is evacuated 

 
 
 
4) Alternate Facilities 
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Alternate facilities must be designated in the event of relocation of essential-functions. Relocation sites 
shall be capable of supporting operations within the first 12 hours of implementation and capable of 
sustaining operations for up to 30 days in a threat-free environment.  Alternate facilities should provide 
the immediate capability to perform essential-functions under crisis conditions.  They should have 
sufficient space and equipment to sustain the relocating population and have interoperable 
communications with staff and the public.  Alternative facilities need reliable logistical support, as well as 
services and infrastructure systems that include water/sewer, electricity, and heat.  Additional 
considerations for sufficient alternate facilities should include appropriate physical security and access 
controls, and should they ensure the health, safety, and emotional well-being of relocated persons. 
 
 

Table 2. Alternate Facilities  

Alternate Facility Function 
Story County Administration Building  Clerk of Court 

Clerk of Court, Ames Office Clerk of Court 

Ames City Hall  Clerk of Court 

Gates Hall- Nevada  Jail 

National Guard Armory- Ames Jail 

Conservation Center- McFarland Park Ames Jail  

Emergency Response Vehicle- mobile Short term dispatch 

Ames Police Department Dispatch Center  Dispatch 

Electronic Engineering- Lincoln Way Ames Dispatch 

ISU Police Department Dispatch Center- Ames Dispatch 

Oak Park Academy- Nevada  Long-term command post and Sheriff's Offices 

Old Ames Middle School Long-term Sheriff’s Office 
Story County Administration Building- EOC- 
Nevada Command post (Sheriff) 
Drug Task-Force Office- Ames Investigations evidence 

Satellite office- Ames County Attorney's Office 

Secondary Roads- 8th and M Nevada Miscellaneous 

Human Services Center- S. Kellogg Ames Sheriff’s Office  
Community Life Programs Center- Lincoln Way 
Ames  Sheriff’s Office  
Undetermined Court staff offices 

Undetermined Courthouse 

Cambridge Fire Department  Miscellaneous  

Collins Fire Department    Miscellaneous   

Colo Fire Department             Miscellaneous  

Gilbert Fire Department    Miscellaneous   

Huxley Fire Department        Miscellaneous  
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Kelley Fire Department        Miscellaneous   

Maxwell Fire Department     Miscellaneous  

McCallsburg Fire Department    Miscellaneous   

Roland Fire Department                      Miscellaneous  

Slater Fire Department                 Miscellaneous   

Story City Fire Department          Miscellaneous  

Zearing Fire Department  Miscellaneous   
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5) Interoperable Communications 
 
Interoperable communications is the ability of the current system to work with or use the parts or 
equipment of another system to maintain its function.  To ensure interoperability of communications, the 
Story County Sheriff’s Office has the ability to perform essential communication functions despite 
inoperability of its primary communications tower.  The communications division is able to utilize either 
the Iowa State University (Police) tower or the Ames (Police) tower.  Operating off those towers will 
limit the range of communications for the Sheriff’s Office as the secondary towers are not as tall as the 
primary operating tower.  If all three towers are inoperable, dispatchers and staff can communicate by 
using VHF channels.  Being forced to operate on VHF channels only allows officers to communicate with 
dispatchers from their cars because the portable radios officers carry on their person do not operate on 
VHF channels.  Having the ability to operate off multiple towers and on different frequencies allows the 
communications division to communicate with other agencies as well.  The technologies available to be 
used during an emergency include teletype, pagers, fax, telephone, UHF and VHF radios, Internet, secure 
network connections, and cellular telephones.  Electronic Engineering (of Ames) will be supporting the 
Communications Division in the event that communications systems do not function properly. 
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6) Mission-Critical Systems 
 
Mission-critical systems consist of a wide range of functions and operations determined to be vital to the 
continued operation of the Sheriff’s Office.  The ability to rededicate these systems, functions, and/or 
equipment at alternate locations in a timely manner is crucial to the safety and security of staff, inmates, 
and the community.  The functions and operations have been identified by name and current location, and 
an alternative location has been identified for them in Table 3. Relocation and rededication of each 
mission-critical system is identified in each division’s “Relocation Checklist” located in Annex (B). 
 

Table 3. Mission-Critical Systems 
 

System Name/Type Current Location Alternate Location 

Evidence Sheriff's Office 
Secured commercially 
available trailer  

Video recording facility Sheriff's Office Patrol vehicle in-car camera 

911 Phone record storage Communications Center Alternate dispatch center  
Iowa and National Crime 
Information Center (NCIC)  Communications Center Access to servers  

Digital video recording system Jail Alternate jail facility 

Phone banks (switchboard) Communications Center Alternate dispatch center 

Video court Jail and Court 
Alternate jail and court 
facilities 

Dictaphone Sheriff’s Office 
Alternate Sheriff’s Office 
administration facility  

Medical service Jail  Alternate jail facility 

Food service Jail Alternate jail facility 

Armory Sheriff’s Office  
Portable commercial storage 
trailer 

SHERIFF Server  Justice Center N/A 

STORY ADM Server Administration Building N/A 

STORY SQL Server Administration Building N/A 
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7) Vital Files, Records, and Databases 
 
The Sheriff’s Office is responsible for identifying, protecting, and having readily availability electronic 
and/or hard-copy documents, references, records, and information systems needed to support essential-
functions under any type of emergency.  To ensure records and files are not lost in an emergency, there 
must be up-to-date duplicate hard copies of records and all electronic files need to be backed up regularly. 
Backups and duplicates should be kept in a location different than the original files and records. Records 
will fall into two categories: emergency operating records, and legal and financial records.  

Emergency operating records (EOR) are defined as vital records essential to the continued functioning 
of the office during and after an emergency. These records include: emergency plans and directives, 
orders of succession, delegations of authority, staffing assignments, and related records of a policy or 
procedural nature that provide staff with guidance and resources necessary for conducting operations 
during an emergency.  They are also imperative in resuming formal operations at the conclusion of the 
emergency (identified in Table 4 as EOR). 

Legal and financial records (LFR) are defined as vital records critical to carrying out the office’s 
essential legal and financial functions and activities, as well as protecting the legal and financial rights of 
individuals directly affected by Sheriff’s Office activities.  These records have such high value that their 
loss would significantly impair the conduct of essential agency functions, having an effect on the legal or 
financial rights or entitlements of the office, staff, and the public (identified in Table 4 as LFR). 

 

Table 4. Vital Records  
 

Vital File, 
Record, or 
Database 

Form of 
Record                                 

Pre-Positioned 
Alternate Facility 

Hand-carried to 
Alternate Facility 

by: 
Backed-up at Third 

Location 

Jail files (EOR) 
Paper and 
electronic Alternate Jail site  Jail staff  

AS400 on the 
SHERIFF server- 
Nevada and on a 
portable hard drive 

Warrants (EOR) 
Paper and 
electronic 

Alternate dispatch 
site  Dispatchers   

State and National 
NCIC 

Evidence logs 
(EOR) 

Paper and 
electronic 

Alternate Sheriff’s 
Office site  

Detective, 
Detective Sgt, 
and/or Field 
Services Cmdr. HTE Server- Nevada 

Civil papers 
(EOR) 

Paper and 
electronic 

Alternate Sheriff’s 
Office site 

Support Services 
clerical staff and/or 
patrol deputies   

AS400 on the 
SHERIFF server- 
Nevada  

Criminal case 
files (EOR) Paper 

Alternate Sheriff’s 
Office site  

Support Services 
clerical staff and/or 
patrol deputies   

AS400 on the 
SHERIFF server- 
Nevada   

 
Weapons 
Permits (EOR) Paper 

Alternate Sheriff’s 
Office site  

Support Services 
clerical staff 

Dept. of Public 
Safety Database in 
Des Moines 
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Personnel Files 
(EOR) 

 
Paper 

Alternate Sheriff’s 
Office site  

Chief Deputy or 
successor  N/A 

No Contact 
Orders (EOR) 

Paper and 
electronic 

Alternate dispatch 
site  

On-duty 
Dispatchers 

Clerk of Court- 
Nevada 

Missing Persons 
(EOR) 

Electronic and 
paper 

Alternate dispatch 
site  

On-duty 
Dispatchers NCIC –Des Moines 

Stolen Vehicle  
(EOR) 

Electronic and 
paper 

Alternate dispatch 
site  

On-duty 
Dispatchers NCIC- DSM  

Stolen Articles 
(EOR)  

Electronic and 
paper 

Alternate dispatch 
site  

On-duty 
Dispatchers  NCIC- DSM 

Dispatch 
Rolodex (EOR)  Paper 

Alternate dispatch 
site  

On-duty 
Dispatchers N/A  

Dispatch Jump 
Bag (EOR) Paper 

Alternate dispatch 
site  

On-duty 
Dispatchers  N/A 

Inmate Medical 
Records (EOR) 

Electronic and 
paper  Alternate jail site  

On-duty nurse 
and/or jail staff  N/A  

COOP Manual 
(EOR) 

Electronic and 
Paper 

Alternate Sheriff’s 
Office  

Support services 
personnel 

Story-ADM server 
Nevada 

SCSO Policy 
Manual 
(EOR) 

Electronic and 
paper 

Alternate Sheriff’s 
Office  

Support services 
personnel 

Story-ADM server 
Nevada 

Records 
Management 
(LFR) Electronic 

Alternate Sheriff’s 
Office site   N/A HTE Server- Nevada 

Financial 
Records (LFR) 

Electronic and 
Paper 

Alternate Sheriff’s 
Office  

Support services 
personnel 

Story-SQL server 
Nevada 
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8) Reconstitution 
Reconstitution is the process of returning to the Justice Center or a long-term temporary facility as a fully 
functional entity.  Reconstitution includes: (1) determining if the primary facility or long-term temporary 
facility is suitable for operations, (2) scheduling orderly return, (3) transferring vital records, (4) 
transferring communications, and (5) notifying all employees.  A reconstitution plan has been developed 
in order for operations to return to normal as soon as possible.  Prior to reconstitution at the Story County 
Justice Center, the structural integrity and/or level of contamination will need to be professional assessed.  

 

Table 5. Reconstitution  
 

Task Who Performs Where How When 
Return to 
primary facility 
 Sheriff or IC 

Wherever 
applicable   

Termination of 
COOP and by State 
Fire Marshall 

Notify off-duty 
staff (all but jail) 
 Dispatch  

Telephone or 
pager 

Termination of 
COOP 

Notify off-duty 
jail staff 
 Master Control officer  Telephone 

Termination of 
COOP 

Transfer of 
communications 
 

Communications 
Commander or IC SC Dispatch 

Qwest re-routes 
911 calls back 
to SC dispatch 

Termination of 
COOP 
 

Transfer of vital 
dispatch records 
 Communications staff SC Dispatch SCSO SUV’s 

Termination of 
COOP 

Transfer of vital 
Field Services 
and Support 
Services records 

Support services and 
field services line staff SCSO 

Emergency 
Response Team 
van and/or 
SCSO sport 
utility vehicles 

Termination of 
COOP 

Transfer of vital 
jail records  
 

Support services and 
jail line staff SC Jail 

Hand carried, 
transported 

Termination of 
COOP 

Transport 
inmates 
 Jail staff SC Jail 

Bus, transport 
van 

Termination of 
COOP 

Transfer food 
service 
 Kitchen staff SC Jail 

ERT van, SCSO 
SUV’s, or 
transport van 

Termination of 
COOP 

Transfer medical 
service 
 

Jail medical service 
providers and jail staff SC Jail 

ERT van, SCSO 
SUV’s, or 
transport van 

Termination of 
COOP 
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9) Delegation of Authority 
 

If an authority figure responsible for a task or decision listed throughout this document is unavailable to 
act, a pre-established Delegation of Authority table has been created to quickly identify the authority of 
the successor (Table 6).  Delegation of authority is the process of determining, before the emergency, 
which individuals or divisions are responsible for making critical decisions and the limitations of that 
authority.  The pre-determined Delegations of Authority will take effect only when the normal authority is 
rendered unavailable, and the delegated authority will terminate when normal authority is resumed.  The 
Delegation of Authority as explained in Table 6 ensures a rapid response during any emergency that 
requires COOP implementation and specifies the activities of those who are authorized to act on behalf of 
the Sheriff’s Office.  It is essential that officials who may be expected to assume authority in an 
emergency are trained to carry out their emergency duties. 

 

Delegations of Authority are designed to: (1) identify circumstances under which the authorities would be 
exercised, (2) document the necessary authorities at all points where emergency actions may be required; 
detailing the limits of authority and accountability, (3) state the authority of designated successors to 
exercise direction and the successor’s authority to re-dedicate functions and activities as appropriate, and 
(4) indicate the circumstances under which delegated authorities would become effective, and when they 
terminate.  As noted in Table 6, each successor will have the same authority to rededicate functions and 
services as their predecessor. 
 

Table 6. Delegation of Authority  
 

Authority Being 
Delegated 

Limits of 
Authority 

Person to whom 
authority is 
delegated (by title) 

Circumstances of 
delegation, 
including 
commencement and 
termination 

Successor's 
authority to 
rededicate 
functions and 
services 

Order to 
implement 
COOP 

Story County 
Continuity of 
Operations 
Plan  

Sheriff’s successor Facilities and/or 
leadership are, or 
may become, 
disrupted for an 
extended time period 

Same authority as 
predecessor 

Order to 
Implement Full 
or Partial 
Deployment 

SCSO Policy As ordered by the 
Sheriff or designee 

Extent of the 
emergency 

Same authority as 
predecessor 

Order to 
Relocate Jail 
Facility 

SCSO Policy  Sheriff’s successor 
or the Incident 
Commander 

Sheriff is unavailable 
or unable to make the 
order 

Same authority as 
predecessor 

Order to 
Relocate Field 
Services/ 
Support Services 

SCSO Policy  Sheriff’s successor 
or the Incident 
Commander 

Sheriff is unavailable 
or unable to make the 
order 

Same authority as 
predecessor 
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Order to Active 
Off-Duty 
Deputies 

SCSO Policy   Sheriff, Chief 
Deputy, Field 
Services 
Commander,  
Senior Sergeant, IC 

Additional personnel 
required after 
Reserve Deputies 
have been called out 

Same authority as 
predecessor 

Order to 
Activate Reserve 
Deputies 

SCSO Policy   Sheriff, Chief 
Deputy, Support 
Services 
Commander,  
Senior Sergeant, IC 

Additional personnel 
required 

Same authority as 
predecessor 

Order to 
Activate Off-
Duty Jail Staff 

SCSO Policy   Sheriff, Chief 
Deputy, Jail 
Administrator or 
designee, or IC 

  Same authority as 
predecessor 

Order to 
Activate Off-
Duty 
Dispatchers 

SCSO Policy   Sheriff, Chief 
Deputy, 
Communications 
Commander or 
designee, or IC 

  Same authority as 
predecessor 

Orders of 
Quarantine 

As ordered by 
the "local 
board of 
health" 
- IA Ad Code 
641.1.9(6)a(1) 

Director of the 
Board of Health or 
designee, carried 
out by the Sheriff 
or designee- [IA Ad 
Code 641.1.9 
(6)a(1) and IA 
Code 135.35] 

To commence and 
terminate upon order 
to quarantine by local 
board of health 

  

 

 
10) Agency Family Care Plan 
In the event of COOP implementation, the well-being of Sheriff’s Office employee’s families is very 
important and efforts will be made on a prioritized, case-by-case, basis to meet the needs of staff and their 
families throughout the emergency.  At this time there are no plans in place for priority medical care or 
designated shelters, but through collaboration with the Story County Office of Emergency Management 
and the Board of Supervisors, the Sheriff’s Office will assess the feasibility of implementing such 
amenities for families.   
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III.  Operations Stage 

The following section will identify how and when the Continuity of Operations Plan will be activated and 
address Sheriff’s Office operations thereafter.  Coordination is necessary between federal, state, and local 
emergency management agencies and the Sheriff’s Office to ensure a timely and appropriate response to a 
large-scale, long-term emergency.  It is important to identify how, when, and under what circumstances 
the Sheriff’s Office may be forced to respond to a large-scale emergency.  For the “Pandemic Avian 
Influenza Version” of the COOP, the circumstances that lead to implementation of the COOP are in 
response to a pandemic event.  The Decision to Alert section can be tailored to fit any number of 
emergencies that may require Continuity of Operations Plan implementation, but this version it will 
address a pandemic event.   

In recognizing that there will be many unknowns when responding to a large-scale emergency, some 
assumptions need to be established to develop the framework for the county’s response.  It will be 
assumed that there will still be access to electricity, drinking water, transportation (buses, patrol vehicles, 
fuel), telephone service, network connections, and telecommunication infrastructure (towers, operational 
radios).  It is also assumed that there has been no structural damage to any of the alternate operations 
locations, and retail food services (grocery stores and restaurants) are also still available.  The 
circumstances before, during, and after an emergency may cause the Sheriff’s Office to deviate from the 
operational strategies and tactical plans set forth throughout the Operations stage because managers are 
forced to act in response to the situations they encounter which may not have been anticipated during 
planning.   

 

1) Decision to Alert 

The World Health Organization recognizes that pandemic events, such as the one this project is designed 
to respond to, occur relatively slow over time as they tend to spread between animals before the disease is 
fully transmittable to and between humans.  Thus, throughout the time when pandemic influenza is 
progressing though the stages of “inter-pandemic period”, “pandemic alert period”, and “pandemic 
period”, the Sheriff or designee will be alerted to changes in the status of the outbreak through e-mails 
sent by the Story County Office of Emergency Management. 

Once an outbreak has reached the “Pandemic Period” (the point when the disease is transmittable between 
humans) and has the potential to impact Iowans, the Iowa Department of Public Health (IDPH) is 
responsible for notifying the Story County Health Department who will, in turn, notify Homeward of 
Mary Greeley Medical Center.  Homeward is Story County’s public health organization.  Homeward 
would then be responsible for determining if a public health emergency meeting needs to be held and for 
facilitating the meeting.  The meeting is designed to disseminate information and, if necessary, coordinate 
response efforts.  If a public health meeting is to be held, the Office of Emergency Management of Story 
County will be notified of the meeting via pager, cell phone, and e-mail.  Once notified, the Office of 
Emergency Management will notify the Sheriff or designee about the meeting by phone and/or e-mail.  

After the Sheriff or designee attends the public health meeting, the Sheriff will then decide if a Justice 
Center emergency response meeting is necessary.  If the meeting is going to be held, the Sheriff or  
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designee will advise the on-duty communications personnel to notify the Chief Deputy, Sheriff’s Office 
Division Commanders, the County Attorney, Clerk of Court, most senior resident District Court Judge, 
and Director of the Office of Emergency Management (or designee[s] for each).  At the meeting, the 
information from public health officials will be presented and attendees will evaluate the extent of the 
incident and its possible impact on Sheriff’s Office and Justice Center operations and personnel.   

2) Decision to Implement 

At the Justice Center emergency response meeting, the decision can be made to initiate the COOP, a 
lesser involving response plan, or delay action until more information is available.  As previously stated, 
pandemic events often occur over time and the decision to implement the COOP may be delayed as 
information develops.  The Sheriff will make the decision whether or not to initiate the Continuity of 
Operations Plan.   

·  The Sheriff’s decision to implement the COOP should occur only when facilities and/or 
leadership have been, or will likely become, disrupted for a prolonged period of time to the 
extent that essential-functions could not be provided.   

If the decision is made to delay action, the Sheriff can delegate the responsibility of monitoring the 
situation through consistent interaction with the Story County Office of Emergency Management. 

 

PHASE I- Activation and Relocation (0-12 hours from activation) 

Once the decision has been made to initiate the COOP, the activation and relocation phase begins. The 
media and public will be notified of the event and implementation of the COOP from the Public 
Information Officer (PIO) from either Story County Public Health (Homeward), and/or Iowa Department 
of Public Health. The Sheriff’s Office does not have the primary responsibility of disseminating 
information but may assist in the process.  The Sheriff’s Office PIO will be responsible for notifying the 
public if jail operations will be relocated (not advising them of the location) and that visitation will be 
suspended until further notice.   

3) Operations 

Once the decision has been made to implement the COOP, the Sheriff or designee must then decide if 
partial or full deployment of operations is necessary.  If it is declared that a full deployment is necessary, 
meaning that the operation of all essential-functions must be relocated, then each Division Commander 
will be responsible for executing evacuation and initiating operations at alternate facilities. To facilitate 
these responsibilities Commanders will utilize their division specific “Relocation Checklist” located in 
Annex (B).  During full deployment, all tasks on the checklist must be performed within 12 hours.  The 
decision to implement full deployment will occur in the rare instance when all Sheriff’s Office 
administrative and operations facilities are deemed inoperable or entirely contaminated.   

If the nature of the emergency only requires partial deployment, meaning the relocation of one but not 
all essential-functions is necessary, the decision to perform the tasks listed on each division’s “Relocation 
Checklist” will be made at the discretion of the incident commander, Sheriff, Division Commander(s) or 
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the authority listed on the Deployment and Relocation in Table 1.  Partial deployment may occur over an 
extended period of time as the nature of the emergency progresses. 

Regardless of whether full or partial deployment of the COOP is declared, each Division Commander or 
designee is responsible for addressing the following topics within the first 12 hours of implementation: 

 
- Each office will be responsible for contacting the manager of their pre-determined alternate 

facility.  
o That conversation should inform the facility manager of COOP implementation and the 

need of that facility.  It should also ensure utilities are still intact (phones, electricity, 
water/sewer, and heat), identify any other potential problems and, if known, advise them of 
the specific time when the facility will be needed. 

 
- Ordering additional supplies and/or equipment, as needed. 

o Each division should already have a list of supplies and/or equipment to facilitate the 
transition to another facility and to conduct operations at that facility. 

o It is the responsibility of the Division Commander to delegate the acquisition of the needed 
supplies prior to completing the transition to the alternate facility. 

 
- Each office/division will be responsible for activating additional personnel, as needed. 

�  SCSO Policy 3.25/040 states that off-duty personnel “shall, upon 
official notice, report for duty immediately upon receipt of 
notification and comply with instructions given at the time of 
notification.  Members shall report immediately in the event of any 
major disaster.” 

 
o Field Services/ Support Services 

�  To sustain essential-functions in the field services and support services division(s), 
the assistance of off-duty personnel may be required. 

·  The Sheriff, Chief Deputy, Division Commander(s), or senior Sergeant(s) 
can order off-duty personnel to respond. 

o All Off-duty personnel are subject to activation by the Sheriff, Chief 
Deputy, Division Commander(s), Sergeant(s), and or designee   

o Dispatch is responsible for contacting off-duty personnel by 
telephone or pager. 

·  If additional personnel are still required, reserve deputies can be notified 
upon the order of the Sheriff, Chief Deputy, Support Services Commander 
or designee. 

o Dispatch is responsible for contacting off-duty personnel by 
telephone or pager. 

 
o Communications 

�  In the event that additional personnel are needed or if staff is unable to respond, the 
Communications Commander, Communications Operations Manager, or 
Communications Supervisor can implement 12 hour shifts.   

�  If additional personnel are still needed, the divisions calling tree will be utilized to 
contact the next shift and inform them to report early. 
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�  All off-duty personnel are subject to being called-in by order of the Sheriff, Chief 
Deputy, Communications Commander, or designee.  

o Jail 
�  In the event that additional personnel are needed for the Jail Division, the Master 

Control Officer will be responsible for initiating the Jail Alert/Recall Roster 
(Annex F) upon the request of the Sheriff, Chief Deputy, Jail Administrator, on-
duty Supervisor or designee.   

 
o Clerk of Courts 

�  In the event that additional personnel are needed for the Clerk of Courts Office the 
Clerk, or designee, can authorize callbacks utilizing a pre-established phone tree. 

 
o County Attorney’s Office 

�  Plan for notifying additional personnel is not currently not available 
 

o Courthouse Workgroup (Judges and staff) 
�  Plan for notifying additional personnel is not currently not available 

 
- Each office/division will be responsible for identifying the necessary documents and 

equipment to continue performance of essential-functions at the alternate facility and 
delegating responsibility for its transport.  

o Reference Vital Files, Records, and Databases (Table 3) and Mission-Critical Systems 
(Table 4).  

 
- To the extent possible, each office/division will be responsible for making arrangements to 

secure the facility or any unmovable equipment and/or records to sustain operations. 
o Jail Division can sustain vital operations within the jail by conducting a facility lockdown. 

�  The decision to lockdown may be precluded by the local health boards order to 
quarantine [IA Ad Code 641.1.9(6)a(1)].  

�  In the event of a facility lockdown, no one (staff or inmates) will be allowed to 
enter or exit the facility except by order of the Sheriff, Jail Administrator, or 
incident commander, or until the order to quarantine has been lifted   

 
a) Obtain court order releasing certain inmates 

 

Depending on the nature of the emergency and the anticipated housing and security capabilities of the 
alternate jail facility, the Incident Commander, Sheriff, Chief Deputy, Jail Administrator or successor may 
obtain a court order allowing for the release of certain inmates.  A Memorandum of Understanding 
(MOU) between the Sheriff and Court is located in Annex (G) has been created to explain the need for an 
emergency court ordered release of inmates.  Signatures from the Sheriff and the Senior Resident District 
Court Judge acknowledge that both the Court and Sheriff have come to an understanding of what will be 
expected from both groups during an emergency.  A draft of the release order which needs to be signed by 
the Sheriff, Jail Administrator, or successor and the Senior Resident District Court Judge will accompany 
the MOU.  The order will specify who is to be released and what the conditions of the release are.  A draft 
of the court order is also in Annex (G).   
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Releasing a number of inmates during an emergency can reduce the strain that will be placed on staff 
during evacuation and relocation.  It also has the ability to reduce the cost and complications associated 
with alternate facility operations. The Jail Administrator or designee is responsible for identifying which 
inmates should be requested to be released by the Court based on the alternate facility and staffing 
capabilities.  Having a pre-established document asking for court ordered release of certain inmates 
during an emergency will expedite the evacuation process.  It should also lessen tension on the Courts 
during the emergency as they will be aware of the Sheriff’s Offices’ intent to ask for the order. 
 

b) Transition  
 

Once the previously stated tasks have been addressed using the division specific Relocation Checklists 
(Annex B) in conjunction with the Deployment and Relocation (Table 1), Mission-Critical Systems 
(Table 3), and Vital Records (Table 4) guidelines, all the operations, records, and systems that are to be 
relocated should be addressed.  Each table specifies who is responsible for each task during relocation.  
The relocation of systems and records will be facilitated by the staff listed in the tables utilizing the 
Emergency Response Team (ERT) van, Sheriff’s Office truck(s), the jail transport van, and/or Sheriff’s 
Office sport utility vehicles (SUV’s).  The evacuation and relocation of inmates will be conducted as 
described in the Story County Jail Evacuation policy.  Relocation of inmates will be conducted with the 
help of a school bus from the Nevada School District and the jail transport van.  Female inmates will be 
transported separately from male inmates.   

 
 

PHASE II- Alternate Facility Operations (12 hours to termination) 
 

c) Alternative Facilities 
 

As previously stated, the relocation sites must be capable of supporting operations within the first 12 
hours of implementation and capable of sustaining operations for up to 30 days.  Once at the alternate 
facilities, the performance of essential-functions must commence as soon as possible.  To ensure fast 
resumption of essential-functions, access to vital records and mission-critical systems must be established.  
The Story County Information Technology Department will be utilized to ensure the systems are 
operational.  If possible, technicians will link computers to the Internet and T1 and/or fiber optics lines 
connected to the servers housed at the Story County Administration Building.   

 

The Story County Sheriff’s Office essential-functions fall under five headings which are prioritized as 
follows: (1) Law Enforcement/Public Safety, (2) Jail Operations, (3) Civil and Court Process, (4) Court 
Security, and (5) Issuance of Permits.  The essential-functions have been prioritized in this order because 
the preservation of life supersedes all other functions during an emergency.  The next most important 
function is to maintain public safety by ensuring the most dangerous offenders remain in custody and that 
the well-being of those in custody is taken care of.  The Civil and Court Process and Court Security have 
relatively equal importance during emergency operations, therefore the distinction in ordering was based 
on the fact that the Civil and Court Process are a full-time, seven day-a-week function whereas, Court 
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Security is only a one day-a-week function.  The Issuance of Permits is the lowest prioritized legally 
mandated essential-function.  It will be performed as needed once the other essential-functions have been 
reinstituted and are functional.    

 
d) Essential-Functions Operations at Alternative Facilities 

 

The essential-functions, operational strategies, and tactical plans have been established and prioritized 
based on both legal responsibilities of the Office of Sheriff as identified in Iowa Code 331.653, and the 
policies and procedures of the Story County Sheriff’s Office.  It must be recognized that the order in 
which the operational strategies and tactical plans are prioritized in each of the tables can changed based 
on the dynamics of the emergency.   
 

i. Essential-Functions Operational Tables 
 

Table 7a. Law Enforcement/Public Safety Essential-Functions 

Essential Function Operational Strategies 

Law Enforcement/ 
Public Safety 

Dispatching calls for service  

 Responding to calls for service  

 Enforce public health mandated quarantines 

 Public safety 

 Criminal investigations 
 Mental health committals  

 Traffic enforcement 
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Operational Strategies Tactical Plans 

Dispatching calls for service  ·  Answer emergency phone calls/ radio traffic 

·  Dispatch first responders (medical, fire, and/or law enforcement) 

·  Activate tornado sirens 

·  Answer non-emergency phone calls/ radio traffic 

·  Enter and verify warrants 

Responding to calls for 
service 

·  Respond to emergency calls from dispatch 
·  Respond to non-emergency calls 
·  Identify if call is criminal or civil 

Enforce public health 
mandated quarantines         
(IA Ad Code 641.1.9 (6)a(1) and 
IA Code 135.35) 

·  Enforce and execute a lawful department order for isolation or 
quarantine within each agencies respective jurisdiction 

·  Follow public health officials recommendations to minimize the risk 
of exposure 

·  Utilize personal protective equipment 

Public safety ·  Assist in non-law enforcement mandated practices 
·  Clear debris from roadways 
·  Council citizens  

Criminal investigations ·  Initial officer on-scene evaluates the incident 

·  If needed, advises dispatch to page the on-call detective 

·  Detective responds and assists the initial officer in investigating the 
incident 

·  Collect physical evidence 

·  Takes photographs and statements 

Mental health committals        
(IA Code 229.22) 

·  Assess the situation and the subject in question 

·  Determine if: 1) mentally ill and is likely to 2) physically injure self 
or others 

·  Facilitate transport to nearest facility 

·  Describe circumstances to examining physician 

Traffic enforcement  ·  Patrol assigned area 

·  Issue citations and warning for violations  
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Table 7b. Jail Operations Essential-Functions 

Essential Function Operational Strategies 

Jail Operations Security/public safety 

 Intakes 

 Releases 

 Court 

 Medical service 

 Food service 
 Housing 

 

Operational Strategies Tactical Plans 
Security/public safety ·  Prevent unlawful enter and exit from facility  

·  Ensure the well-being of inmates and staff 

Intakes/Booking ·  Document individuals entering facility 

·  Ensure hygiene (delousing, Tuberculosis [TB] 
screening)  

·  Fingerprint 

·  Ensure a criminal charge is associated with each intake 

Release ·  Document release 

·  Return property 

·  Collect payment 

Court ·  Ensure inmates are at scheduled court appearances 
·  Access to legal council 

Medical service ·  Ensure adequate medical service is available 
·  Quarantine individuals infected by influenza 

Food service ·  Arrange delivery of provisions from vender  

·  Ensure adequate dietary needs are being met 

Housing  (Ia Ad. Code 201-50.13[1]) ·  Segregation of males and females 
·  Segregation of special needs 
·  Juveniles will NOT be housed with adults 
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Table 7c. Court Security Essential-Functions Spreadsheet 

Essential Function Operational Strategies 

Court Security Prisoner isolation/distancing  

 Prisoner Housing 

 Prisoner Transportation  

 Staffing and posting of Court Security Officers 

 Protection of Court Security Officers 
 Mandatory sanitary procedures and securing proper sanitation and cleaning 

supplies 
 Support staff required to perform basic tasks such as preparing the list of 

prisoners needed in court and required documents 
 Building/Perimeter Searches 
 Response to Personal Alarms (ALERT/ Phone Alarm) 

 Special Security for High Risk/Profile Court Hearings and Cases 

 Response to building emergencies including fire, explosive devices, natural 
disasters 

 Response to calls for service initiated by courthouse users including 
disturbances and suspicious activity 
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Operational Strategies Tactical Plans 

Prisoner isolation/distancing ·  Utilize video court system 

·  Inmates remain in holding area until called for court  

Prisoner housing at court facility 
 
 
 
 

·  Court facility is attached to jail by non-public hallway.  
Inmates can be taken to court without being placed in 
court holding cell 

·  Jail booking area has video court capability with court in 
Ames to limit need for transportation or exposure of 
judge and attorneys 

·  Jail booking area has several holding cells with ability to 
separate inmates as needed 

·  Jail housing has two medical isolation cells 

Prisoner transportation 
 

·  Jail Court/Transport Deputy holds primary duty, court 
security officer provides support in absence of jail staff 
support 

·  As required, patrol deputies and reserve deputies also 
perform prisoner transport duties 

·  If required, reserve deputies can perform prisoner 
transport with cross-training 

·  Inmates are staged in jail booking/housing areas by 
charge and transported according to threat/capacity  

Staffing and posting of court security 
Officers 
 

·  Jail transport deputy and armed staff handle court detail 
·  Court security provided on Monday only 
·  Court security detail can be alternately assigned to patrol 

deputies or absorbed with jail functions depending on 
staffing 

Protection of court security officers 
 

·  Personal protection equipment staged in jail division 
(gloves, face shields, sanitizing liquid) 

·  Limited public contact is possible by limiting hallway 
monitoring and emphasizing courtroom/judge security 

·  Directed security efforts by response to problems instead 
of visual deterrence 

Mandatory sanitation procedures and 
securing proper sanitation and cleaning 
supplies 

·  Staging personal protection and sanitation equipment in 
custodial closets in courthouse making them more 
readily accessible to court security officers 

·  If supplies are limited, allocation of supplies between 
jail needs and court needs should be designated 

Support staff required to perform basic 
tasks such as preparing the list of 
prisoners needed in court and required 
documents 

·  Court attendants submit court docket to jail booking 
staff in preparation for daily court activity 

·  Court security receives list from booking staff who 
prepare inmates for court 
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Building/perimeter searches ·  The sheriff’s office is located within the justice center 
and includes courthouse.  A shared responsibility 
between jail and patrol deputies could include 
building/perimeter searches prior to/after court day. 

Response to ALERT/phone alarms 
 

·  Cross-training of jail and deputies stationed at the 
sheriff’s office includes response to court alarms and 
ALERT personal alarms 

Special security for high risk/profile 
court hearings and cases 

·  Special security is an as-needed function. 
·  Armed deputies in the jail, patrol, support areas, and 

reserves can be used to provide security with notice 
from court personnel. 

Response to building emergencies 
including fire, explosive devices, natural 
disasters 

·  Armed deputies in the jail, patrol, support areas, and 
reserves can be used to respond to emergencies 

·  Activation of special units including reserve deputy unit 
may be required 

·  Cross-training with Nevada Police Department may be 
a possibility depending upon staffing strengths 

Response to calls for service initiated by 
courthouse users including disturbances 
and suspicious activity 

·  Armed deputies in the jail, patrol, support areas, and 
reserves can be used to provide security with notice 
from court personnel. 

·  Call out of reserve deputy unit to assist with court 
security calls for service may be required 

·  Cross-training with Nevada Police Department may be 
a possibility depending upon staffing strengths. 
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Table 7d.Civil and Court Process (In progress) 

Essential Function Operational Strategies 

Civil and Court Process ·   

 
 

Operational Strategies Tactical Plans 

 ·   
 

 
 

Table 7e. Issuance of Permits Essential-Functions Spreadsheet  

Essential Function Operational Strategies 

Issuance of Permits ·  Weapons permits 

 
Operational Strategies Tactical Plans 

Weapons permits ·  Collect personal information 

·  Check for a current Story County address 

·  Check for current No Contact Orders 

·  Individual must sign a sworn statement 

·  Check NCIC and Iowa System 

·  Collect payment 
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ii. Elements that Affect Essential-Functions 

The COOP must address staff work schedules and compensation, hours of work, time-off, additional staff 
support, logistical support, discipline and liability, and education and training as these issues have a 
significant impact on the Sheriff’s Office’s ability to perform essential-functions during an emergency. 

It must be clearly stated that in reference to work schedules, compensation, and hours of work that in the 
event of a large-scale, long-term emergency extended work hours and increased levels of staff may 
become necessary to sustain the essential-functions of the office.  Chapter 331.437 of the Iowa Code 
clearly states, “It is unlawful for a county official, the expenditures of whose office come under this part, 
to authorize the expenditure of a sum for the official's department larger than the amount which has been 
appropriated for that department by the board.”  Therefore, in the event that the emergency causes the 
Sheriff’s Office to expend its budget, efforts will be made by the Sheriff, the Auditor’s Office, and the 
Board of Supervisors to amend the budget and reallocate funds; but, depending on the scope and nature of 
the emergency, the county may not have adequate funds to maintain essential county functions as well as 
compensate Sheriff’s Office staff for overtime as it is accrued.  With that being stated, employees must 
understand that they will continue to be compensated as if they were working their regular shift and hours 
because those funds already exist within the budget, BUT compensation for overtime MAY be delayed 
until after reconstitution as additional funds could end up coming from federal emergency money made 
available after the emergency.   

While maintaining operations during COOP implementation, staff will work their assigned hours unless: 
(1) extended shift hours have been implemented (i.e. 12 hours shifts), or staff is ordered to remain on-duty 
by their supervisor until relief is available.  According to the contract between the Sheriff’s Office and the 
Public Professional and Maintenance Employees Local 2003, Deputies, Detention Officers, and 
Telecommunicator’s “normal workday” is 8 hours and they will be paid in either cash or compensatory 
time at a rate of time and one-half equal to any hours in excess of the “normal workday”.  The contract 
also stipulates that Cooks and Clerks will be paid in either cash or compensatory time at a rate of time and 
one-half for all hours in excess of 40 in a work week.  It is the responsibility of each employee to maintain 
an accurate record of hours worked including overtime hours.   

Time-off may be granted to staff by their immediate supervisor.  Adequate staffing will be a priority but 
supervisors will have the authority to approve time-off on a case-by-case basis.   

After implementation of the COOP, disciplinary expectations and procedures will remain as they were 
prior to the emergency.  The County’s policies of disciple are as follows: Direction policy #204 states “To 
achieve effective direction, coordination, and control, supervisory personnel shall be accountable for the 
performance of employees under their immediate control.  Sheriff’s office employees shall be required to 
obey any lawful order of a supervisor, including any order relayed from a supervisor by an employee of 
the same or lesser rank.  An employee who willfully disobeys or disregards the direct order, verbal or 
written, of a supervisor will be considered to be insubordinate.”  Insubordination is the failure or 
deliberated refusal of any member or employee to obey a lawful order given by a superior officer (SCSO 
Policy 2.10/012).  SCSO Policy 3.10/004 states, “According to the nature of the offense and in  
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conformance with the rules of this office, disciplinary action may consist of: a reprimand, either oral or 
written; suspension without pay; reduction of rank; and/or dismissal from this office.” 

The liability issues associated with asking successors to assume command in the event of an emergency 
have been evaluated.  The Sheriff’s Office recognizes that in order to ask staff to perform a task as great 
as commanding a division or even the entire Sheriff’s Office in the event of sudden and unexpected 
succession, that staff must be made aware of the order of succession and trained to act accordingly.  This 
is the reason that the order and conditions of succession were described in such detail, and why the issue 
of staff training has been addressed multiple times.   

Logistical support for maintaining Sheriff’s Office essential-functions includes the utilization of existing 
contracts with service providers.  For example, the Sheriff’s Office has a service agreement with 
Electronic Engineering for the maintenance and continued operational capability of communications 
systems.  The Sheriff’s Office has an agreement with the Nevada School District for utilization of one of 
their buses for transport of inmates from the Story County Jail to an alternate facility.  Transportation of 
supplies, equipment, and vital records will be conducted using Sheriff’s Office vehicles such as the Jail 
transport van, ERT van, SCSO SUV's, and SCSO truck(s).  The Sheriff’s Office will also utilize at least 
one rented commercial storage trailer (i.e. U-Haul) for the storage of evidence.  The Sheriff’s Office may 
also seek the logistical assistance of Story County Facilities Management and County Roads personnel 
and vehicles. 

 

PHASE III- Reconstitution  (Termination and return to normal operations) 
 
1) Reconstitution  

Reconstitution is the process of returning to the Justice Center or a long-term temporary facility as a fully 
functional entity.  Some of the basic elements of reconstitution include determining if the Justice Center 
or long-term temporary facility is suitable for operations, scheduling orderly return, transfer of vital 
records, transfer of communications, and notification of all employees.  A reconstitution plan has been 
developed in order for operations to return to normal as soon as possible.  

Reconstitution must be prioritized to ensure the most volatile essential-functions are reconstituted first.  
Due to the risk involved with detaining inmates at an alternate facility that was not designed for this 
function, it is most important to reconstitute the Jail Division first.  If the Story County Jail is still not able 
to be occupied after de-escalation from the emergency, the first option is to contact surrounding area 
facilities to house inmates until the jail is inhabitable or until a long-term replacement can be fully 
operational.  If surrounding facilities are unable to assist than it must become a priority that a long-term 
replacement facility is made available.   

A long-term jail facility could mean relocating inmates and operations to a more secure alternate facility 
with the ability to inhabit a larger, more diverse population; or simply modifying the existing alternate 
facility for those same reasons.  After the emergency, jail functions must be able to return to normal as 
soon as possible regardless of its location.   
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The Communications Division will need to be reconstituted next as during the emergency they were 
forced to either share a facility with a surrounding agency, or they worked remotely with limited access to 
the numerous technologies and resources available at either the Justice Center or their own long-term 
temporary location.  Ensuring that communications is reconstituted and fully functional can aide the 
remaining divisions as they perform their essential-functions and reconstitute at the same time.  

The Support Services Division and Administration will be prioritized next as many of their operations, 
such as record-keeping and management, can be performed remotely as long as staff has access to 
communications systems and the necessary computer hardware, software, and networks.  Other essential-
functions such as serving the civil and court documents can be performed regardless of location because 
officers have access to Sheriff’s Office issued vehicles. 

The Field Services Division has the ability to operate remotely since all personnel in that division have 
vehicles assigned to them; therefore, they will have the lowest priority in the reconstitution phase.  As 
long as officers have access to computer hardware, software, and networks to complete necessary 
documentation, the location of that facility is irrelevant.   
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IV.  Plan Maintenance 

1) Multi-Year Strategy and Program Management Plan (MYSPMP) 

It is the short-term objective of the Story County Sheriff’s Office to create an operational COOP by 
February 2008 that is capable of maintaining essential Sheriff’s Office operations during a large-scale, 
long-term emergency.  It is the long-term goal of the Sheriff’s Office to monitor and continually update 
the COOP to identify and address deficiencies, as well as evaluate opportunities for plan development and 
progression.  The Story County Sheriff’s Office plans to develop and maintain working relationships with 
state and federal emergency management agencies such as the Iowa Homeland Security and Emergency 
Management (IHSEM), Iowa Department of Public Health (IDPH), Center for Food Security and Public 
Health (CFSPH), Department of Homeland Security (DHS), and the Centers for Disease Control and 
Prevention (CDC).  It is also a long-term goal to ensure cohesion of the Sheriff’s Office Continuity of 
Operations Plan with local, state, and federal emergency management plans.   

To reach these objectives, the Story County Sheriff’s Office plans to dedicate personnel to oversee the 
continued development of Continuity of Operations planning.  The individual or team will track facilities 
in the community that meet the Sheriff’s Office’s needs for temporary operation sites, such as vacant 
buildings with significant infrastructure.  The individual or team will act as a liaison between the Sheriff’s 
Office and the Office of Emergency Management to continually assess threats to Sheriff’s Office 
operations and address preparedness considerations.   

The Story County Sheriff’s Office is also dedicated to training, testing, and conducting exercises that are 
designed to practice the plan and identify its weaknesses.  The trainings will include: individual and team 
training of agency personnel, internal agency testing and exercising of COOP plans and procedures, 
testing the alert and notification processes, refresher orientation for COOP personnel, and joint 
interagency exercising of COOP plans. 

An additional priority in the maintenance of the Story County COOP is to monitor the accomplishments 
of the plan.  To achieve this, records will be kept of plan revisions and amendments as well as detailed 
accounts of training sessions.  Records pertaining to attendance, topics, and practical application will be 
maintained to ensure the appropriate personnel have received adequate training.   All Sheriff’s Office staff 
will have access to an electronic copy of the COOP located in the network G drive.  An evaluation sheet 
will accompany the plan on the G drive and staff will be asked to periodically evaluate it to provide 
suggestions for plan improvement. 
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2) Planning Responsibilities 

COOP planning responsibilities are vital in implementing, practicing, and updating the information within 
this document.  This section specifies the responsibilities of each staff position involved in the planning 
and upkeep of the COOP.  

Table 8. Planning Responsibilities 

Responsibility Position 
Maintaining and updating employee contact 
database 

Support Services Supervisor- G Drive 
  

COOP plan testing 
 

Support Services Division- Training 
Coordinator or designee  

COOP plan update 
 

Support Services Division- Training 
Coordinator or designee  

Inter-agency coordination  
 

Support Services Division- Training 
Coordinator or designee   
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V. Annexes 

Annex A: Authorities and References 
- SCSO Policy 3.01-006- Rank Structure 
- SCSO Policy 2.10/012- Insubordination 
- SCSO Policy 3.10/004- Obedience to Law, Regulations, and Orders 
- SCSO Policy 204- Direction Policy 
- SCSO Policy 321- Essential-functions 
- SCSO Policy 322- Unity of Command 
- SCSO Policy 704- NIMS 
- SCSO Jail Evacuation Plan 
- IA Code 602.1215 
- IA Code 356.47 
- IA Code 331.653 
- IA Code 331.651 
- IA Code 331.347 
- IA Code 229.22 
- IA Code 66.19 
- IA Administrative Code 641.1.9(6) a (1) 
- IA Administrative Code 201-50.13(1) 
- Public Professional and Maintenance Employees Local 2003 Contract 
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Annex B: Operational Checklists: 
 

- This section contains checklists for use during COOP operations. Each checklist is a simple tool 
that ensures all required tasks are accomplished.  The checklists identify the steps required for 
implementation and relocation.  Additional checklists will be created to topics such as alternate 
facility operations and reconstitution. 

  
  Support Services Division Relocation Checklist 
Complete   Task 

    Notify Sheriff, Chief Deputy, and Support Services Commander or successor 

    Contact alternate facility(s) 

    Secure immovable equipment 

    Notify Off-duty personnel- as needed 

    Notify Reserve Deputies- as needed 

    Collect and transport vital records and equipment 

    *Civil papers 

    *Criminal case files 

    *Weapons permit paperwork 

    *Financial records 

    *SCSO Policy manual 

    *SCSO COOP 

  *Weapons from the armory 

  *Ammunition 

    **Utilize ERT Van, SCSO SUV's, and CIDTF Ford Truck 

    Transfer communications 
    *Notify Communications Commander or designee to have phones transferred 

    Implement necessary security measures  

    Brief staff on operational changes 

    *Advise staff of potential security threats 

    *Advise staff of changes in work hours and staffing procedures 
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  Jail Division Relocation Checklist 
Complete                                          Task 

    Notify Sheriff, Chief Deputy, and Jail Administrator or successor 
    Contact alternate facility(s) 
    Secure immovable equipment 
  Obtain Court Order to release certain inmates 
    *Release specified inmates 
    Activate evacuation policy 
    *Ensure perimeter is secure 
      *Shut down telephones televisions 
      *Population lockdown and headcount 
      *Activate off-duty personnel 
      *Attain inmate transportation -School bus 
      *Secure and stage inmates for transport 
      *Load inmates into transport vehicle- Bus 
    Collect and transport vital records and equipment 

     *Intake release calendar 
      *Intake and release file 
      *Jail radio 
      *Green book 
      *Inmate photo logs 
      *Keep-away list 
      *Monitor and camera system for video court 
      *HPL Medical binder 
      *Roster 
    Transfer and establish communications 
      *Notify Comms. Commander or designee to have phones set-up and transferred 
    Transfer and set-up food service operations 
      *Special diets list 
    *Pre-established food rations (3 days of meals) 
    Transfer medical services 
      *Medications 
    Ensure security of alternate jail before inmates arrive 
    Implement necessary security measures  
      *Barbed-wire 
      *Locked doors and windows 
    Establish housing arrangements 
    *Separate male and female inmates 
    *Gender support (male and female staff) 
    Brief staff on operational changes 
      *Advise staff of potential security threats 
      *Advise staff of changes in work hours and staffing procedures 
    Transport inmates to alternate facility 
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  Field Services Division Relocation Checklist 
Complete   Task 

    Notify Sheriff, Chief Deputy, and Field Services Commander or successor 

    Contact alternate facility(s) 

    Secure immovable equipment 

    Notify Off-duty personnel- as needed 

    Notify Reserve Deputies- as needed 

    Collect and transport vital records and equipment 

      *Evidence log 

      *Utilize ERT Van, SCSO SUV's, and CIDTF Ford Truck 

    Procure a lockable U-Haul trailer 

      *Load evidence into U-Haul 

    Transfer communications 
      *Notify Communications Commander or designee to have phones transferred 
    Implement necessary security measures  

    Brief staff on operational changes 

      *Advise staff of potential security threats 

      *Advise staff of changes in work hours and staffing procedures 
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  Administrator’s Implementation and Relocation Checklist 
Complete   Task 

    Assess emergency situation 

  Hold Justice Center Emergency Assessment meeting 

  Implement COOP 

  Decide on full or partial deployment and relocation 

    *Full- ensure each division performs all tasks for relocation 

  *Partial- identify which divisions need to be relocated 

  *Partial- delegate someone to continue to monitor the progression of the emergency 

  PIO brief press and/or state or federal PIO’s for dissemination of information 

  Collect and transport vital records 

  *Personnel files 
    Implement necessary security measures  

    Brief command staff on operational changes 

      *Advise commanders of potential security threats 
      *Advise commanders of changes in work hours and staffing procedures 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 125 

Annex C: Alternate Location/Facility Information 
 

Alternate Location Contact information Available Recourses 
Ames City Hall                                            
515 Clark Ames, IA 50010  

Ames Mayor                                
(515) xxx-xxxx Access to network servers 

Ames Clerk of Court Office                        
515 Clark, Ames, IA50010  

Ames City Manager                   
(515) xxx-xxxx Access to network servers 

Ames Police Department Dispatch 
Center- 515 Clark Ames, IA 50010  

Ames Police Chief                       
(515) xxx-xxxx Access to network servers 

Cambridge Fire Department                    
220 River St Cambridge, IA 50046    
Collins Fire Department                           
105 Main St Collins, IA 50055    
Colo Fire Department                                    
302 Bailey St Colo, IA 50056    
Community Life Programs Center            
104 S. Hazel Ames, IA 50010   Access to network servers 
Conservation Center- McFarland Park      
56461 180th St Ames, IA 50010   Access to network servers 

County Attorney’s Satellite Office                   
126 S. Kellogg, Ames  

 

County Attorney         

Drug Task-Force Office 
428 5th St Ames, IA 50010  

Drug Task-Force 
Coordinator 
   

Electronic Engineering                                     
2220 E. Lincoln Way Ames, IA 50010    
Emergency Response Vehicle                
Harrington Motors 59 Main St Maxwell, 
IA 50161  Sheriff/On-duty supervisor                    
Gates Hall                                                    
825 15th St Nevada, IA 50201     

Gilbert Fire Department                           
303 First St Gilbert, IA 50105    
Human Services Center                            
126 S. Kellogg Ames, IA 50010   Access to network servers 

Huxley Fire Department                             
104 E. Railway St Huxley, IA 50124    
ISU Police Department Dispatch Center   
55 Armory Ames, IA 50010 ISU PD Dispatch    

Kelley Fire Department                              
Kelley, IA 50134    
Marshall County Jail                                  
2369 Jessup Ave. Marshalltown, IA 50158  Marshall County Sheriff              

Maxwell Fire Department                         
111 Main St Maxwell, IA 50161    
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McCallsburg Fire Department                   
525 Main St McCallsburg, IA 50154    
Nevada Fire Department                           
935 Lincoln Way Nevada, IA 50201    
Oak Park Academy- (Nevada)     
Polk County Jail                                         
110 6th Ave. Des Moines, IA  50309 Polk County Sheriff                      

Roland Fire Department                            
200 E. Ash St Roland, IA 50236    
Secondary Roads Building                        
837 N Ave Nevada, IA   Mayor of Nevada               Access to network servers 

Slater Fire Department                              
305 Main St Slater, IA 50244    

Story City Fire Department                      
512 Park Ave. Story City, IA 50248    
Story County Administration Building        
900 6th St Nevada, IA 50201    Board of Supervisors                  Access to network servers 
Story County Administration Building- 
Emergency Operations Center                
900 6th St Nevada, IA 50201  Board of Supervisors        Network servers 

Zearing Fire Department 107 E. Main St 
Zearing, IA 50278    
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Annex D: Maps and Evacuation Routes  
 

- Evacuation routes and additional maps will be added as they become available. 
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Annex E: Definitions and Acronyms 
-CA- County Attorney 
-CIDTF - Central Iowa Drug Task-Force 
-CLP- Community Life Program 
-Cmdr- Commander 
-COOP- Continuity of Operations Plan 
-Dept.-Department 
-DSM- Des Moines, IA 
-EOC- Emergency Operations Center 
-IA Code- Iowa Code 
-IC- Incident Commander 
-ICS- Incident Command Structure 
-Iowa Ad. Code- Iowa Administrative Code 
-IRVM - Integrated Roadside Vegetation Management 
-MOU- Memorandum of Understanding 
-N/A- Not available/applicable 
-NCIC- National Crime Information Center   
-NIMS- National Incident Management System 
-PIO- Public Information Officer 
-SC- Story County 
-SCSO- Story County Sheriff’s Office 
-Sgt.-Sergeant 
-TB- Tuberculosis 
-Temp- Temporary 
-UHF- Ultra high frequency 
-Union contract- Public Professional and Maintenance Employees Local 2003 Contract 
-VHF- Very high frequency 
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Annex F: Telephone/Fax Directory 
STORY COUNTY TELEPHONE DIRECTORY  

NOTE: CLP (Community Life Program) 
  IRVM (Integrated Roadside Vegetation Management) 
  

ALPHABETICAL TELEPHONE LIST 
Name   Department    Internal Ext.   External Number                 
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FAX NUMBERS 
 
Assessor       
Attorney        
Attorney (Ames)      
Auditor      
Board of Supervisors      
CLP        
Community Services      
Conservation-McFarland Park   
Conservation-Hickory Grove Park   
Department of Human Services   
District Court      
Emergency Management    
Engineer      
Facilities Management    
Information Services     
IRVM       
Juvenile Court Services    
Mid-Iowa Community Action   
Planning & Zoning     
Sheriff       
Sheriff - Booking     
Treasurer      
WIC       
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DEPARTMENTAL LIST 
 
AMES CITY ASSESSOR        239-5370 
 
ANIMAL CONTROL    382-3338 

906 West 18th Street, Nevada 
 
ASSESSOR’S OFFICE   382-7320 
 
ATTORNEY’S OFFICE         

1315 South B Avenue   382-7255 
 
AUDITOR’S OFFICE   382-7210 

Elections    382-7217 
Finance    382-7212 
Real Estate    382-7214 
Voter Registration   382-7220 

 
CLERK OF COURT    382-7410 

Bookkeeping    382-7417 
Civil     382-7415 
Criminal    382-7419 
Dissolution/Child Support  382-7414 
Jury     382-7418 
Probate    382-7420 
Small Claims    239-5304 
Ames Office, 515 Clark  239-5140 

 
COMMUNITY LIFE PROGRAM  956-2600 

Administration Building,  
104 S. Hazel, Ames 
3911 Calhoun    233-1323 
620 Duluth    233-1732 
124 Hazel    233-1320 

 
COMMUNITY SERVICES    382-7280 

126 South Kellogg, Suite 201, Ames 
Veterans Affairs   382-7292 

 
CONSERVATION   56461-180th St., Ames 232-2516  
 McFarland Park Shop   232-6809 
   Hickory Grove Park Shop  377-2833 
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DEPARTMENTAL LIST 
 
DEPARTMENT OF HUMAN SERVICES 

126 South Kellogg, Suite 101   
 
DISTRICT ASSOCIATE COURT 

Judge      
Reporter     
Attendant     

 
DISTRICT COURT     

Presiding Judge    
Reporter     
Judicial Assistant    
Resident Judge    
Reporter     

 
EMERGENCY MANAGEMENT   
 
ENGINEER’S OFFICE    
  837 N Avenue, Nevada 

Shop/Yard     
 
FACILITIES MANAGEMENT   

Boiler Room (Extension 3102) 
 

RADIOS      
 
HEALTH DEPARTMENT    

Sanitarian     
Environmental Specialist   
Homeward         
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DEPARTMENTAL LIST 
 
            Code Enforcement Officer   
 
INFORMATION TECHNOLOGY   
 
JUVENILE COURT SERVICES 

126 South Kellogg, Suite 202   
 
MID-IOWA COMMUNITY ACTION 

126 South Kellogg, Suite 1   
 
PLANNING AND ZONING    

Building Permit/Code Enforcement  
Property Information    
GIS/E911 Addressing    

 
PUBLIC DEFENDER 

1229 South G Avenue    
 
RECORDER’S OFFICE  
   
SECONDARY ROADS     

837 N Avenue, Nevada 
 
SHERIFF’S OFFICE     

1315 South B Avenue 
Dispatch     
Jail      

 
SUPERVISOR’S OFFICE    
 
TREASURER’S OFFICE     
 Property Taxes/Mobile Home   

Vehicle Registration    
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Annex G: Additional Documents 
 

Memorandum of Understanding 
 
 
Story County District and Associated District Court and Story County Sheriff have come to the 
understanding that: 
 

In the event of a large-scale, long-term emergency the Story County Jail may have to be 
relocated to an alternate facility.  The alternate facility does not have the capacity or 
functioning capabilities of the current jail and there are no other inmate housing facilities that 
are able to take additional inmates.  Based on these circumstances it has been agreed that: 

·  All non-sentenced inmates facing SERIOUS MISDEMEANOR charges 
OR LESS shall be released on their own recognizance. 

·  All non-sentenced inmates with BONDS LESS THAN $3500 shall be 
released on their own recognizance. 

·  The sentences of all inmates SERVING A TERM OF INCARCERTION 
OF 30 DAYS OR LESS shall have the remainder of their sentence 
suspended. 

·  All upcoming court appearances shall be suspended until further notice. 
·  All initial appearances will be held at the alternate location or by video 

court until further notice. 
 

*Inmates released on their own recognizance will be given notice 
on the release order of when their next court appearance will be.   

 
The release order authorizes the Sheriff to release specific inmates and order non-sentenced 
inmates to return before the court.  The order will be created in triplicate allowing the Court, 
the Sheriff, and inmate to each retain a copy.  The order will accompany this memorandum in 
the event that the Sheriff deems it necessary to order the emergency relocation of the Story 
County Jail. 

 
 

Senior District Court Judge    Story County Sheriff 
 
 
____________________________________  ____________________________________ 
    (Signature/Date)       (Signature/Date) 
 
____________________________________  ____________________________________ 
  (Print)        (Print) 
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IN THE DISTRICT COURT OF IOWA, IN AND FOR STORY COU NTY  
 

ORDER OF RELEASE FROM INCARCERATION  
 

 
 
To the Honorable ____________________________________________: 
 
On the ______ day of ________________, 20____, in accordance with the signed Memorandum of 
Understanding concerning the release of inmates under emergency conditions, I, JB Hopkins, Story 
County Jail Administrator, request a court ordered release of:  
 
 
- ALL NON-SENTENCED INMATES FACING SERIOUS MISDEMEANOR CHARGES OR LESS 
 
- ALL NON-SENTENCED INMATES WITH A BOND LESS THAN $3500   
 
- ALL SENTENCED INMATES SERVING A TERM OF INCARCERTION OF 30 DAYS OR LESS  
 
 
All non-sentenced inmates shall be released on their own recognizance and are to return before 
the court within ______ days or a warrant will be issued for arrest.  All sentenced inmates shall 
have the remainder of their sentence suspended per Iowa Code 356.47. 
 
 
 
 
Sheriff Paul H. Fitzgerald 
 
 
By _______________________________________ 
Jail Administrator or designee, Story County Jail 
 

 
 
 

Approved on this _______ of ____________________, 20___ 
 

Senior District Court Judge 
 
_________________________________________  ____________________________________ 

(Signature/Date)        (Print) 
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